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INTRODUCTION 
 
At Impact Care we strive to provide a safe, comfortable and enjoyable place to work and in pursuance of that 
objective we have produced this handbook containing policies and procedures to clarify and define the 
boundaries which both of us will conduct ourselves during our working relationship. 
 
Throughout this handbook Impact Care may be referred to as ‘we’, ‘our’, ‘us’  or the company and the 
Employee may be referred to as ‘you’ or ‘your’. 
 
Whilst this handbook does not form part of your employment contract it can be referred to assist provide 
remedies in the event of any dispute or issues with the contract. 
 
Predominantly we employ Agency Workers, providing care services to the health industry however this 
handbook provides specifically for individuals who are Employees.   
 
Agency Workers and self-employed contractors are not Employees of the Company and should refer to the 
Agency Worker Handbook.  

 
It will be necessary or beneficial to update this handbook from time to time. Whenever this happens we will 
provide you with notification and it is your responsibility to review the amendments. If you have any 
concerns or questions about this handbook or any amendments please seek advice, explanation or 
clarification. 
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EQUAL OPPORTUNITIES AND DIGNITY AT WORK 

The Company is an equal opportunity employer and is fully committed to a policy of treating all its 
Employees and job applicants equally. 

The Company will take all reasonable steps to employ, train and promote Employees on the basis of their 
experience, abilities and qualifications without regard to race, colour, ethnic origin, nationality, national 
origin, religion or belief, sex, sexual orientation, gender reassignment, age, marital or civil partnership status 
or disability.  

The Company will also take all reasonable steps to provide a work environment in which all Employees are 
treated with respect and dignity and that is free of harassment based upon an Employee’s race, colour, 
ethnic origin, nationality, national origin, religion or belief, sex, sexual orientation, gender reassignment, age, 
marital or civil partnership status or disability. The Company will not condone any form of harassment, 
whether engaged in by Employees or by outside third parties who do business with the Company. 

Employees have a duty to co-operate with the Company to ensure that this policy is effective in ensuring 
equal opportunities and in preventing discrimination, harassment or bullying. Action will be taken under the 
Company’s disciplinary procedure against any Employee who is found to have committed an act of improper 
or unlawful discrimination, harassment, bullying or intimidation.  

Serious breaches of this equal opportunities and dignity at work statement will be treated as gross 
misconduct and could render the Employee liable to summary dismissal.  Employees should also bear in mind 
that they can be held personally liable for any act of unlawful discrimination, harassment or other illegal acts.  

You should draw the attention of your manager or supervisor to suspected discriminatory acts or practices or 
suspected cases of harassment. You must not victimise or retaliate against an Employee who has made 
allegations or complaints of discrimination or harassment or who has provided information about such 
discrimination or harassment. Such behaviour will be treated as gross misconduct in accordance with the 
Company’s disciplinary procedure. 
 
The Company will train all manager or supervisors in their policy on equal opportunities and in helping them 
identify discriminatory acts or practices or acts of harassment or bullying. Manager or supervisors will be 
responsible for ensure they actively promote equal opportunity within the departments for which they are 
responsible. 

The Company will also provide information to all Employees to help them understand their rights and 
responsibilities in relation to dignity at work and what they can do to create a work environment that is free 
of bullying and harassment. 

Where a promotional system is in operation, it will not be discriminatory and it will be checked from time to 
time to assess how it is working in practice. When a group of Employees are predominantly of one race, 
religion, sex, sexual orientation or age group or an Employee with a disability appears to be excluded from 
access to promotion, transfer and training and to other benefits 

All terms of employment, benefits, facilities and service will be reviewed from time to time, in order to 
ensure that there is no unlawful discrimination on the grounds of race, colour, ethnic origin, nationality, 
national origin, religion or belief, sex, sexual orientation, gender reassignment, age, marital or civil 
partnership status or disability.   

The Company is committed to equal pay in employment. It believes its male and female Employees should 
receive equal pay for like work, work rated as equivalent or work of equal value. In order to achieve this, the 
Company will endeavour to maintain a pay system that is transparent, free from bias and based on objective 
criteria. 

Monitoring equal opportunity and dignity at work 

The Company will regularly monitor the effects of selection decisions and personnel and pay practices and 
procedures in order to assess whether equal opportunity and dignity at work are being achieved. This will 
also involve considering any possible indirectly discriminatory effects of its working practices.  
If changes are required, the Company will implement them. The Company will also make reasonable 
adjustments to its standard working practices to overcome barriers caused by disability. 



 

 Version 0.02 March 2016   Page 5 of  62 

TYPES OF EMPLOYMENT OR WORK 
 
The Company may also engage full/part time, fixed contract, permanent or flexible time Employees for 
office, administration, sales, accounting, management or other positions as the needs of the business 
dictate. 
 
An Employee will be engaged under a contract of employment for the role or position stated within that 
contract. 
 
As an Employee you may be engaged  

 on a fixed term or on an ongoing basis; 

  for a full time or part time position; 

  or a position that has no fixed days or hours, in which case the Company will provide the Employee 
notice of their days and hours on a Friday for the following week, however you may also be required 
to work at short notice but where you are unable to work when less than 48 hours notice is given it 
will not be regarded as unauthorised absence or otherwise in breach of contract. 

 
As an Employee you have significant rights and benefits given to you in law and the Company is committed to 
ensure you receive your rights and benefits, which include – 

 A written statement of employment particulars 

 The national minimum wage. 

 An itemised payslip. 

 No unlawful deductions from wages. 

 Limits on working hours 

 Rest breaks and rest periods 

 Paid leave for holidays, maternity, paternity and adoption. 

 Protection of your health and safety 

 Protection from discrimination 

 Protection against being dismissed unfairly (after a qualifying period. 

 redundancy payment. 

 Unpaid parental leave (men and women) 

 Notice before dismissal (subject to a 1 month qualifying period). 

 Request flexible working 
 
Employees shall be provided with a written statement of employment particulars (SoEP) usually at the same 
time as your contract of employment but in any event within 2 months of the employment starting. The SoEP 
will provide details of the employment including – 

 Job title and description. 

 Duties and responsibilities. 

 Date employment starts 

 The length of contract if for a fixed term. 

 Normal days and hours 

 Normal place of work 

 Level of salary, wages or hourly rate 

 Holiday entitlement 

 Notice required to end employment 
 
The contract of employment will establish the full terms and conditions of employment, you will also be 
provided with a copy of the Company’s Handbook which contains the disciplinary procedure and grievance 
policy. 
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RECRUITMENT, ADVERTISING AND SELECTION. 

Before a working relationship can begin the Company will, in response to an application from you, consider 
your suitability for an available role or position. 
 
The recruitment process will be conducted in such a way as to result in the selection of the most suitable 
person for the job in terms of relevant experience, abilities and qualifications. The Company is committed to 
applying its Equal Opportunities Policy statement at all stages of recruitment, selection and employment. 

Advertisements will encourage applications from all suitably qualified and experienced people. When 
advertising job vacancies, in order to attract applications from all sections of the community, the Company 
will, as far as reasonably practicable: 

 ensure advertisements are not confined to those publications which would exclude or 

disproportionately reduce the numbers of applicants of a particular gender, sexual orientation, age, 

religion or racial group. 

 avoid prescribing any unnecessary requirements which would exclude a higher proportion of a 

particular gender, sexual orientation, age, religion or racial group or which would exclude disabled 

job applicants. 

 avoid prescribing any requirements as to marital or civil partnership status 

 where vacancies may be filled by promotion or transfer, they will be published to all eligible 

Employees in such a way that they do not restrict applications from Employees of any particular 

gender, sexual orientation, age, religion or racial group or from Employees with a disability. 

 
In making an application we invite you to send  – 

 A fully completed application form. 

 An up to date C.V. 

 A cover letter explaining why you feel you are the candidate for the role/position. 

 
The selection process will be carried out consistently for all jobs at all levels. All applications will be 
processed in the same way. The people responsible for short-listing, interviewing and selecting candidates 
will be clearly informed of the selection criteria and of the need for their consistent application. 

Person specifications and job descriptions will be limited to those requirements that are necessary for the 
effective performance of the role or position.  

Where the nature of the work undertaken is likely to have contact with young people and/or vulnerable 
adults it is necessary for us to carry out Enhanced Disclosures, which include checks of the Children's and 
Adult's Barred Lists, as part of the recruitment process 

Selection of candidates for interview may be decided by the Company. Shortlisting, interviewing and 
selection must always be carried out without regard to gender, marital status, sexual orientation, race, 
colour, nationality or ethnic or national origins, religion or belief or age.  
 
Wherever possible, all applicants will be interviewed by at least two interviewers and all questions asked of 
the applicants will relate to the requirements of the job. The selection of new Employees will be based on 
the job requirements and the individual’s suitability and ability to do, or to train for, the job in question.  

Where there are a large number of applicants the Company may want to shortlist a number of potentially 
suitable candidates and invite them for a second interview. 

With disabled job applicants, the Company will have regard to its duty to make reasonable adjustments to 
work provisions, criteria and practices or to work premises in order to ensure that the disabled person is not 
placed at a substantial disadvantage in comparison with persons who are not disabled. 
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If it is necessary to assess whether personal circumstances will affect the performance of the job (for 
example, if the job involves unsociable hours or extensive travel), this will be discussed objectively, without 
detailed questions based on assumptions about race, colour, ethnic origin, nationality, national origin, 
religion or belief, sex, sexual orientation, gender reassignment, age, marital or civil partnership status, 
disability, children and/or domestic obligations. 

Offers of employment. 

 
Where the Company would like to offer you an employed position you will be sent an offer in writing. The 
offer letter will include and confirm details, duties and responsibilities of the position, the remuneration, an 
anticipated start date and any other relevant information. 
 
You will be asked to accept or reject the offer within a set time, in the event that you do not accept the offer 
before the stated deadline the Company shall assume that the offer has been rejected. 
 
If you accept the offer it will be subject to all of the following – 

a) Verification of identity – Passport, photo driving license or other recognised form of photo ID plus 
one other utility bill, . 

b) Verification of right to work in the U.K – if you are a foreign national from outside the EU a work 
permit/visa will be required.. 

c) Verification of qualifications and professional registration – certificates or letters of confirmation 
from the awarding body.. 

d) Employment history and obtaining references – two references will be required one of which must be 
from a previous employer (or, if this is the prospective Employee’s first job, their school teacher or 
higher or further education lecturer. 

e) Criminal records check - . 
f) Barred from working with vulnerable person check. 
g) Verification of immunisation where immunisation is necessary or required. 
 
No employment can commence until all verification checks are complete. In accepting an offer of 
employment you acknowledge that the Company will need to make enquiries to third parties and you 
authorise the Company to make such enquiries. 
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WORKING WITH THE COMPANY 
 

Induction 

The company will provide all new Employees with assistance during their initial period of employment, 
referred to as induction training. 

The purpose of induction is to integrate a new Employee into the Company in order that he/she is 
encouraged to become an effective and motivated member of the team. Effective induction is a major 
contributory factor in retaining newly appointed staff. 

An effective induction programme is not a one-off event but takes place over a period of some weeks and is 
an ongoing process to ensure that the new Employee settles well into the Company and is confident carrying 
out the full scope of his/her duties. Essential information should be supplied to the new Employee in a 
planned and systematic way to avoid information overload and to ensure that he/she is able to absorb it. 

Although all new Employees should be supplied with the core information set out under the induction 
checklist, the design and content of the induction programme will depend on factors such as the new 
Employee's role, level of responsibility and previous work experience. Managers should therefore be 
prepared to vary the induction programme to suit the particular needs of the new Employee and his/her role 
specification. 

induction checklist 

The manager should provide a newly appointed Employee with a range of information and training about the 
company and his/her new job, including: 

 core business objectives and values; 
 departmental structure; 
 the workplace; 
 the purpose and key responsibilities of his/her new role; 
 fire and health and safety procedures; 
 introduction the individuals with whom he/she will be working; 
 expected standards of behaviour and performance; 
 probationary arrangements; 
 training for equipment, including the use of computer software,  
 completion of all necessary documentation relating to his/her appointment; and 
 all policies, procedures and rules, including those concerning equal opportunities. 

The induction programme should involve input from a number of different managers and work colleagues 
who are best placed to supply the new Employee with the full range of relevant information and assistance.  

Review meeting 

A review meeting may be held with the new Employee at the end of his/her first month of employment in 
order to discuss how the first few weeks with the Company have gone, and to identify any gaps in his/her 
induction. 

The opportunity should be taken to review the individual's job description and answer any queries the 
Employee may have about his/her duties and responsibilities.  

Probation period 

Given that a new working relationship is based on a assessment of written communications and an interview 
it is sensible and reasonable to allow a short period of time where the parties can gain actual experience of 
working with each other so the Company can consider whether you are suitable for the position and for you 
to decide whether the job is right for you. This is often referred to as a probation period. 
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Where you are engaged as an Employee the first 3 months of your employment will be a probation period 
but may be extended by the Company for a period not exceeding 3 months. Where a probation period is to 
be extended we shall inform you in writing not less than 7 days before the probation period is due to end. 
 
A probationary period does not apply to an employment contract that is a renewal of a fixed term contract or 
an amended contract for the same role or position. 

 
The Company may conduct a review at any time during or at the end of the probationary period, you will be 
invited to attend a review and you will be given the opportunity to speak. A record of any discussions will be 
kept. 

 
Appraisals 
 
A conduct and performance appraisal may be carried out on each Employee once per year or as otherwise 
deemed necessary by the Company.  The timing of that review is in the absolute discretion of the Company.   

The Employee will attend a meeting to review and discuss their work performance. The objectives of the 
meeting will be to:  

• discuss the previous year’s achievements 

• identify any shortfalls in achieving objectives and establish the reasons for any shortfalls 

• if necessary, agree any changes required to objectives and actions required to improve the Employee’s 
performance and/or to enable them to achieve their full potential in the work they carry out for the 
Company 

• consider any future training, development and career needs for the Employee 

• discuss opportunities for advancement or alternative work.   

The Employee should also set out what actions they intend to take to develop themselves and they must 
assist in making the performance review process a worthwhile exercise. The meeting will be an open forum 
where views can be exchanged and agreed conclusions reached. 

Employees should prepare for their appraisal meeting by considering what points they wish to discuss. They 
should consider their achievements over the previous year and the progress they have made in achieving 
objectives and they should be prepared to explain the reasons for any shortfalls.  

After the meeting an appraisal form will record the discussions that took place at the meeting. This will then 
be given to the Employee for agreement and signature. If the Employee disagrees with any of the comments 
made, they will be able to record this on the form.  

The form will be kept confidential and will be held on the Employee’s personnel file and a copy will be 
forwarded to the Employee. 

Any Employee who feels that their appraisal was entirely unsatisfactory or unfair to them may ask that a 
senior manager review the appraisal with them.   

Training and development 

 
The Company is committed to training and developing all of its Employees so as to enable them to achieve 
their maximum potential. However, it also considers it appropriate to base training and development 
opportunities on the requirements of the business. Therefore, decisions about investment in training and 
development will always be made having regard to the needs of the business as well as the Employee’s 
individual needs. 
 
The Company regularly reviews its level of investment in training and development to ensure not only that 
adequate resources are being provided but also that training and development activity is delivering a benefit 
to both the Employee and the business. 
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Training and development opportunities 

The Company may provide a range of training and development opportunities these include: 

 training relating to the enhancement of skills for an Employee’s current job role. This can include 
internal and external courses providing technical or specialist training relating to the skills that 
Employees require for their job. 

 training leading to a professional or academic qualification. The Company encourages Employees 
who wish to do so to pursue continuous professional development and where appropriate to gain 
further qualifications. 

 management training, including supervisory skills and leadership development programmes. 

 health and safety training 

 equal opportunities training. 

Responsibilities for implementation 

Individual training and development needs and training opportunities will be explored with the Employee as 
part of the performance appraisal process.   
 
The Company shall monitor and evaluate the effectiveness of learning for Employees who have undergone 
training and development, where the training has been provided externally the quality and cost effectiveness 
of external training shall be considered.  
 
Employees should implement the skills that they have gained through training. 

New training initiatives 

Employees can request training and development at any time but this will usually be done within the 
performance appraisal process as outlined above. Any decisions on training will be at the absolute discretion 
of the Company and have full regard to the Equal opportunities policies. 
 
Promotion 
 
When the opportunity for promotion arises, the promotion process will be conducted in such a way as to 
result in the selection of the most suitable person for the higher grade job in terms of relevant experience, 
abilities and qualifications when measured against the relevant job description and person specification. The 
guidelines promulgated in the Company’s Equal Opportunities and Dignity at Work policy statement in this 
Handbook will be followed at all stages of the process.  
 
Whilst the Company will usually advertise opportunities for promotion internally and then conduct 
interviews in accordance with the section on Recruitment contained in this Handbook, it also reserves the 
right, at its absolute discretion, to promote Employees with their agreement without first advertising the job 
to other members of staff. Promotion is not a contractual right and any opportunities for promotion will be 
at the Company’s discretion.  
 
When an Employee accepts an offer of promotion, the Company will write to them confirming the 
appointment, its effective date, information relating to the probationary period (see below) and any relevant 
changes to the Employee’s Statement of Terms and Conditions of Employment. However, promotion will not 
automatically result in any salary increase. Any increase in salary will be entirely at the discretion of the 
Company. 
 
Promotion will be subject to a probationary period during which time the Employee will be required to 
demonstrate their suitability for the new role. The Employee’s progress will be assessed on a regular basis. 
 
If during the probationary period, the Company decides either as a result of the Employee’s performance 
that they are not capable of their new duties or as a result of their conduct they are not suitable to fulfil the 
new role, the Company reserves the right to demote the Employee back to their previous job, assuming 
always that there is still a suitable vacancy available. In this case, if necessary, the Employee’s salary will be 
reduced to its pre-promotion level. 
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REMUNERATION. 
 
All Employees are entitled to be paid for their services in accordance with the contract of employment. All 
payments shall be made direct into the Employee’s bank account. 
 
Employees can be paid by  

 Salary – this is a set annual amount in return for your services during that year. The salary is paid in 
12 equal instalments on the same day of each month, in arrears. 

 Wages - a fixed amount for an agreed number of hours per week. Wages are paid on the same day of 
each week or month, in arrears. 

 Hourly rate – this would normally apply where the Employee has no fixed working hours. Employees 
are paid weekly on the same day of each week. 

 
Where a payment day falls on a non-banking day the payment will be made on the next banking day. 
 
It may be necessary from time to time to work outside your normal working hours (overtime).  Overtime 
shall be paid at the normal hourly rate unless otherwise agreed. 
 

 Employees who are salaried shall not be entitled to any payment for overtime as it is considered 
necessary to perform your obligations.  

 Employees who are paid a weekly amount for a fixed number of hours may be paid for any overtime 
where agreed with the company in advance. 

 Employees who are paid on an hourly rate shall be paid for the actual number of hours worked. 
 
If your remuneration reaches the thresholds set in law where income tax and national insurance are payable, 
the Company shall deduct the appropriate amounts. 
 
The Company shall be entitle to recover any amount owed to the Company by deductions from your salary or 
wages, however no deduction shall be made without giving you advance notice of not less than 14 days. 
Deductions can be made for – 

 Tax and National Insurance where applicable 

 An earlier overpayment of salary, wages or expenses. 

 An earlier under payment of tax or national insurance. 

 Recovery of loss of money or equipment resulting from theft or negligence, however such 
deductions shall not exceed 10% of the salary or wages from any one payment. 

 Unauthorised absence, unpaid leave or participating in industrial action. 

 A local authority imposing a statutory right. 

 An order of a court. 
 
Unless otherwise stated in the contract of employment wages shall be paid each Thursday. 

 
In the event that an Employee has a query or dispute in respect of their remuneration or any deduction they 
may discuss the matter informally with a relevant person in the Company or raise a written query or use the 
grievance procedure within this manual. 

 
Reimbursement of expenses 
 
Where the Company agrees to reimburse certain expenses it will be stated in your contract of employment, 
these are referred to as approved expenses. 
 
Approved expenses incurred by Employees will be reimbursed in accordance with these rules which are 
designed to provide for the reimbursement of reasonable out-of-pocket expenses wholly, exclusively, 
necessarily and actually incurred by an Employee engaged on the business of the Company . 
.  
In order to claim back approved expenses, you must complete and sign an expenses form and then submit it 
with the original VAT receipts to the Company with your timesheet.  
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The Company does not advance expenses. 
 
Travelling expenses 
 
The Company may reimburse approved travelling expenses necessarily incurred for business purposes, 
however this is generally limited and Journeys between an Employee’s home and normal place of work are 
considered private and do not constitute business travel. 
 
Unless expressly agreed you should not claim the cost of your journeys from home to your normal place of 
work. 
 
Approved travel expenses may include mileage allowance at a rate per mile as determined by the Company 
or  standard class rail or coach fares, taxi fares where suitable public transport is not available 
 
The Company is not responsible for any fines or penalties which you may receive while on Company 
business. The responsibility for paying such fines or penalties is yours. 
 
Subsistence expenses 
 
If you are required to stay away from home overnight, you may claim the costs of overnight accommodation, 
i.e. evening dinner, bed and breakfast only, at an appropriate hotel or guesthouse approved in advance.  
 
The Company will not reimburse items of a personal nature such as alcoholic drinks, newspapers and private 
telephone calls.  
 
If you are required to leave your normal place of work at the request of the Company for more than 6 hours 
but you are not staying away overnight, day subsistence may be agreed at rates determined by the Company. 
 
Telephone calls 
 
Where telephone calls are an approved expense the cost of telephone calls made using your private 
telephone or mobile phone, in connection with Company business will be reimbursed, Itemised telephone 
bills are required to support this expense claim. 
 
Gifts  
 
The Company’s aim is always to ensure customer and client satisfaction. Occasionally, satisfied customers, 
clients, Hirers, patients or other third parties may seek to reward or thank Employees with a gift.  
 
The Company believes that giving and receiving such gifts is not generally appropriate to the provision of 
professional care. Wherever possible, any offer of a gift should be politely refused with an explanation that 
acceptance would be against Company policy. 
 
If refusal causes or is likely to cause serious offence to the gift may be accepted under the following rules; 

 If you accept a gift, you must report this to your manager or supervisor as soon as it is given to you. If an 
Employee, in a clear position of trust, fails to report the receipt of a gift, this may be treated as gross 
misconduct in accordance with the Company’s disciplinary procedure and could render the Employee 
liable to summary dismissal. 

 A gift of money may only be accepted with the stated intention that it will be passed in full to a 
charitable organisation nominated by the donor, Employee or Company. 

 
In addition, certain suppliers offer “reward schemes” which allow Employees to obtain free gifts in return for 
ordering services or products from that supplier. The Company needs to be sure its suppliers are competitive 
and that its Employees are acting in the best interests of the Company.  
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Any offers of gifts or incentives from the Company’s suppliers should always be refused on the grounds of a 
breach of Company Policy. 
 
If the Company discovers that a supplier has been used wholly or mainly because of the incentive of a free 
gift (and, as such, the Employee has not acted in the best interests of the Company), this will also constitute 
a disciplinary offence and will be dealt with under the Company’s disciplinary procedure. Depending on the 
seriousness of the offence, it may again be treated as gross misconduct and could render the Employee liable 
to summary dismissal.  
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WORKING TIME 

 
The Working Time Regulations 1998 apply to all Employees and provide- 

 You shall not work for more than an average of 48 hours per week (40 hours if you are under 18) over a 
17 week period. 

 A minimum rest period of 11 hours between one work period ending ant the next starting. 

 An uninterrupted rest period of 24 hours in each seven day period. 

 A 20 minute rest period in each working period of more than six hours. 
 

Employees over the age of 18 may opt out of the restriction on working hours by completing the form that is 
attached to the contract of employment, or otherwise informing the Company in writing. If you have opted 
out you are entitled to opt back into the restriction by giving the Company notice of not less than 28 days. 
 
The restriction on working hours takes account of all work, including any carried out for other employers or 
agencies so you must inform us immediately if you begin or end any employment with any other party in 
order that we can ensure these regulations are not breached. 
 
If your working hours are likely to exceed the maximum permitted, you must discuss this immediately with 
the Company. 

Timekeeping 

All Employees are expected to report for work punctually and to observe the normal hours of work laid down 
in their Statement of Terms and Conditions of Employment. Failure to report for work on time is detrimental 
to the efficient running of the business, impose an unnecessary burden on colleagues and cause 
unsurmountable problems. 

If you are going to be late, you must contact the Company by telephone as soon as reasonably practicable to 
notify us of this fact and of the time you expect to arrive.  

If it becomes necessary for you to leave work before your normal finishing time or to take time off work 
during normal working hours (even in circumstances of a family emergency), prior authorisation must be 
obtained from the Company. 

Except in the normal course of your job duties and during your lunch break, you must not leave your place of 
work without the prior authorisation of your manager or supervision. 

Your manager or supervisor will monitor your timekeeping on an ongoing basis.  

You have no contractual or statutory right to be paid for time not worked due to lateness or absence. Any 
payments made by the Company in such circumstances are made in its absolute discretion. 

Failure to comply with the above rules and procedures without reasonable excuse and/or persistent poor 
timekeeping are serious offences and will be dealt with in accordance with the Company’s disciplinary 
procedure 

Attendance. 

Regular attendance are essential to ensure optimal productivity and customer service. All Employees and are 
expected to maintain a satisfactory record of attendance, a failure to do so will result in disciplinary action. 

Night work  

 
Night work is work that is carried out between the hours of 11.00 pm and 6.00 am. 
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You are classed as a night worker if you work for at least 3 hours during the defined night hours on more 
than one third of the number of days you work in any given week. 
 
A night worker cannot work for more than 8 hours in a 24 hour period, calculated over an average 17 weeks.  
 
If your work involves special hazards or is physically or mentally demanding you cannot work more than 8 
hours in any 24 hour period. This is an absolute limit and not an average. 
 
The Company will offer all night workers a free health assessment, usually in the form of a questionnaire, 
before you start night work and at regular intervals of not exceeding 1 year. You do not have to complete a 
health assessment. 

Adverse weather 

 
The Company recognises that Employees may face difficulties getting into the office and returning home 
during periods of severe weather. While the company is committed to protecting the health and safety of all 
its Employees, it must be ensured that disruption caused to the business remains minimal. The purpose of 
this policy is to outline the responsibilities of Employees for attendance at work during severe weather 
conditions and to define appropriate procedures. This policy applies to all Employees. 

While you should make every reasonable effort to get into work, you should not attempt to travel if it is not 
safe to do so.  Therefore you should use your judgment and, if unable to attend work, contact the Company 
as soon as possible and endeavour to remain in contact throughout the affected period either by telephone 
or via email.  If you have internet access at home you should take responsibility to check your email account 
regularly during working hours. 

For Employees who struggle to get into work, alternatives like working from home or from an alternative 
location may be considered by the Company. If your job cannot be done by working from home or at an 
alternative location the working period shall be regarded as unpaid leave and there shall be no entitlement 
to payment however where it is feasible to do so, you may have the opportunity to make up lost time at a 
later date.   
 
If you arrive late to your place of work due to the weather conditions, you may have the opportunity to make 
up this time at a later date.  
 
The Company will decide on a case-by-case basis whether it is appropriate for Employees to leave work early 
due to severe weather conditions.  

Parental & Caring Responsibilities during adverse weather 

 
Due to the effects of severe weather, should your child/children’s schools be closed or they are unable to get 
to school, you need to inform the Company and you may be entitled to emergency leave to carry out your 
responsibilities.  In conjunction with the Emergency Time Off for Dependants policy, the amount of time 
agreed will be enough to deal with the immediate situation.    
 
The Company uphold the view that no Employee should be disciplined in relation to not getting to work 
during severe weather conditions.  However, if there is reason to believe that the team situation is being 
abused, the normal disciplinary procedures will apply 

Unauthorised absence 

 
If you fail to report for work without prior permission or without notifying the Company and you do not have 
a legitimate reason for your absence, such as sickness absence, this constitutes unauthorised absence. 
Unauthorised absence also includes cases of failing to return to work on time from a period of annual leave 
or other approved leave of absence without reasonable excuse and cases where you purport to take a period 
of annual leave that has not been approved in advance by your manager or supervisor.  
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Unauthorised absence without good cause is a serious disciplinary matter and will be dealt with in 
accordance with the Company’s disciplinary procedure. Depending on the circumstances of the case, it may 
amount to potential gross misconduct rendering you liable to summary dismissal. 

Sickness absence. 

 
Should you be unable to attend work due to illness or injury, you must comply with the following sickness 
absence reporting procedure: 

1. On the first morning of your sickness absence, you or someone on your behalf must contact the Company 
at the earliest possible opportunity but no later than two hours after your normal start time. Where this is 
not possible, for example in an emergency situation you must inform us before the end of the first day of 
sickness. You should give details of the nature of your illness and, if the illness is of a minor nature, you 
should indicate when you believe you will be fit to return to work. You must inform the Company as soon 
as possible of any change in the date of your anticipated return to work. 

2. For an absence of seven consecutive calendar days or less, you are required to telephone the Company on 
each day of absence. You must also complete a self-certification of sickness absence form immediately on 
your return to work. You are reminded that it is a serious disciplinary offence to provide false information 
on a self-certification form. 

3. Should your sickness absence be for a period in excess of seven calendar days, unless otherwise agreed 
you are required as an absolute minimum to contact the Company on a weekly basis in order to provide 
an update on your illness or injury. A Fitness for Work certificate must also be obtained from your doctor. 
A new doctor’s certificate must be submitted upon expiry of a previous certificate.  

4. You should have certificates (either self-certification of sickness absence forms or doctor’s certificates) to 
cover the entire period of your sickness absence. 

5. For all periods of sickness absence of half a day or longer, the Company may require you to attend a “back 
to work” interview on your return to work to discuss the reasons for your absence and, in particular, 
whether it was work-related. 

6. For long-term sickness absence, the Company may request to visit you at home.  

7. For long-term sickness absence or frequent periods of sickness absence, the Company may request a 
medical report from your GP or consultant or alternatively request that you visit a doctor selected by the 
Company to undergo a medical examination. The Company will meet the cost of any such report or 
examination and you are required to co-operate in the obtaining and disclosure of all results and reports 
to the Company. The Company will only request you to undergo a medical examination where reasonable 
to do so but your failure to co-operate without justifiable reason may result in disciplinary action being 
taken under the Company’s disciplinary procedure. 

8. The Company reserves the right to withhold sick pay in circumstances where the certification procedure 
described above has not been followed or where there is sufficient reason to doubt the validity of your 
sickness absence claim. In the latter circumstances, the Company may request you to undergo a medical 
examination by a doctor selected by it. 

9. On being fit to return to work, you must contact the Company to let them know as far in advance as 
possible of the proposed date of your return.  

10. Persistent short-term sickness absence, defined as more than 4 periods of sickness where each period of 
sickness is less than 7 days, may, in the absence of any medical evidence of an illness, condition or injury 
be a disciplinary matter and will be dealt with in accordance with the Company’s disciplinary procedure. 

Statutory sick pay 

During periods of sickness you may, subject to meeting the qualifying criteria as set out in law and following 
the correct reporting procedure, be entitled to statutory sick pay for a maximum of 28 weeks in any one 
period of sickness. Where a person is sick within 8 weeks of a previous period of illness it shall be regarded as 
being the same period of sickness. 
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To qualify for statutory  sick pay you must have earned the lower earning limit, as set in law, when your 
earnings are averaged over  8 weeks prior to the sickness 

There is no entitlement to statutory sick pay for first 3 days of absence.  

The rate of statutory sick pay is set in law and shall be paid instead of your salary or wages at the rate current 
at the time of your sickness for all days that you would have normally worked. 

Entitlement to statutory shall end when an Employee - 

 Is no longer sick or declared fit for work by a doctor. 

 Has reached the maximum of 28 weeks of statutory sick pay. 

 Is receiving statutory maternity pay. 

 Is in legal custody whether charged with an offence or not. 

 Has reached the end of a contract (Employees);or  

Where an Employee does not qualify for statutory sick pay, or their entitlement ends than they may be 
entitled to sickness or incapacity benefit during their period of sickness and they should compete form SSP1 
at the local job centre plus. 

 
Flexible working 

 
Employees are entitled to ask the Company for flexible working after 26 weeks of employment, 
 
Types of flexible working the Company will consider  

 vary the times or number of hours including reducing to part time or working full time hours but over 
fewer or more days. 

 you work Job sharing – more than one person does the same job 

 doing some or all of the work from home or an alternative location 
 

It is the Company’s view that the promotion of flexible working arrangements increases motivation, reduces 
work related stress, improves performance and productivity, encourages retention and helps provide 
Employees with a health work-life balance so in addition to statutory rights, it is the Company’s policy to try 
and be flexible on working patterns for all Employees, You may therefore wish to apply for flexible working 
to accommodate charity work, leisure activities, other caring arrangements or external study.  
 
All Employees are eligible to apply for flexible working regardless of their seniority, current working pattern, 
age, sex, race, religion, sexual orientation, whether they have a disability or whether they are employed on a 
permanent or fixed-term basis. 
 
Although the Company is committed to being flexible on working patterns for its Employees, you must 
recognise that the requirements of the business are paramount and it may not be appropriate or possible for 
flexible working arrangements to apply to all jobs across all areas of the business. 
 

The flexible working application procedure 

You should comply with the following procedure to make your application for flexible working arrangements: 
• make your request in writing setting out the flexible working arrangement you seek.  
 
• within 28 days of receipt of your application, the Company will set up a meeting with you to discuss the 

changes you have proposed, the effect of the proposed changes and any possible alternative work 
patterns that might suit. You may be accompanied at this meeting by a work colleague 

 
• the Company will consider your request and will make a practical business assessment on whether, and if 

so, how it could be accommodated 



 

 Version 0.02 March 2016   Page 18 of  62 

 
• the Company will notify its decision to you within 14 days of the meeting. If the Company accepts your 

request, it will write to you, establishing a start date and providing a written note of the contract of 
employment variation. If your application is refused, the Company will explain the grounds for refusal in 
writing and confirm the internal appeal procedure 

 
• where your request is agreed to, it constitutes a permanent change to your terms and conditions of 

employment. This means that the new working arrangement will not lapse merely because the child 
reaches the age of six or the adult no longer needs care and neither do you have a right to revert to your 
previous pattern of working at a future date 

• you can appeal in writing against a refusal within 14 days of receipt of the Company’s rejection letter. The 
Company will then set up a meeting with you to discuss your appeal within 14 days after receiving your 
appeal letter. After that meeting has been held, the Company will write to you within 14 days to notify 
you of the outcome of your appeal. 

Grounds for refusal 

The Company may refuse your flexible working application on one or more of the following grounds: 
• the burden of additional costs 
• the detrimental effect it would have on the Company’s ability to meet customer demand 
• the Company’s inability to reorganise work amongst existing staff 
• the Company’s inability to recruit additional staff 
• the detrimental impact it would have on quality 
• the detrimental impact it would have on performance 
• the insufficiency of work available during the period when you proposed to work 
• the Company’s planned structural changes. 
 
In refusing an application, the Company will provide details relating to why the particular ground applies in 
the circumstances. 
 
Please note that each request for flexible working will be dealt with individually, taking into account the likely 
effects the changes will have on the Company, the work of the department in which you are employed, your 
work colleagues and the particular circumstances of the case. This means that if the Company agrees to one 
Employee’s request, this does not set a precedent or create a right for another Employee to be granted the 
same or a similar change to their work pattern. 
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CONDUCT WHILST ON COMPANY BUSINESS 

Dress and appearance  

The Company wishes to portray a professional business image to its clients, customers, Hirers and their 
clients/patients. As a result, the Company operates minimum standards of dress and appearance, which 
requires Employees to dress in a manner that is suitable and appropriate to the Company’s business.  

All Employees are required to be neat, clean, well-groomed and presentable whilst at work, whether working 
on the Company’s premises or elsewhere on Company business.  

 You may be required to wear a  uniform which the Company may provide.  

jewellery should be kept to a minimum and be small and unobtrusive. We may require all jewellery to be 
removed. 

tattoos should be kept covered and should not be visible. 

If your job brings you into contact with machinery, for health and safety reasons your hair must be kept short 
or tied back at all times and you must not wear jewellery other than a wedding/engagement ring. 

Finally, the Company accepts that members of certain ethnic or religious groups are subject to strict religious 
or cultural requirements in terms of their clothing and appearance. Subject to necessary health and safety 
requirements, the Company will not insist on dress rules which run counter to the cultural norms of such 
Employees.  

If you fail to comply with the above rules, this is a serious matter and will be dealt with in accordance with 
the Company’s disciplinary procedure. In addition, depending on the circumstances of the case, you may be 
required to go home and change your clothing. If this happens, you have no right to be paid for the period of 
your absence from work. 

Smoking 

 
It is the Company’s policy that all of its workplaces are smoke-free and that all Employees have a right to 
work in a smoke-free environment and not be exposed to second-hand smoke. This is also a statutory 
requirement. As such, the Company’s business premises are no smoking premises and smoking is prohibited 
in all areas of the workplace at all times with no exceptions. This includes company cars and other company 
vehicles. The Company is committed to protecting the health and safety of all of its Employees.  

The Company’s policy on smoking applies not only to Employees but also to visitors to the workplace, 
including clients, customers, contractors, agency workers and suppliers. 

In addition, the Company wishes to portray a professional business image to its clients, customers and 
suppliers when they visit the Company’s business premises. Therefore, Employees are not allowed to smoke 
immediately outside the entrances to its business premises unless it is in an area specified as a smoking area 

Smoking breaks 

If you wish to smoke, you must do this in your own time either outside your normal hours of work or during 
your lunch break. You are not permitted to take additional smoking breaks during your working periods 

Anyone who wishes to report an incident of smoking in the workplace should speak to their immediate 
supervisor. 

Non-compliance 

Employees who are found to be smoking in the workplace in contravention of this policy will be subject to 
disciplinary action in accordance with the Company’s disciplinary procedure. A breach of this policy will be 
treated as a serious disciplinary offence, particularly where either the Employee refuses to comply with the 
instruction to immediately refrain from smoking or they are a repeat offender.  

Where smoking constitutes a health and safety hazard, such behaviour will be treated as gross misconduct 
and could render the Employee liable to summary dismissal. 
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If an Employee does not comply with this policy, they will be warned that they are committing an offence, 
requested to immediately refrain from smoking and, if they refuse, they will be asked to leave, or will be 
ejected from, the premises. 

Those who do not comply with the smoking ban are also liable to a fixed penalty fine and possible criminal 
prosecution and they expose the Company to similar action. 

Help to stop smoking 

Support for smokers who want to stop smoking can be obtained from the NHS Stop Smoking Service on 
[0800 169 0169 (England)] [0800 848484 (Scotland)] [0800 085 2219 (Wales)] [0800 858585 (Northern 
Ireland)] or at www.givingupsmoking.co.uk or from your local GP’s surgery.  

Alcohol and drugs 

 
Alcohol and drug misuse or abuse can be a serious problem within the workplace. Employees who drink 
excessively or take unlawful drugs are more likely to work inefficiently, be absent from work, have work 
accidents and endanger their colleagues. The Company has a duty to protect the health, safety and welfare 
of all its Employees, the Company recognises that, for a number of reasons, Employees could develop alcohol 
or drug related problems. 

 In relation to drugs, these rules apply to those that are unlawful under the criminal law and not to 
prescribed medication. These rules aim to promote a responsible attitude to drink and drugs and to offer 
assistance to Employees who may need it. 

Advice and counselling 

It is the Company’s intention to deal constructively and sympathetically with an Employee’s alcohol or drug 
related problems, such as alcohol or drug dependency. When it is known that an Employee has an alcohol or 
drug problem we may be able to provide support and assistance with how to seek suitable treatment. The 
primary objective of any discussions will be to assist the Employee with the problem in as compassionate and 
constructive a way as possible. Any discussions of the nature of an Employee’s alcohol or drug problem and 
the record of any treatment will be strictly confidential unless the Employee agrees otherwise. 

If you have an alcohol or drug problem, you should seek appropriate help. If you have an alcohol or drug 
problem which affects your conduct or performance at work and you refuse the opportunity to receive help, 
the matter will be referred for action under the Company’s disciplinary procedure as appropriate. Likewise, if 
after accepting counselling and assistance, and following review and evaluation, your conduct or work 
performance reverts to the problem level, the matter may also be dealt with through the disciplinary 
procedure. 

Prohibition on alcohol and drug consumption in the workplace 

No alcohol or drugs must be brought onto or consumed on Company premises at any time. Employees must 
never drink alcohol or take drugs whilst at work. Employees must also not drink alcohol or take drugs when 
they are on operational standby or on call. 

Employees representing the Company at business/client functions or conferences or attending Company 
organised social events outside normal working hours are expected to be moderate if drinking alcohol and to 
take specific action to ensure they are well within the legal limits if they are driving. They are prohibited from 
taking drugs on these occasions. 

Social drinking after normal working hours and away from the Company’s premises is, of course, generally a 
personal matter and does not directly concern the Company. The Company’s concern only arises when the 
Employee’s attendance, work performance or conduct at work deteriorates. 

A breach of these provisions is a disciplinary offence and will be dealt with in accordance with the Company’s 
disciplinary procedure and may amount to gross misconduct and could result in the Employee’s summary 
dismissal. 

Whilst these rules are aimed at assisting Employees with alcohol or drug problems, it is Company policy not 
to employ individuals who are engaged in any substance abuse within the healthcare sector and action will 
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be taken under the Company’s disciplinary procedure if misconduct takes place at work as a result of 
drinking or taking drugs, or if an Employee is found to be under the influence of alcohol or drugs whilst at 
work. 

Even a small amount of alcohol can affect work performance and, if an Employee is found under the 
influence of alcohol whilst at work, there could be serious health and safety consequences. The same applies 
to being under the influence of drugs. Incapacity or misconduct caused by an excess of alcohol or drugs at 
work is a gross misconduct offence under the Company’s disciplinary procedure and the Employee is 
therefore liable to be summarily dismissed. This also applies to any Employee believed to be buying or 
supplying drugs or in possession of or taking drugs on the Company’s premises. 

Notwithstanding he Company reserves the right in any of these circumstances to arrange for the Employee 
to be escorted from the Company’s premises immediately and sent home without pay for the rest of the day 
or shift, if an Employee is found to be, or suspected of being under the influence of drugs or alcohol during 
working hours the Company shall – 

 The Employee shall be invited to attend an interview with a Manager. If the Employee refuses or fails 
to attend an interview then the Company will be unable to offer any assistance to the Employee and 
the matter will automatically be dealt with under the Disciplinary procedure. 

 At an interview, the Employee will be given the opportunity to explain their actions and 
circumstances. The Company will consider each case on its individual merits but the Company may 
be willing to offer assistance (where the Employee admits the substance abuse) by permitting sick 
leave to under go treatments or counselling. 

 Employees who show a desire to deal with the issues which resulted in substance abuse, then the 
Company ma reinstate the employment upon a medically certified recovery. 

Alcohol and drug testing 

On the grounds of protecting health and safety and only where necessary to achieve a legitimate business 
aim, the Company reserves the right to carry out random alcohol and drug screening tests on those 
Employees in the workplace whose activities and job duties have a significant impact on the health and 
safety of others. If an Employee receives a positive test result, this will be viewed as a gross misconduct 
offence and renders the Employee liable to summary dismissal in accordance with the Company’s disciplinary 
procedure. Unreasonable refusal to submit to an alcohol or drug-screening test will also be dealt with 
through the disciplinary procedure. 
 

Bullying and harassment 

The Company is committed to developing a working environment in which bullying and harassment are 
known to be unacceptable and are not tolerated at any level of the business. The Company seeks to ensure 
that you can work effectively in comfort and dignity. If you suffer bullying or harassment we will provide you 
with an appropriate form of redress, guaranteeing that if you complain, you will not encounter any form of 
reprisal or victimisation as a result of your complaint 

Bullying is offensive or intimidating behaviour or an abuse or misuse of power which undermines or 
humiliates an Employee. 

Harassment occurs where, on the ground of an Employee’s race, colour, ethnic origin, nationality, national 
origin, religion or belief, sex, sexual orientation, gender reassignment, age, marital or civil partnership status 
or disability, a person engages in unwanted conduct that: 

has the purpose of violating the Employee’s dignity at work, or of creating an intimidating, hostile, degrading, 
humiliating or offensive work environment for the Employee; or 

is reasonably considered by the Employee to have the effect of violating his or her dignity at work, or of 
creating an intimidating, hostile, degrading, humiliating or offensive work environment for the Employee, 
even if this effect was not intended by the person responsible for the conduct. 

Conduct may be harassment whether or not the person intended to offend. Something intended as a “joke” 
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or as “office banter” may offend another person. This is because different Employees find different levels of 
behaviour acceptable and everyone has the right to decide for themselves what behaviour they find 
acceptable to them.  

Behaviour which a reasonable person would realise would be likely to offend an Employee will always 
constitute harassment without the need for the Employee having to make it clear that such behaviour is 
unacceptable, for example, touching someone in a sexual way. With other forms of behaviour, it may not 
always be clear in advance that it will offend a particular Employee, for example, office banter and jokes. In 
these cases, the behaviour will constitute harassment if the conduct continues after the Employee has made 
it clear, by words or conduct, that such behaviour is unacceptable to him or her. A single incident can 
amount to harassment if it is sufficiently serious.  

Harassment also occurs where, on the ground of the Employee’s rejection of or submission to unwanted 
conduct of the kind specified above, a person treats the Employee less favourably than he or she would treat 
him or her had he or she not rejected, or submitted to, the unwanted conduct. 

Examples 

Bullying and harassment may be verbal, written or physical. Examples of unacceptable behaviour include, but 
are not limited to, the following: 

•unwanted physical contact or gestures, facial expressions, or mimicry. 

•subjection to obscene or other sexually suggestive or racist comments or gestures 

•the offer of rewards for going along with sexual advances or threats for rejecting sexual advances 

•unwelcome remarks, jokes or verbal abuse, excessive teasing or humiliation either face to face or via 
email/internet   

•unwanted behaviour related to a person’s characteristics or appearance (actual, perceived or associated) 

 unfair and excessive criticism, possibly in front of colleagues. 

•questions about a person’s sex life 

•the use of nick names or ridicule related to an Employee’s sex, sexual orientation, gender reassignment, 
race, religion, age or disability 

•picking on or ridiculing an Employee 

•isolating an Employee or excluding him or her from social activities or relevant work-related matters. 

 intimidating or aggressive behaviour or creating an intimidating, hostile, degrading, humiliating or 
offensive environment. 

 severe verbal abuse 

 isolating or openly ignoring someone 

Harassment and bullying is measured in the impact on the victim and not by the intent or perceived 
seriousness of the perpetrator.  

Reporting complaints 

All allegations of discrimination or harassment will be dealt with seriously, confidentially and speedily. The 
Company will not ignore or treat lightly grievances or complaints of discrimination or harassment of a 
particular race, colour, ethnic origin, nationality, national origin, religion or belief, sex, sexual orientation or 
age or from Employees who have undergone gender reassignment, are married, have entered into a civil 
partnership or have a disability. 

With cases of harassment, while the Company encourages Employees who believe they are being harassed 
to notify the offender (by words or by conduct) that his or her behaviour is unwelcome, the Company also 
recognises that actual or perceived power and status disparities may make such confrontation impractical. 
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If you wish to make a complaint of discrimination or harassment, you should follow the following steps: 

 First of all, report the incident of discrimination or harassment to your manager or supervisor. If you 

do not wish to speak to your manager or supervisor, you can instead speak to an alternative manager. 

 Such reports should be made promptly so that investigation may proceed and any action taken 

expeditiously. 

 All allegations of discrimination or harassment will be taken seriously. The allegation will be promptly 

investigated and, as part of the investigatory process, you will be interviewed and asked to provide a 

written witness statement setting out the details of your complaint which will be investigated and 

where necessary or appropriate dealt with under the Disciplinary Procedure and/or reported to a 

relevant authority where a criminal offence has occurred. 

 Confidentiality will be maintained during the investigatory process to the extent that this is practical 

and appropriate in the circumstances. However, in order to effectively investigate an allegation, the 

Company must be able to determine the scope of the investigation and the individuals who should be 

informed of or interviewed about the allegation. For example, the identity of the complainant and the 

nature of the allegations must be revealed to the alleged harasser or discriminator so that he or she is 

able to fairly respond to the allegations. The Company reserves the right to arrange for another 

manager to conduct the investigation other than the manager with whom you raised the matter.  

 You will not be penalised for raising a complaint, even if it is not upheld, unless your complaint was 

both untrue and made in bad faith. 

 If your complaint is upheld and the harasser or discriminator remains in the Company’s employment, 

the Company will take all reasonable steps to ensure that you do not have to continue working 

alongside him or her if you do not wish to do so. The Company will discuss the options with you. 

 If your complaint is not upheld, arrangements will be made for you and the alleged harasser or 

discriminator to continue or resume working and to repair working relationships which may include a 

supervised conciliation meeting. 

Alternatively, you may if you wish use the Company’s grievance procedure to make a complaint.   

Any Employee who is found to have discriminated against or harassed another Employee in violation of this 
policy will be subject to disciplinary action under the Company’s disciplinary procedure. Such behaviour may 
be treated as gross misconduct and could render the Employee liable to summary dismissal. In addition, 
manager or supervisors who had knowledge that such discrimination or harassment had occurred in their 
departments but who had taken no action to eliminate it will also be subject to disciplinary action under the 
Company’s disciplinary procedure. 

You are responsible for complying with the terms of this policy and for the development of a working 
environment in which the dignity of all is respected. All Employees have a duty to ensure that harassment or 
bullying does not occur in the workplace and  to positively promote the policy. You must be responsive and 
supportive to Employee who complains about harassment or bullying and provide support and maintain 
confidentiality 

Conduct out of working hours. 
 
As a general rule, what Employees do after normal working hours and off Company premises is a personal 
matter and does not directly concern the Company. However, there are some exceptions to this rule.  
 
The Company will become involved where incidents occur: 
• at office parties, office drinks events or other work-related social occasions or gatherings, whether 

organised by the Company or by Employees themselves 
• at social occasions or gatherings organised by a Hirer where the Employee has been invited in their 

capacity as an Employee of the Company 
• at work-related conferences 
• whilst the Employee is working away on business on behalf of the Company. 
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On these occasions, Employees are expected to be moderate if drinking alcohol and to behave in an 
appropriate, mature and responsible manner, taking into account that they are representing the Company. 
They must take specific action to ensure they are well within the legal limits if they are driving.  
 
Any Employee who is found to have harassed or verbally or physically abused or assaulted another Employee 
or a customer or client of the Company, or who otherwise brings the reputation of the Company into 
disrepute, at such an event will be subject to disciplinary action under the Company’s disciplinary procedure. 
Depending on the circumstances of the case, such behaviour may be treated as gross misconduct and could 
render the Employee liable to summary dismissal. 
 
Where the Employee’s off-duty conduct seriously undermines the trust and confidence that the Company 
has in the Employee, whether at a work-related social occasion or otherwise, under the Company’s 
disciplinary procedure this could result in the Employee’s dismissal. For example, if the Employee commits a 
criminal offence outside employment, the Company will examine whether there is an adverse connection 
between the criminal offence and the Employee’s employment.  
 
The Company will then consider whether the offence is one that makes the Employee unsuitable for their 
type of work or unacceptable or other Employees, taking into account length of service, status, relations with 
fellow Employees and the effect on the Company’s business and reputation subsequent to a charge or 
conviction. 
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USE OF COMPANY EQUIPMENT 

  
In order to enable some Employees to perform their duties and obligations, the Company may provide them 
with items of office equipment. Office equipment may include computer hardware and software, laptop, 
printer, scanner, telephone, fax machine, answer machine, mobile phone, desk, chair, filing cabinet or any 
other item of office equipment. In certain circumstances equipment may be provided for use away from the 
Company premises 

If you are provided with any items of office equipment, you agree that you will be responsible for ensuring 
they are properly looked after and stored and otherwise kept safely at all times. You may be required to pay 
to the Company the reasonable replacement cost of any item of office equipment which is lost or stolen 
whilst under your control due to your negligence or deliberate or reckless act or omission. The Company shall 
be entitled to deduct a sum equal to the reasonable replacement cost from your wages should an item of 
office equipment be lost or stolen whilst under your control due to your negligence or deliberate or reckless 
act or omission. 

Any office equipment is provided for the exclusive use by you in connection with your employment with the 
Company. Use of the office equipment for personal and private purposes or for any use other than for the 
Company’s business is prohibited. If you are discovered using the equipment for personal or private 
purposes, this is a disciplinary matter and will be dealt with under the Company’s disciplinary procedure. A 
deliberate, negligent or reckless failure to take proper care of an item of office equipment, resulting in it 
being lost, damaged or stolen, is also a disciplinary offence and will again be dealt with in accordance with 
the Company’s disciplinary procedure 

The Company reserves the right to require you to return any item of office equipment at any time during 
your employment for any reason whatsoever, including, but not limited to, the withdrawal of any privilege of 
working from home and/or working away from the Company’s premises. You have no contractual 
entitlement to the use of the office equipment and therefore withdrawal of its use at any time does not 
entitle you to claim any form of damages or compensation.  

Upon on the termination of your employment for any reason, you must promptly and without unreasonable 
delay return any items of office equipment in your possession and, in any event, this must take place by no 
later than any date specified to you at the time by the Company. 

 Any items of office equipment must be returned in the same condition as provided to you, subject to 
reasonable wear and tear. If an item of office equipment is damaged whilst under your control, reasonable 
wear and tear excepted, you are required to pay to the Company the cost of repairing the damage. In certain 
circumstances, this may include the replacement cost of the office equipment if it cannot in the Company’s 
reasonable opinion be repaired. 

Electronic Information and Communications Systems Policy 

 
Electronic communications systems and equipment are intended to promote effective communication and 
working practices. This policy deals mainly with the use (and misuse) of computer equipment, e-mail, the 
internet, telephones, and voicemail, but it applies equally to the use of Blackberries, personal digital 
assistants (PDAs) fax machines, copiers, scanners, CCTV and electronic key fobs and cards. It outlines the 
standards the Company require users of these systems to observe, the circumstances in which we will 
monitor use of these systems and the action we will take in respect of breaches of these standards.  

 
All Employees are expected to protect our electronic communications systems and equipment from 
unauthorised access and harm at all times. Failure to do so may be dealt with under our Disciplinary 
Procedure and, in serious cases, may be treated as gross misconduct leading to summary dismissal. 

Equipment security and passwords 

 
Employees are responsible for the security of the equipment allocated to or used by them and must not 
allow it to be used by anyone other than as permitted by this policy. 
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If given access to the e-mail system or to the internet, Employees are responsible for the security of their 
terminals. If leaving a terminal unattended or on leaving the office they should ensure that they lock their 
terminal or log off to prevent unauthorised users accessing the system in their absence. Employees without 
authorisation should only be allowed to use terminals under supervision. 
 
Desktop PCs and cabling for telephones or computer equipment should not be moved or tampered with 
without first consulting the Company. 
 
Passwords are unique to each user and must be changed regularly to ensure confidentiality.  
 
Passwords must be kept confidential and must not be made available to anyone else unless authorised by 
the Company. For the avoidance of doubt, on the termination of employment (for any reason)  
 
Employees who have been issued with a Company laptop, PDA or Blackberry must ensure that it is kept 
secure at all times, especially when travelling. Passwords must be used to secure access to data kept on such 
equipment to ensure that confidential data is protected in the event of loss or theft. Employees should also 
be aware that when using equipment away from the workplace, documents may be read by third parties, for 
example, passengers on public transport. 

Systems and data security 

 
Employees should not delete, destroy or modify existing systems, programs, information or data which could 
have the effect of harming our business or exposing it to risk. 
 
Employees should not download or install software from external sources without authorisation from the 
Company. This includes software programs, instant messaging programs, screensavers, photos, video clips 
and music files. Incoming files and data should always be virus-checked before they are downloaded. If in 
doubt Employees should seek advice from the Company.  
 
The following must NEVER be accessed from the network: online radio, audio and video streaming, instant 
messaging and webmail (such as Hotmail or Yahoo) and social networking sites (such as Facebook, Bebo, 
Second Life, YouTube, Twitter). This list may be modified from time to time.  
 
No device or equipment should be attached to our systems without the prior approval of the Company. This 
includes any USB flash drive, MP3 or similar device, PDA or telephone. It also includes use of the USB port, 
infra-red connection port or any other port. 
The Company may monitor all e-mails passing through our system for viruses. All Employees should exercise 
caution when opening e-mails from unknown external sources or where, for any reason, an e-mail appears 
suspicious (for example, if its name ends in .ex). the Company should be informed immediately if a suspected 
virus is received. The Company reserve the right to block access to attachments to e-mails for the purpose of 
effective use of the system and for compliance with this policy and reserve the right not to transmit any e-
mail message.  
 
Employees should not attempt to gain access to restricted areas of the network, or to any password-
protected information, unless specifically authorised. 
 
Employees using laptops or wi-fi enabled equipment must be particularly vigilant about its use outside the 
office and take any precautions required by the Company from time to time against importing viruses or 
compromising the security of the system. The system contains information which is confidential to our 
business and/or which is subject to data protection legislation. Such information must be treated with 
extreme care and in accordance with Data Protection requirements. 

Restrictions 

The Company may restrict the use of personal phones, laptops, tablets or other electronic devices during 
working hours or in specified areas. 
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Use of the internet 

 
When a website is visited, devices such as cookies, tags or web beacons may be employed to enable the site 
owner to identify and monitor visitors. If the website is of a kind described in paragraph xx below, such a 
marker could be a source of embarrassment to the user, the Company, especially if inappropriate material 
has been accessed, downloaded, stored or forwarded from the website. Such actions may also, in certain 
circumstances, amount to a criminal offence if, for example, the material is racial, terrorist or pornographic 
in nature.  
 
The Company may set up each computer to ensure that some potentially damaging internet content cannot 
be downloaded (e.g. ActiveX controls and Java applets). Employees may not change any settings on their 
computers which affect their internet access without the prior approval of the Company. 
 
Employees should not access any web page or any files (whether documents, images or other) downloaded 
from the internet which could, in any way, be regarded as illegal, offensive, in bad taste or immoral. While 
content may be legal in the UK, it may still be in sufficient bad taste to fall within this prohibition. As a 
general rule, if any person (whether intended to view the page or not) might be offended by the contents of 
a page, or if the fact that the Company's software has accessed the page or file might be a source of 
embarrassment if made public, then viewing it will be a breach of this policy. 
 
Employees should not under any circumstances use the Company's systems to participate in any internet 
chat room, post messages on any internet message board or set up or log text or information on a blog or 
wiki, even in their own time. 

E-mail etiquette and content. 

 
E-mail is a vital business tool, but an informal means of communication and should be used with great care 
and discipline. When using the Company email, or your personal email for matters relating to the Company 
you should always consider if e-mail is the appropriate means for a particular communication and 
correspondence sent by e-mail should be written as professionally as a letter or fax. Messages should be 
concise and directed only to relevant individuals. Our standard disclaimer should always be included. 
 
Employees should ensure that they access their e-mails at least once every working day, stay in touch by 
remote access when travelling and office Employees should use an out of office response when away from 
the office for more than a day. They should endeavour to respond to e-mails within 24 hours. 
 
You should not send abusive, obscene, discriminatory, racist, harassing, derogatory or defamatory e-mails. 
Anyone who feels that they have been harassed or bullied, or is offended by material received from a 
colleague or a client via e-mail should inform the Company as soon as is practically possible. 
 
You should take care with the content of e-mail messages, as incorrect or improper statements can give rise 
to claims for discrimination, harassment, defamation, breach of confidentiality or breach of contract. You 
should assume that e-mail messages may be read by others and not include anything which would offend or 
embarrass any reader, or themselves, if it found its way into the public domain. 
 
E-mail messages may be disclosed in legal proceedings in the same way as paper documents. Deletion from a 
user's inbox or archives does not mean that an e-mail cannot be recovered for the purposes of disclosure. All 
e-mail messages should be treated as potentially retrievable, either from the main server or using specialist 
software. 
 
In general Employees should not: 

 Send or forward private e-mails at work which they would not want a third party to read; 

 Send or forward chain mail, junk mail, cartoons, jokes or gossip 

 Contribute to system congestion by sending trivial messages or unnecessarily copying or forwarding e-
mails to those who do not have a real need to receive them; 
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 Sell or advertise using our communication systems or broadcast messages about lost property, 
sponsorship or charitable appeals; 

 Agree to terms, enter into contractual commitments or make representations by e-mail unless 
appropriate authority has been obtained. A name typed at the end of an e-mail is a signature in the same 
way as a name written at the end of a letter; 

 Download or e-mail text, music and other content on the internet subject to copyright protection, unless 
it is clear that the owner of such works allows this; 

 Send messages from another Employee’s computer or under an assumed name unless specifically 
authorised; or 

 Send confidential messages via e-mail or the internet, or by other means of external communication 
which are known not to be secure. 

 
Employees who receive a wrongly-delivered e-mail should return it to the sender. If the e-mail contains 
confidential information or inappropriate material (as described above) it should not be disclosed or used in 
any way. 

Personal use of systems 

 
The Company does not permits the incidental use of internet, e-mail and telephone systems to send personal 
e-mail, browse the internet and make personal telephone calls except in circumstances that could be defined 
as an emergency.  
 
Employees should be aware that personal use of our systems may be monitored (see paragraphs below) and, 
where breaches are found, action may be taken under the Company's disciplinary procedure (see below). We 
reserve the right to restrict or prevent access to certain telephone numbers or internet sites. 

Monitoring of use of systems 

 
The Company may introduce systems which enable us to monitor telephone, e-mail, voicemail, internet and 
other communications. For business reasons, and in order to carry out legal obligations,  use of the 
Company’s systems including the telephone and computer systems, and any personal use of them, may be 
continually monitored by [ the use of such software].  
 
Monitoring will only be carried out to the extent permitted or as required by law and as necessary and 
justifiable for business purposes.  
 
Monitoring may include the use of  CCTV systems which may be installed to the exterior and exterior of our 
premises 24 hours a day. This data is recorded. 
 
We reserve the right to retrieve the contents of messages, check searches which have been made on the 
internet or retrieve recorded data for the following purposes (this list is not exhaustive): 
a)  To monitor whether the use of the e-mail system or the internet is legitimate;  
b) To find lost messages or to retrieve messages lost due to computer failure;  
c) To assist in the investigation of wrongful acts; or 
d) To comply with any legal obligation. 

Inappropriate use of equipment and systems 

 
Access is granted to the internet, telephones and other electronic systems for legitimate business purposes 
only.   
 
Misuse, excessive use or abuse of our telephone or e-mail system, or inappropriate use of the internet in 
breach of this policy will be dealt with under our Disciplinary Procedure.  
 
Misuse of the internet can, in certain circumstances, constitute a criminal offence. In particular, misuse of 
the e-mail system or inappropriate use of the internet by participating in pyramid schemes, scams, chain 
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letters or by creating, viewing, accessing, transmitting or downloading any of the following material will 
amount to gross misconduct (this list is not exhaustive): 
 

 Pornographic material (that is, writing, pictures, films and video clips of a sexually explicit or arousing 
nature); 

 Offensive, obscene, or criminal material or material which is liable to cause embarrassment to us or to 
our clients;  

 A false and defamatory statement about any person or organisation;  

 Material which is discriminatory, offensive, derogatory or may cause embarrassment to others;  

 Confidential information about us or any of our Employees, Workers or clients, suppliers or Hirers (which 
you do not have authority to access); 

 Any other statement which is likely to create any liability (whether criminal or civil, and whether for you 
or us);  

 Material in breach of copyright. 

 material that would be unlawful to access or view under UK or EU regulation or restriction. 

 participating in online gambling 
 
Any such action will be treated very seriously and is likely to result in summary dismissal.  
 
Where evidence of misuse is found we may undertake a more detailed investigation in accordance with our 
Disciplinary Procedure, involving the examination and disclosure of monitoring records to those nominated 
to undertake the investigation and any witnesses, managers or Hirers involved in any Disciplinary action. If 
necessary such information may be handed to the police in connection with a criminal investigation. 

Mobile Phones 

 
The use of personal mobile phones during working hours (excluding break times) is prohibited except in a 
case of an emergency as it is a clear distraction from your obligations, duties and responsibilities. 
 
All Employees should refrain from making or receiving  calls or messages of any kind, except in the case of an 
emergency. All phones should be switched off or placed on silent, and in the interests of clarity, discreetly 
checking or reading received messages constitutes a breach of policy even if there is no sound alerts 
activated. 
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HEALTH AND SAFETY 
 
The Company are committed to ensuring the health, safety and welfare of its Employees, and will, so far as is 
reasonably practicable, establish procedures and systems necessary to implement this commitment and to 
comply with our statutory obligations on health and safety. It is the responsibility of each Employee to 
familiarise themselves and comply with the Company’s procedures and systems on health and safety.  

While the Company will take all reasonable steps to ensure the health and safety of its Employees, health 
and safety at work is also the responsibility of the Employees themselves. It is the duty of each Employee to 
take reasonable care of their own and other people’s health, safety and welfare and to report any situation 
which may pose a serious or imminent threat to the wellbeing of themselves or of any other person, in 
particular anyone in or under their care.  

If an Employee is unsure how to perform a certain task or feels it would be dangerous to perform a specific 
job or use specific equipment, then it is the Employee’s duty to report this as soon as possible to their 
manager or supervisor, their health and safety representative or the safety officer. Alternatively, an 
Employee may, if they prefer, invoke the Company’s formal Grievance Procedure or they may make a 
complaint under the Company’s provisions set out in this Handbook on Disclosures in the Public Interest. 

Disciplinary action under the Company’s Disciplinary Procedure may be taken against any Employee who 
violates health and safety rules and procedures or who fails to perform their duties under health and safety 
legislation. Depending on the seriousness of the offence, it may amount to gross misconduct rendering the 
Employee liable to summary dismissal.   

The Company will provide and maintain a healthy and safe working environment with the objective of 
minimising the number of instances of occupational accidents and illnesses. The Company will pay particular 
attention to: 

 Maintaining the workplace in a safe condition and providing adequate facilities and arrangements for 
welfare at work. 

 Providing a safe means of access to and egress from the workplace. 

 The provision and maintenance of equipment and systems of work that are safe. 

 Arrangements for ensuring safety to health in connection with the use, handling, storage and transport 
of articles and substances. 

 The provision of such information, instructions, training and supervision as is necessary to ensure the 
health and safety at work of its Employees and other persons. 
 

The Company has overall responsibility for health and safety in the Company and may appoint a safety 
officer who has responsibility for overseeing, implementing and monitoring health and safety procedures 
and for reporting back on health and safety matters. The safety officer also conducts regular inspections of 
the workplace, maintains safety records and investigates and reports on accidents at work. 

All Employees will receive information and/or be training to perform their job safely including safe working 
practices and procedures and safe use of any equipment.  It is important that you fully understand any 
information and/or training provided and it is your sole responsibility to seek explanations and clarification of 
anything you do not fully understand.  

The Company recognises that some Employees may from time to time be at increased risk of injury or ill-
health resulting from work activities. The Company therefore requires that all Employees inform the 
Company. if they become aware of any change in their personal circumstances which could result in their 
being at increased risk. This could include medical conditions, permanent or temporary disability, taking 
medication and pregnancy.  

The Company will put in place measures to prevent and manage risks to Employee wellbeing, seek to foster a 
mentally healthy culture and raise awareness of mental health issues at work. 
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Responsibilities 

The Company has a legal duty of care to Employees to ensure health at work, as set out in the Health and 
Safety at Work etc Act 1974 and the Management of Health and Safety at Work Regulations 1999. The 
Company will ensure that its policies and practices reflect this duty and review the operation of these 
documents at regular intervals. 

The Company shall provide adequate management and supervision to  ensure that they take steps to reduce 
the risks to Employee health and wellbeing by: 

 ensuring that the right people are recruited to the right jobs and that a good match is obtained between 
individuals recruited and job descriptions/specifications; 

 keeping Employees up to date with developments at work and how these might affect their job and 
workload; 

 ensuring Employees know who to approach with problems concerning their role and how to pursue issues 
with senior management; 

 making sure jobs are designed fairly and that work is allocated appropriately; and 
 ensuring that work areas are regularly assessed to ensure that they are appropriate and fit for purpose. 

Employees must take responsibility for managing their own health and wellbeing, by adopting good health behaviours (for 
example in relation to diet, alcohol consumption and smoking) and informing the employer if they believe work or the 
work environment poses a risk to their health. Any health-related information disclosed by an Employee during discussions 
is treated in confidence. 

Company safety rules 

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

• All Employees must immediately report any unsafe working practices or conditions to their manager or 
supervisor. 

• Practical joking, running in the workplace, horseplay, misuse of equipment or any other acts which might 
jeopardise the health and safety of any other person are forbidden. 

• Any person whose levels of alertness are reduced due to illness or fatigue will not be allowed to work if 
this might jeopardise the health and safety of any person. 

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

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

• No Employee should undertake a job which appears to be unsafe. 
• No Employee  should undertake a job that is beyond their remit, instruction, skillset, knowledge or until 

they have received adequate safety instruction and they are authorised to carry out the task. 
• All injuries must be reported to the Employee’s manager or supervisor or to the safety officer. 
• All materials must be properly and safely used and when not in use properly and safely secured. 
• Work should be well-planned to avoid injuries in the handling of heavy materials and while using 

equipment. 
• Employees should take care to ensure that all protective guards and other safety devices are properly 

fitted and in good working order and must immediately report any defects to their manager or supervisor 
or to the safety officer. 

• Suitable clothing and footwear must be worn at all times. Personal protective equipment must be worn 
where appropriate. 

• Work stations and work sites must be kept clean and tidy and any spillage must be cleaned up 
immediately 

• Employees should use handrails when going up and down stairs, should never read while walking, must 
close filing cabinet drawers when not in use and must keep all floor areas free of obstruction. 

Access 

• Walkways and passageways must be kept clear and free from obstructions at all times. 
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• If a walkway or passageway becomes wet it should be clearly marked with warning signs and any liquid 
spilt on the floor should be wiped up immediately. 

• Trailing cables should not be left in any passageway. 
• Where objects are stored in or around a passageway, care must be taken to ensure that no long or sharp 

edges protrude out into the passageway. 
• Where a passageway is being used by vehicles or other moving machinery, an alternative route should be 

used by pedestrians where possible. If no alternative route is available, the area must be clearly marked 
with warning signs. 

Tools and equipment 

• Equipment, machinery, tools are only to be used by qualified and authorised personnel 
• It is the responsibility of all Employees to ensure that any tools or equipment they use are in a good and 

safe condition. Any tools or equipment which are defective must be reported to a manager or supervisor 
or to the safety officer. 

• All tools and equipment must be properly and safely stored when not in use. 
• No tool should be used without the manufacturer’s recommended shields, guards or attachments or in a 

way that is not consistent with the manufacturer’s instructions. 
• Approved personal protective equipment must be properly used where appropriate. 
• persons using machine tools must not wear clothing, jewellery or long hair in such a way as might pose a 

risk to their own or anyone else’s safety 
• Employees are prohibited from using any tool or piece of equipment for any purpose other than its 

intended purpose. 

Manual handling 

• Lifting and moving of objects should always be done by mechanical devices rather than manual handling 
wherever reasonably practicable. The equipment used should be appropriate for the task at hand. 

• The load to be lifted or moved must be inspected for sharp edges and wet patches. 
• When lifting or moving a load with sharp or splintered edges, gloves must be worn. 
• The route over which the load is to be lifted should be inspected to ensure it is free of obstructions. 
• Employees should not attempt to lift or move a load which is too heavy or too large to manage 

comfortably and without straining. 
• When lifting an object off the ground, Employees should assume a squatting position with knees together, 

keeping the back straight. The load should be lifted by straightening the legs, not the back. 
• Employees should not attempt to obtain items from shelves which are beyond their reach without 

stretching. A ladder or stepping stool should be used. Employees should not use chairs or any makeshift 
device for climbing and should never climb up the shelves themselves. 

First aid 

First aid is an initial response to an injury or illness.  

The Company shall make at least one first-aider during normal working hours, a first aider is a person who 
has undergone training and obtained a certificate in first aid. The Company will also designate a person who 
will take overall charge of an emergency situation. 

First aid boxes are located at strategic points around the workplace. All Employees will be shown the location 
of the nearest first aid box and will be given the names of any designated first aid personnel.  

In the event that first aid cannot resolve or adequately deal with any issue, the injured or ill person should be 
referred to the nearest accident and emergency department, or in an emergency situation paramedic 
assistance should be sought by calling 999. 

Reporting accidents at work 

All injuries to any Employee of visitor, however small, sustained by a person at work or on work premises 
must be reported to their manager or supervisor or the safety officer and recorded in the accident book. 
Accident records are crucial to the effective monitoring of health and safety procedures and must therefore 
be accurate and comprehensive.  

All ‘near miss’ incidents (an incident which would have, or could have, except for evasive actions or luck) 
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should also be entered into the accident book. 

Detail should include the date and time of the incident, the name(s) of the Employees or visitor concerned, 
the circumstances under which the incident arose and any action taken. It is important to recognise that 
problems can arise sometime (possibly years) after the time of the incident and a full record of the incident 
may be needed. 

Fatal accidents require further reporting in accordance with legislation. 

The Company will inspect their accident book on a regular basis and all accidents will be investigated and a 
report prepared, with any necessary action being taken to prevent a recurrence of the problem. 

Employee wellbeing 

The Company has developed this Employee wellbeing policy to manage its obligations to maintain the mental 
health and wellbeing of all Employees. 

The aim of this policy is to describe the Company’s commitment to the mental health and wellbeing of 
Employees setting out how the Company fulfils its legal obligations, the responsibilities of different functions 
and specialists and the range of services available to help Employees maintain health and wellbeing.  

The Company recognises that wellbeing and performance are linked. Improving  Employees  ability to handle 
pressure and to balance work and home life will ultimately lead to improved individual and organisational 
performance. 

Stress at work 
 
The Company recognises that its Employees are its most important asset and it is committed to providing the 
support and assistance necessary to enable its Employees to undertake their job duties in an environment 
that is as stress-free as possible. The Company’s aim is to ensure Employees’ health and safety at work and 
that they are not subjected to excessive workloads, onerous working practices or a detrimental work 
environment. Employees who have high stress levels are more likely to work inefficiently, behave erratically, 
have low morale and be absent from work. Work performance will then suffer. 

The Company is committed to providing a support system to help minimise and alleviate stress in the 
workplace. It is the Company’s intention to deal constructively and sympathetically with stress. Stress will not 
be treated as a sign of weakness. If you feel that your work performance or your health is suffering because 
of stress-related matters, whether those matters are occurring outside the workplace or within the work 
environment, you should first raise this with your manager or supervisor who will arrange a meeting with you 
to discuss the matter with a view to taking the appropriate steps to remove the cause of the stress or to 
assist you to deal with it.  

This may include evaluating the amount and complexity of your workload, your work environment and/or 
referring the matter to a more senior manager who may be in a better position to provide guidance and to 
take the appropriate steps to assist.  

Alternatively, if your stress is in your view entirely work-related, you may if you prefer invoke the Company’s 
formal grievance procedure or you may make a complaint under the Company’s provisions in this Handbook 
on Equal Opportunities and Dignity at Work. 

Fire safety 

 
Fire is a significant risk within the workplace, the Company will maintain and test  fire alarms and firefighting, 
prevention and detection equipment. 
 
The Company shall carry out an annual fire risk assessment to identify potential fire risks and hazards, 
evaluating risk and the efficiency of any preventative measures or policies. The Company shall ensure the all 
Employees are made aware of any new or increased risk since the previous assessment. 
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All Employees have a duty to carry out their work operations in such a way as to minimise the risk of fire and 
they are under a duty to report immediately any fire, smoke or potential fire hazards, such as faulty electric 
cable or loose connections.  

Employees must use electric heaters with caution and keep flammable materials away from sources of heat. 
All electrical equipment which does not require continuous operation should be switched off when not in 
use. Employees should never attempt to repair or interfere with electrical equipment or wiring themselves, 
and should not use multiple adaptors or extension cables they have been properly authorised. 

All Employees will be trained in proper fire prevention practices and emergency evacuation procedures, such 
training will include unannounced fire drills and practice evacuations.  

Smoke detectors and manually operated fire alarms are located at strategic points throughout the 
workplace. If a smoke detector sounds, it is the responsibility of any Employee present to activate the alarm 
and evacuate the building. Fire extinguishers are also located in conspicuous positions at fire points 
throughout the workplace. In some premises, automatic sprinkler systems activated by automatic detection 
systems have been installed.   

Employees are shall only tackle a fire themselves if it would pose no threat to their personal safety to do so 
and they must only use appropriate firefighting equipment. If the situation is dangerous or potentially 
dangerous, the Employee should activate the alarm and evacuate the building immediately. The Employee 
should also either call the emergency services (999) or notify their manager or supervisor so that they can 
make the call. 

Fire doors designed to slow the spread of fire and smoke throughout the workplace and are designed to 
close automatically after opening and must never be blocked, jammed or tied open.  

Fire exits are located at strategic points throughout the workplace. Exit doors and corridors must never be 
locked, blocked or used as storage space. Emergency lighting has also been installed in exit corridors, above 
emergency exit doors and throughout the workplace in case of power failure. Lifts should never be used in 
the case of an emergency evacuation.  

Employees should ensure that they are familiar with the position of the nearest firefighting equipment, 
alarms and emergency exits. Practice fire drills will be conducted on a regular basis to ensure Employee 
familiarity with emergency evacuation procedures. 

In the event of the fire alarm being activated, or in any other emergency situation (such as a bomb scare), all 
Employees must leave the building by the nearest available emergency exit in an orderly fashion and 
assemble at the designated assembly point. Designated fire marshals will be responsible for ensuring that all 
Employees have evacuated the workplace and that everyone can be accounted for. 
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LEAVE 
 
Holidays. 
 
All Employees are entitled to paid holiday leave entitlement as shown in the table below. 

Number of working days per 
week 

Number of days holiday per 
year 

5/6 28 

4 22.4 

3 16.8 

2 11.2 

1   5.6 

 

Where an Employee has inconsistent and irregular working patterns and it is not possible to calculate their 
Holiday Entitlement using the above method it shall be calculated at 12.07% of time spent at work. 

Employees shall receive their normal rate of pay during their paid holiday leave. Where the rate of pay 
fluctuates it shall be calculated at the average rate of pay during the 12 weeks prior to the request for a 
holiday being made. 

For Employees all bank and public holidays will be taken as part of your holiday entitlement, any additional 
entitlement may be taken at your discretion (subject to the approval of the Company).  

The Company’s holiday year runs from 1st January to 31st December. You must use all of your holiday 
entitlement by the last day of each holiday year and, unless there are exceptional circumstances and unless 
approved in writing in advance by your manager or supervisor, you may not carry your holiday entitlement 
forward into the next holiday year. Holiday entitlement not used by the correct date will usually be lost and 
under no circumstances will payment in lieu be made for holiday entitlement that is lost through not being 
exercised by the correct date. 

During the first year of employment Holiday entitlement is accrued, meaning it has to have been earned 
before it can be taken, however it may be possible with the prior consent of the Company to use some 
Holiday entitlement before it is accrued. 

The Company who during your holiday period must approve all requests for annual leave in writing in 
advance. You must not book holidays until your request has been formally authorised. You should endeavour 
to give as much notice as possible of proposed annual leave dates. In any event, such notice must be at least 
twice the number of days’ leave as that you wish to take as annual leave. The Company will try to co-operate 
with your holiday plans where possible, but this is always subject to the requirements of the Company’s 
business and adequate staffing levels being maintained at all times. 

A Holiday period may not exceed two calendar weeks at any one time without the prior written agreement 
of the Company 

Should you be incapacitated for work due to sickness or injury during any period of pre-booked annual leave 
(whether in whole or in part) the Company may in its absolute discretion reimburse the period of annual 
leave entitlement lost due to incapacity. You have no contractual right to reimbursement and, before 
considering whether reimbursement is appropriate in the circumstances, you must deliver to the Company a 
relevant medical certificate covering the period of incapacity. Reimbursement will only be considered where 
you fell seriously ill or you sustained a serious injury. 

On the termination of your employment, you are entitled to be paid for any accrued annual leave for that 
holiday year that has not been taken by the date of termination. 

If, on the date of termination of your employment, you have taken more annual leave than you have accrued 
in that holiday year, you will be required to reimburse the Company in respect of such unearned annual 
leave. The Company shall be entitled to deduct the value of the unearned annual leave from any final 
payment of salary to be made to you.  
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No payment in lieu of accrued contractual annual leave will be made to you in the event of the termination 
of your employment for gross misconduct or in the event that you give inadequate notice to terminate your 
employment or you leave before your contractual notice period has expired. In addition, contractual annual 
leave will not accrue during a period of additional maternity leave or during a period of sickness absence, 
except at the absolute discretion of the Company. For these purposes, contractual annual leave means any 
leave entitlement provided for in your contract of employment that is over and above the statutory annual 
leave entitlement provided for in the Working Time Regulations 1998. 

Religious holidays 

Subject to complying with the relevant provisions as to notice and to the requirements of the Company’s 
business, you will normally be allowed to use your annual leave entitlement to observe special religious 
holidays.  

Jury service and other public duties 

Should you be called up for jury service or required to attend court to give evidence as a witness, you must 
notify the Company as soon as reasonably practicable. Time off work will normally be granted in these 
circumstances. You will be required to provide a copy of the court summons to support your request for time 
off work. 

You have no contractual or statutory right to be paid for time not worked due to jury service or other related 
public duties. Any payment of salary made by the Company during this period is done so in its absolute 
discretion and will be subject to the deduction of any monies received from the court in respect of loss of 
earnings. You must therefore submit a claim to the court for loss of earnings and claim the full allowance 
available to you. 

If on any day on which you attend court you are told that your services are not required, you must then 
return to work and report to your manager or supervisor before starting work.  

Membership of the reserved armed forces 

If you are a member of the reserved armed forces, you may use your paid annual leave entitlement to carry 
out your duties, provided you comply with the provisions relating to paid annual leave set out in the section 
on Holidays. The Company expects you to use your paid annual leave first before applying for further time 
off.  

Otherwise, any further time off relating to membership of the reserved armed forces will only be granted at 
the absolute discretion of the Company, you have no contractual or statutory right to be paid for this leave. 
Any payment of salary made by the Company in such circumstances is done so in its absolute discretion. If 
you wish to apply for this type of leave, you should apply in writing to the Company stating the period of 
leave requested and the reasons for it.  

Medical appointments 

Appointments with doctors, dentists and other medical practitioners should, as far as reasonably practicable, 
be made outside of your normal hours of work or with the minimum disruption to the working hours.  

Time off work to attend medical appointments must be authorised by the Company in advance. In any event, 
unless there are exceptional circumstances, no more than two hours should be taken off work for any one 
appointment. You have no contractual or statutory right to be paid for absences relating to attendance at 
medical appointments. Any payment of salary during attendance at such appointments is made at the 
absolute discretion of the Company. 

Compassionate leave 

Subject to your statutory right to time off to deal with a family emergency (see the section in this Handbook 
on Time Off for Dependents), if you suffer a bereavement or serious illness in your family or in a close 
relationship, compassionate leave may be approved by the Company. All requests for compassionate leave 
will be considered sympathetically and on an individual basis. 
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There is no contractual or statutory entitlement to be paid for absences relating to compassionate leave. Any 
payment of salary during compassionate leave is made at the absolute discretion of the Company.  

Subject to your statutory right to time off to deal with a family emergency, the Company expects you to use 
your paid annual leave entitlement for time off needed to care for sick relatives or friends. 

Special unpaid leave 

The Company may, in certain circumstances, consider requests for special unpaid leave, for example, for the 
purposes of education, family responsibilities or for important personal reasons. However, the Company 
expects you to use any holiday entitlement first. Otherwise, any further time off for special reasons will only 
be granted at the absolute discretion of the Company and you have no contractual or statutory right to be 
paid for this leave. If you wish to apply for special leave, you should apply in writing stating the period of 
leave requested and the reasons for it. Requests for special leave will be assessed on their individual merits 
and circumstances. Special leave is operated entirely at the discretion of the Company and it may be 
withdrawn at any time. 

Failure to return from leave and report for work on the due date of return without reasonable excuse is a 
disciplinary matter and will be dealt with in accordance with the Company’s disciplinary procedure. 

Maternity  
 
This section sets out the statutory rights and responsibilities of Employees who are pregnant or have recently 
given birth and covers the arrangements for ante-natal care, pregnancy-related illness, maternity leave and 
pay.  The Company implements the maternity rights set out in legislation.   

Maternity rights 

Employees have the following key maternity rights: 
• time off for ante-natal care 
• maternity pay. 
• maternity leave. 

Notification of pregnancy 

On becoming pregnant, you should notify your manager or supervisor as soon as you feel able to do so.  This 
is important because there are health and safety considerations for the Company. 

By the end of the 15th week before the expected week of childbirth, you are required to provide the 
following information in writing to the Company: 

• that you are pregnant 
• your expected week of childbirth 
• the date on which you intend to start your maternity leave. 

 Whether you wish to take the 28 weeks ordinary or the extended 52 weeks. 
 

In addition, you will need to provide your manager or supervisor with a MATB1 certificate.  The MATB1 is 
issued by your doctor or midwife and it states when your baby is due.  The certificate must have either your 
doctor’s name and address on it, or if issued by a midwife, her name and registration number. 

You are permitted to bring forward your maternity leave start date, provided you advise the Company in 
writing at least 28 days before the new start date or, if that is not possible, as soon as reasonably practicable.  
You may also postpone your maternity leave start date, provided you advise the Company in writing at least 
28 days before the original proposed start date or, if that is not possible, as soon as reasonably practicable.   

The Company will formally respond in writing to your notification of your leave plans within 28 days, 
confirming the date on which you are expected to return to work. 
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Time off for antenatal care 

Once you have advised the Company that you are pregnant, Employees are entitled to take reasonable time 
off work with pay to attend the ante-natal clinic and other ante-natal appointments made on the advice of 
your doctor, registered midwife or registered health visitor.  ,  

Ante-natal care may include relaxation and parent craft classes that your doctor, midwife or health visitor 
has advised you to attend, as well as medical examinations. 

In order to be entitled to take time off for ante-natal care, you are required to produce a medical certificate 
from one of the above, stating that you are pregnant.  Except in the case of your first appointment, you 
should also produce evidence of the appointment, such as an appointment card, to your manager or 
supervisor.  You must endeavour to give your manager or supervisor as much advance notice as possible of 
ante-natal appointments and you should try to arrange them as close to the start or the end of your working 
day as possible. 

Health and safety whilst pregnant 

The Company has a duty to take care of the health and safety of all Employees, and required to carry out a 
risk assessment to assess the workplace risks to women who are pregnant, have recently given birth or are 
breastfeeding.   

The Company will provide you with information as to any risks identified in the risk assessment.  If the risk 
assessment reveals that you would be exposed to health hazards in carrying out your normal job duties, the 
Company will take such steps as are reasonably necessary to avoid those risks, such as altering your working 
conditions.  In some cases, this may mean offering you suitable alternative work (if available) on terms and 
conditions which are not substantially less favourable.   

If it is not possible for the Company to alter your working conditions to remove the risks to your health and 
there is no suitable alternative work available to offer you on a temporary basis, the Company may suspend 
you from work on maternity grounds until such time as there are no longer any risks to your health.  This 
may be for the remainder of your pregnancy until the commencement of your maternity leave.  If you are 
suspended in these circumstances, your employment will continue during the period of the suspension and it 
does not in any way affect your statutory or contractual employment and maternity rights.    

Sickness absence during pregnancy. 

If you are absent from work during your pregnancy due to sickness, you will receive sick pay in the same 
manner as any other sickness absence provided that you have not yet begun ordinary maternity leave.  If, 
however, you are absent from work due to a pregnancy-related illness after the beginning of the 4th week 
before the estimated week of childbirth but before the date you have notified, or before you have notified a 
date, on which you intend to commence your maternity leave, then your maternity leave will usually begin 
automatically on the day after the first day of your absence.   

You must notify the Company that you are absent from work wholly or partly because of pregnancy as soon 
as is reasonably practicable and, until your maternity leave commences, you are still required to comply with 
the reporting procedure set out in the section on Sickness Absence. 

Maternity leave 

Employees are entitled to take up to 26 weeks’ ordinary maternity leave and up to 26 weeks’ additional 
maternity leave, making a total of 52 weeks.  This is regardless of the number of hours worked or length of 
service. Additional maternity leave begins on the day after ordinary maternity leave ends. 

Ordinary maternity leave can start at any time after the beginning of the eleventh week before your 
estimated week o childbirth (unless your child is born prematurely before that date).  

Maternity leave will start on whichever date is the earlier of: 

•  your chosen start date 
•  the day after you give birth 
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• the day after any day on which you are absent for a pregnancy-related reason in the four weeks before 
the estimated week of childbirth. 

If you give birth before your maternity leave was due to start, you must notify the Company in writing of the 
date of the birth as soon as reasonably practicable. 

The law requires all Employees to take a minimum of two weeks of compulsory maternity leave immediately 
after the birth of their child (four weeks for factory workers). 

Ordinary maternity leave 
 
During the period of ordinary maternity leave, your contract of employment continues in force and you are 
entitled to receive all your contractual benefits, except for salary.  In particular, any benefits in kind will 
continue, annual leave entitlement will continue to accrue and pension contributions will continue to be 
made.  Your pension contributions will be based on your actual pay whilst the Company’s contributions will 
be based on the salary you would have received had you not gone on maternity leave. 

Salary will be replaced by statutory maternity pay (SMP) if you are eligible to receive it.  On resuming work 
after maternity leave, you will be entitled to benefit from any general pay increases that may have been 
awarded in your absence. 

You should endeavour to take any outstanding annual leave that may be due to you before the 
commencement of your ordinary maternity leave.  You are reminded that holiday must be taken in the year 
that it is earned and therefore if the holiday year is due to end during maternity leave, you should take the 
full year’s entitlement before starting your maternity leave: see the section on Holidays for further 
information. 

Additional maternity leave 
 
During the period of additional maternity leave, your contract of employment continues in force and, as is 
the case during the period of ordinary maternity leave, you are entitled to receive all your contractual 
benefits, except for salary.  Any benefits in kind will continue and annual leave entitlement will continue to 
accrue.   

Salary will be replaced by statutory maternity pay (SMP) for the first 13 weeks of additional maternity leave if 
you are eligible to receive it.  The remaining 13 weeks of additional maternity leave will be unpaid. 

Pension contributions will continue to be made during the period when you are receiving SMP but not during 
any period of unpaid additional maternity leave. 

Statutory Maternity Pay 
 
Employees may be entitled to Statutory Maternity Pay (SMP). SMP is payable for up to 39 weeks during your 
maternity leave.  You are entitled to SMP if: 

• you have been continuously employed by the Company for at least 26 weeks at the end of the 15th week 
before your estimate week of childbirth and you are still employed during that week.  

• your average weekly earnings in the eight weeks up to and including the 15th week before your estimate 
week of childbirth are not less than the lower earnings limit for National Insurance contributions 

• you are still pregnant eleven weeks before the start of your estimated week of childbirth (or have already 
given birth) 

• you provide a MAT B1 certificate stating your estimated week of childbirth. 
• you give the Company proper notification of your pregnancy in accordance with the rules set out above. 
 
For the first six weeks, SMP is paid at the higher rate, which is equivalent to 90% of your average weekly 
earnings calculated over the period of eight weeks up to and including the 15th week before the estimated 
week of childbirth.  For the purpose of calculating average weekly earnings, shift allowances, on-call 
allowance, over-time payments, bonuses and commission are all included.   

The standard rate of SMP is paid for the remaining 33 weeks (or less if you decide to return to work sooner).  
This is paid at a rate set by the Government for the relevant tax year, or 90% of your average weekly earnings 
calculated over the period of eight weeks if this is lower than the Government’s set weekly rate. 
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If you become eligible for a pay rise between the start of the original calculation period and the end of your 
maternity leave (whether ordinary or additional maternity leave), the higher or standard rate of SMP will be 
re-calculated to take account of your pay rise, regardless of whether SMP has already been paid.  This means 
your SMP will be re-calculated and increased retrospectively, or that you may qualify for SMP if you did not 
previously.  You will be paid a lump sum to make up any difference between SMP already paid and the 
amount payable as a result of the pay rise. 

SMP is paid into your bank account in the same way as salary is normally paid. 

SMP is treated as earnings and is therefore subject to income tax and National Insurance deductions. 

Payment of SMP cannot start prior to the eleventh week before your estimated week of childbirth.  SMP can 
start from any day of the week in accordance with the date you start your maternity leave.   

SMP is payable whether or not you intend to return to work after your maternity leave. 

It is important for maternity pay purposes that you notify your manager or supervisor if, during the maternity 
pay period, you are taken into legal custody or start to work for another employer. 

If you have been working for the Company for less than 26 weeks at the 15th week before the estimated 
week of childbirth, you are not eligible to receive SMP.  You may, however, be able to apply to the 
Department of Work and Pensions for Maternity Allowance if you meet their qualifying conditions.  

If you do not qualify for SMP you may be entitled to Maternity Allowance, further information is available at 
your nearest Job Centre Plus. 

Contact during maternity leave 

Shortly before your maternity leave starts, the Company will discuss the arrangements for you to keep in 
touch during your leave, should you wish to do so.  The Company reserves the right in any event to maintain 
reasonable contact with you from time to time during your maternity leave.  This may be to discuss your 
plans for return to work, to discuss any special arrangements to be made or training to be given to ease your 
return to work or simply to update you on developments at work during your absence. 

Keeping in touch days 

Except during the first two weeks from childbirth, you may agree to work for the Company for up to a 
maximum of ten days during either your ordinary or additional maternity leave without that work bringing 
the period of your maternity leave to an end and without loss of a week’s SMP.  These are known as “keeping 
in touch” days.  Any work carried out on a day shall constitute a day’s work for these purposes. 

The Company has no right to require you to carry out any work, and you have no right to undertake any 
work, during your maternity leave.  Any work undertaken, including the amount of salary paid for any work 
done on keeping in touch days, is entirely a matter for agreement between the Company and you.  Any 
keeping in touch days worked do not extend the period of your maternity leave.  Once the keeping in touch 
days have been used up, you will lose a week’s SMP for any week in which you agree to work for the 
Company. 

Returning to work 

You will have been formally advised in writing by the Company of the date on which your maternity leave will 
end and the date on which you are expected to return to work.  You are expected to return on this date, 
unless you notify the Company otherwise.  If you are unable to attend work at the end of your maternity 
leave due to sickness or injury, the Company’s normal arrangements for sickness absence will apply.  In any 
other case, late return without prior authorisation will be treated as unauthorised absence. 

Whilst you are under no obligation to do so, it would assist the Company if you could confirm as soon as 
convenient during your maternity leave that you will be returning to work as expected. 

If you wish to return to work earlier than your expected return date, you must give the Company, preferably 
in writing, at least eight weeks’ notice of your proposed date of early return.  If you fail to do so, the 
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Company may postpone your return to such a date as will give the Company eight weeks’ notice, provided 
that this is not later than your expected return date. 

If you decide not to return to work at all after maternity leave, you must give notice of resignation as soon as 
possible and in accordance with the terms of your contract of employment.  If the notice period would expire 
after your maternity leave has ended, the Company may require you to return to work for the remainder of 
your notice period. 

Your rights on return to work 

On resuming work after ordinary maternity leave, you are entitled to return to the same job as you occupied 
before commencing maternity leave on the same terms and conditions of employment as if you had not 
been absent.  On resuming work after additional maternity leave, again you are entitled to return to the 
same job as you occupied before commencing maternity leave on the same terms and conditions as if you 
had not been absent.   

If, however, there is some reason why it is not reasonably practicable for the Company to take you back in 
your original job, you will be offered suitable alternative work of equivalent status and responsibility and on 
terms and conditions that are no less favourable than would have applied if you had not been absent. 

If you are a full-time Employee, you have no automatic right to return to work on a part-time basis or to 
make other changes to your working patterns at the end of your maternity leave.  However, all requests for 
part-time work or other flexible working arrangements will be considered in line with the operational 
requirements of the Company’s business.  It is the Company’s policy to promote flexible working 
arrangements for all Employees and in particular for women returning from maternity leave.   

Paternity leave and pay 

 
The Company implements the paternity leave rights set out in legislation. Paternity leave is additional to 
both parental leave and time off to deal with family emergencies (see the sections in this Handbook on 
Parental Leave and Time Off for Dependants). It is also additional to paid Holiday entitlement. 

 
In order to qualify for the right to take paternity leave, you must have worked for the Company for a 
continuous period of 26 weeks by the week that falls 15 weeks before the week in which the child is 
expected to be born. In respect of an adopted child, the period is calculated as at the week in which the 
child’s adopter is notified of having been matched with the child for adoption. You must also meet each of 
the following eligibility criteria:  
 
• you have, or expect to have, responsibility for the upbringing of the child 

• you are either the biological father or adopter of the child or you are married to or the cohabiting partner 
of the child’s mother or adopter 

• you are making the request to help care for the child or support the child’s mother. 

Assuming you are eligible, you are able to take up to two weeks’ paid paternity leave. You can take this in a 
single block of either one or two weeks. Odd days cannot be taken except where the child has a disability. 
 
 Paternity leave can start either from the date the child is born or from a chosen number of days or weeks 
after the date of childbirth (or, in respect of an adopted child, from the date of placing for adoption). It can 
start on any day of the week, but it must be completed within eight weeks of the date of childbirth (or date 
of placement for adoption). If the child is born early, it must be completed within the period from the date of 
childbirth up to eight weeks after the expected date of childbirth. 
In the case of multiple births, for example, twins, only one period of paternity leave is available. 
 
During paternity leave, most Employees will be entitled to Statutory Paternity Pay (SPP). The weekly rate of 
SPP is set by the Government for the relevant tax year, or it is 90% of your average weekly earnings if this is 
lower than the Government’s set weekly rate. 
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Employees whose average weekly earnings are less than the lower earnings limit for National Insurance 
contributions are not eligible to receive SPP. 
 
SPP is treated as earnings and is therefore subject to PAYE and National Insurance deductions. 
 
If you wish to request to take paternity leave, you must inform the Company in writing of your request no 
later than the 15th week before the expected week of childbirth. You must provide written details of when 
the child is due, whether you wish to take one or two weeks’ paternity leave and when you want your 
paternity leave to start.  
 
In the case of an adopted child, you must give written notice of your intention to take paternity leave no 
later than seven days after the date on which notification of the match with the child is given by the adoption 
agency. The notice must specify the date on which the adopter was notified of having been matched with the 
child, the date the child is expected to be placed for adoption, whether you wish to take one or two weeks’ 
paternity leave and when you want your paternity leave to start. 
 
You are able to change your mind about the date on which you want your paternity leave to start provided 
you give at least 28 days’ written notice of the new date to your manager or supervisor. 

Parental leave 

 
The Company implements the parental leave rights set out in legislation. Parental leave is additional to, 
maternity leave, paternity leave and time off to deal with family emergencies. Both mothers and fathers can 
take parental leave and it is unpaid. 

 
In order to qualify for parental leave, Employees must have worked for the Company for a continuous period 
of one year by the time you want to take the leave. 
 
You are entitled to take up to 13 weeks’ parental leave in order to care for a natural or an adopted child (or 
to make arrangements for the child’s welfare) if you meet one of the following eligibility conditions: 
• you are the natural parent of or you have acquired formal parental responsibility for a child who is under 

five years old 
• you have adopted a child under the age of 18. 

If you are the parent or adoptive parent of a disabled child who has been awarded Disability Living Allowance, you are 
entitled to take up to 18 weeks’ parental leave. 
Assuming you are eligible, you can choose to take parental leave: 

• up until the child’s fifth birthday 
• in adoption cases, for five years after the child is first placed with you for adoption (or until the child’s 

18th birthday if that comes sooner) 
• in the case of a child with a disability, up until the child’s 18th birthday. 
 
Parental leave is for each child, so in the case of twins, 13 weeks’ leave may be taken for each child. You must 
take parental leave in blocks of one week. The exception to this is that parents of disabled children can take 
leave in blocks of one day. A maximum of four weeks’ parental leave can be taken in respect of any child 
during any one calendar year. 
 
You are required to give at least 21 days’ written notice to your manager or supervisor of your proposed 
parental leave dates. If leave is to be taken immediately after birth or adoption, 21 days’ written notice of 
the expected week of childbirth or the expected week of placement for adoption should be given. You must 
specify the dates on which your period of parental leave is to start and finish.  
 
The Company reserves the right to postpone a period of parental leave for up to six months where it 
considers the operation of its business would be unduly disrupted if the leave were to be taken at the time 
requested. For example, leave may be postponed during particularly busy periods, seasonal peaks or where a 
significant proportion of your department have already applied to be absent from work at the same time.  
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The Company will confirm any postponement arrangements in writing no later than seven days after receipt 
of your notice to take parental leave. This letter will state the reason for postponement and set out the new 
dates of parental leave. The Company will not postpone leave if you have given notice to take it immediately 
after the time the child is born or is placed with you for adoption. 
 
You will be required to produce evidence to confirm you are the parent or the person who is legally 
responsible for the child. This will take the form of production of a copy of the child’s birth certificate or the 
adoption papers and/or a copy of the letter awarding Disability Living Allowance for a disabled child. For new 
Employees, the Company reserves the right to make enquiries of previous employers to find out how much 
parental leave has already been taken. 
 
At the end of parental leave, you will be entitled to return to the same job provided always that your period 
of parental leave was for a period of four weeks or less. 
 
There is no contractual or statutory entitlement to be paid for absences relating to parental leave.  
 
Any payment of salary during parental leave is made at the absolute discretion of the Company. 
 
Finally, if you act dishonestly in claiming an entitlement to parental leave, this is a disciplinary offence and 
will be dealt with under the Company’s disciplinary procedure. Depending on the seriousness of the offence, 
it may amount to gross misconduct and could result in your summary dismissal. 
 
Adoption leave and pay 

 
The Company implements the adoption leave rights set out in legislation.  This section sets out the 
Company’s policy on adoption for Employees adopting a child. 

In order to qualify for the right to take adoption leave, you must be adopting a child through an approved 
adoption agency and you must have worked for the Company for a continuous period of 26 weeks calculated 
as at the week in which you are notified by the adoption agency of having been matched with the child for 
adoption.   

If you are jointly adopting a child with your spouse or partner or civil partner, only one of you will be entitled 
to take adoption leave.  You can choose which adopter will take adoption leave.  The other adoptive parent 
will normally be entitled to take paternity leave, provided they meet the relevant eligibility criteria (see the 
section on Paternity Leave). 

The right to adoption leave is not available to foster parents who adopt a child they are fostering, nor to 
step-parents who adopt their partner’s child. 

Notification of adoption leave 

If you wish to take adoption leave, you must inform your manager or supervisor in writing of your request no 
later than seven days after the date on which notification of the match with the child is provided to you by 
the adoption agency.  You must provide written details of the date on which you were notified of having 
been matched with the child, the date the child is expected to be placed with you for adoption and when you 
want your adoption leave to start. As evidence of your entitlement to adoption leave, you will also be 
required to provide a copy of the relevant matching certificate and adoption papers from the adoption 
agency. 

You are permitted to bring forward your adoption leave start date, provided you advise the Company in 
writing at least 28 days before the new start date or, if that is not possible, as soon as reasonably practicable.  
You may also postpone your adoption leave start date, provided you advise the Company in writing at least 
28 days before the original proposed start date or, if that is not possible, as soon as reasonably practicable.   

The Company will formally respond in writing to your notification of your leave plans within 28 days, 
confirming the date on which your adoption leave will end if you take your full 52-week entitlement to 
adoption leave. 
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Adoption leave can start on the day the child is placed with you for adoption or on a date that is up to 14 
days before the expected date of placement. 

Adoption leave 

Assuming you are eligible, you are able to take up to a maximum of 52 weeks’ adoption leave.  This 
comprises 26 weeks’ ordinary adoption leave and up to 26 weeks’ additional adoption leave.  This is 
regardless of the number of hours you work.  Additional adoption leave begins on the day after ordinary 
adoption leave ends. 

Ordinary adoption leave 

During the period of ordinary adoption leave, your contract of employment continues in force and you are 
entitled to receive all your contractual benefits, except for salary.  In particular, any benefits in kind will 
continue, annual leave entitlement will continue to accrue and pension contributions will continue to be 
made.  Your pension contributions will be based on your actual pay whilst the Company’s contributions will 
be based on the salary you would have received had you not gone on adoption leave. 

Salary will be replaced by Statutory Adoption Pay (SAP) if you are eligible to receive it. 

You should endeavour to take any outstanding annual leave that may be due to you before the 
commencement of your ordinary adoption leave.  You are reminded that holiday must be taken in the year 
that it is earned and therefore if the holiday year is due to end during adoption leave, you should take the 
full year’s entitlement before starting your adoption leave: see the section on Holidays for further 
information. 

Additional adoption leave 

Additional adoption leave starts immediately after the end of ordinary adoption leave and continues for a 
further 26 weeks. 

During the period of additional adoption leave, your contract of employment continues in force and, as is the 
case during the period of ordinary adoption leave, you are entitled to receive all your contractual benefits, 
except for salary.  Any benefits in kind will continue and annual leave entitlement will continue to accrue.   

Salary will be replaced by SAP for the first 13 weeks of additional adoption leave if you are eligible to receive 
it.  The remaining 13 weeks of additional adoption leave will be unpaid. 

Pension contributions will continue to be made during the period when you are receiving SAP but not during 
any period of unpaid additional adoption leave. 

Statutory Adoption Pay 

SAP is payable for up to 39 weeks during adoption leave provided your average weekly earnings are not less 
than the lower earnings limit for National Insurance contributions.  The weekly rate of SAP is paid at a rate 
set by the Government for the relevant tax year, or 90% of your average weekly earnings if this is lower than 
the Government’s set weekly rate. 

SAP is paid into your bank account in the same way as salary is normally paid. 

SAP is treated as earnings and is therefore subject to income tax and National Insurance deductions.  SAP is 
payable whether or not you intend to return to work after your adoption leave. 

It is important for adoption pay purposes that you notify your manager or supervisor if, during the adoption 
pay period, you are taken into legal custody or start to work for another employer. 

Contact during adoption leave 

Shortly before your adoption leave starts, the Company will discuss the arrangements for you to keep in 
touch during your leave, should you wish to do so.  The Company reserves the right in any event to maintain 
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reasonable contact with you from time to time during your adoption leave.  This may be to discuss your plans 
for return to work, to discuss any special arrangements to be made or training to be given to ease your 
return to work or simply to update you on developments at work during your absence. 

Keeping in touch days 

You may agree to work for the Company for up to a maximum of ten days during either your ordinary or 
additional adoption leave without that work bringing the period of your adoption leave to an end and 
without loss of a week’s SAP.  These are known as ‘keeping in touch’ days.  Any work carried out on a day 
shall constitute a day’s work for these purposes. 

The Company has no right to require you to carry out any work, and you have no right to undertake any 
work, during your adoption leave.  Any work undertaken, including the amount of salary paid for any work 
done on keeping in touch days, is entirely a matter for agreement between the Company and you.  Any 
keeping in touch days worked do not extend the period of your adoption leave.  Once the keeping in touch 
days have been used up, you will lose a week’s SAP for any week in which you agree to work for the 
Company. 

Returning to work 

You will have been formally advised in writing by the Company of the date on which your adoption leave will 
end and the date on which you are expected to return to work if you take your full 52-week entitlement to 
adoption leave.  You are expected to return on your due return date unless you notify the Company 
otherwise.  If you are unable to attend work at the end of your adoption leave due to sickness or injury, the 
Company’s normal arrangements for sickness absence will apply.  In any other case, late return without prior 
authorisation will be treated as unauthorised absence. 

Whilst you are under no obligation to do so, it would assist the Company if you could confirm as soon as 
convenient during your adoption leave that you will be returning to work as expected. 

If you wish to return to work earlier than your expected return date, you must give the Company, preferably 
in writing, at least eight weeks’ notice of your proposed date of early return.  If you fail to do so, the 
Company may postpone your return to such a date as will give the Company eight weeks’ notice, provided 
that this is not later than your expected return date. 

If you decide not to return to work at all after adoption leave, you must give notice of resignation in 
accordance with the terms of your contract of employment.  If the notice period would expire after your 
adoption leave has ended, the Company may require you to return to work for the remainder of your notice 
period. 

Your rights on return to work 

On resuming work after ordinary adoption leave, you are entitled to return to the same job as you occupied 
before commencing adoption leave on the same terms and conditions as if you had not been absent.  On 
resuming work after additional adoption leave, again you are entitled to return to the same job as you 
occupied before commencing adoption leave on the same terms and conditions as if you had not been 
absent.  If, however, there is some reason why it is not reasonably practicable for the Company to take you 
back in your original job, you will be offered suitable alternative work of equivalent status and responsibility 
and on terms and conditions that are no less favourable than would have applied if you had not been absent. 

Adoptions from overseas 

If you adopt a child from overseas, you may still be entitled to statutory adoption leave and pay.  Special 
rules apply in these circumstances.   

Time off for dependants 

 
All Employees are entitled to take a reasonable amount of time off during normal hours of work in order to 
deal with family emergencies. You have no contractual or statutory right to be paid for absences relating to 
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family emergencies. Any payment of salary during time off is made at the absolute discretion of the 
Company. 
 
The right to take time off enables you to deal with an unexpected or sudden problem and make any 
necessary longer term arrangements: 
 
• if a dependant falls ill or has been involved in an accident or assaulted 

• when your partner is having a baby 

• to make longer-term care arrangements for a dependant who is ill or injured 

• to deal with the death of a dependant, for example, making funeral arrangements 

• to deal with an unexpected disruption or breakdown in care arrangements for a dependant, for example, 
when a child minder fails to turn up 

• to deal with an incident involving your child whilst they are at school. 

For these purposes, a “dependant” is your spouse, partner, child or parent or someone who lives with you as 
part of your family. It does not include tenants, boarders or Employees living in your family home. In cases of 
illness, injury or where care arrangements break down, a dependant may also be someone who reasonably 
relies on you for assistance. This may be where you are the primary carer or the only person who can help in 
an emergency.  
 
In the event of a family emergency occurring while you are at work, you must immediately inform the 
Company of the nature of the emergency and seek their express permission to leave work early.   
 
In the event of a family emergency occurring outside your normal hours of work which will prevent you from 
reporting to work at your normal start time, you must contact the Company at the earliest possible 
opportunity. In any event, this must be no later than two hours after your normal start time.  
 
You should give details of the nature of the emergency, the reason for your absence and how long you 
expect to be absent from work. Where the emergency is ongoing you must inform the Company how long 
you expect it to continue.  
 
The leave to which you are entitled is enough to help you to cope with the immediate crisis and is intended 
to cover unforeseen family emergencies. If you know in advance that you are going to need time off, then 
you should speak to us about the possibility of taking such time as part of your Holiday entitlement. 
 
The Company reserves the right to ask you to provide supporting evidence of the family emergency on your 
return to work. You must also complete a Family Emergencies Absence Form immediately on your return if 
requested and are reminded that it is a serious disciplinary offence to knowingly provide false information on 
a Family Emergencies Absence Form or to dishonestly claim a right to time off to deal with a family 
emergency. Any offence will be dealt with in accordance with the Company’s disciplinary procedure and, 
depending on the circumstances, could amount to gross misconduct rendering you liable to summary 
dismissal. 
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DISCIPLINARY 
 
Whilst the Company does not intend to impose unreasonable rules of conduct on its Employees, certain 
standards of behaviour and performance are necessary to maintain good employment relations and 
discipline in the interest of all Employees.  

The Company prefers that discipline be voluntary and self-imposed and in the great majority of cases this is 
how it works. However, from time to time, it may be necessary for the Company to take action towards 
individuals whose level of behaviour or performance is unacceptable. 

The Company recognises the difference between a deliberate, negligent or careless failure on the part of the 
Employee to perform to the standards of which they are capable or expected, which would be a Disciplinary 
matter, however in a case of incapability, where the Employee is lacking in knowledge, skill or ability and so 
cannot perform to the standard required then the Company may use the capability procedure in an attempt 
to improve the Employee’s performance. 

Capability Procedure 

The primary aim of this capability procedure is to provide a framework within which the Company can work 
with Employees to improve and maintain satisfactory performance standards when, in the opinion of the 
Company the performance is not at an acceptable standard, 

This capability procedure is entirely non-contractual and does not form part of an Employee’s contract of 
employment, nor interfere with any remedy that is otherwise available to the Company.  

If the reason giving rise to the concern – 

a) cannot wait for the required notice period before a meeting or  

b) is serious enough for the Company to reconsider or question the Employees suitability for their role; or  

c) the capability process has already been used for the same reasons or concerns within the previous six 
months 

 then the reason will be deemed to be a disciplinary matter and must be dealt with under the disciplinary 
procedure. 

Stage 1: Informal discussions 
 
Informal discussions may be held with a view to clarifying the required work standards and the level of 
performance expected of the Employee, identifying areas of concern and establishing the likely causes of 
poor performance. 

The Company is not obliged to engage in informal discussions and may, where it is considered necessary or 
appropriate bypass stage one and begin at stage 2. 

Notification of performance concerns 
 
Where an Employee fails to respond to any informal discussions, or where the reason or concern is 
considered sufficient to bypass informal discussions the Company will notify the Employee in writing of the 
concerns over performance and will invite them to a capability meeting to discuss the matter. The Company 
will also notify the Employee of the basis of the complaint of alleged poor performance. 
 
Stage 2: Capability meeting 

Not less than 14 days after notifying the Employee of the Company’s concerns a meeting will take place. The 
Employee may be accompanied, if requested, by a trade union official or a fellow Employee of their choice. 

The Employee must take all reasonable steps to attend that meeting. In the event that the Employer  fails to 
attend an alternative meeting will be arranged not less than 7 days than the date of the first meeting. If the 
Employee fails to attend the second meeting without good cause or reason it will be considered to be gross 
misconduct and dealt with in accordance with the Disciplinary Procedure. 
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At the meeting the Company will explain their concerns and the Employee will be given the opportunity to 
comment.  

The Company will also give consideration to whether the unsatisfactory performance is related to a disability 
and, if so, whether there are any reasonable adjustments that could be made to the requirements of the job 
or other aspects of the working arrangements. 

Where the Employee agrees with the Company’s views, the Company and Employee shall discuss ways how 
the Company can help the to improve their performance and fulfil their potential. This might include 
additional training or supervision, or simply providing information or assistance with research to enable the 
Employee to self-improve. 

A Performance Improvement Plan shall record of the required improvements and a timeframe for those 
improvements to materialise (which may consist of multiple milestones but the timeframe shall not exceed 
three months).  A copy shall be given to the Employee. Interim meetings may be arranged to discuss 
progress. 

In the event that the Employee does not agree with the views or concerns of the Company, then the 
Company may insist on the required improvements and timeframe. If the Employee wishes to appeal against 
the Company’s decision, they can do so within five working days of the decision.  
 
Stage 3:  review and discharge or extend 

Where any interim meetings are included in the Performance Improvement Plan the Company and the 
Employer shall discuss progress and any additional steps that need to be taken to ensure the required 
standards or improvement are achieved within the timeframe. If, at any interim meting the Company is 
satisfied that the required standards or improvement has been achieved the Company may discharge the 
Performance Improvement Plan. 

When timeframe for improvement is nearing completion the Company and the Employee shall arrange a 
further meeting. Where the Company is satisfied that the required standards or improvement has been 
achieved the Company shall discharge the Performance Improvement Plan. 

In the event that, in the Company’s opinion there has been no improvements or the required standards have 
not been achieved the Company may  

a) consider the matter to be misconduct and dealt with under the disciplinary procedure. 

b) to establish whether there are any further steps that could reasonably be taken to rectify the Employee’s poor 
performance and where appropriate extend the improvement period for a period not exceeding three 
months when the Performance Improvement Plan process will begin again. An improvement period will 
not be extended more than once. 

Where the capability improvement process does not result in the required improvement or standards being 
achieved matters may be progressed to stage the disciplinary procedure for poor/unsatisfactory 
performance. 

Demotion 

As an alternative to issuing progressing matters to the disciplinary procedure the Company reserves the right 
to demote the Employee for such period as is necessary to enable them to reach the desired standards. This 
period shall not exceed six months and will be reviewed by the Company every month. The Company also 
reserves the right to impose a reduction in the Employee’s pay for the period of the demotion and the 
written notice will detail any changes to the Employee’s terms and conditions of employment arising from 
such demotion. In particular, the notice will give details of any reduction to the Employee’s salary and/or loss 
of benefits arising from the demotion. 

Appeals 
An Employee may appeal against any decision under this capability procedure, including dismissal, within five 
working days of the decision. Appeals should be made in writing and state the grounds for appeal. The 
Employee will be invited to attend an appeal hearing chaired by a senior manager or independent third party 
with sufficient experience in employment matters and employment law.  
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At the appeal hearing, the Employee will again be given the chance to state their case and will have the right 
to be accompanied by a trade union official or a fellow Employee of their choice. Following the appeal 
hearing, the Employee will be informed of the appeal decision and the reasons for it, in writing. The appeal 
decision will be final. 

Disciplinary Procedure. 

This disciplinary procedure is entirely non-contractual and does not form part of an Employee’s contract of 
employment. 

Before taking a decision to dismiss an Employee on the grounds of misconduct or poor performance due to 
carelessness, negligence or lack of effort or where the capability procedure has failed to produce the desired 
result, the Company will, as a general rule and subject to any permitted statutory exceptions, comply with 
the following procedure: 

Where poor performance is, in the Company’s view, due to a genuine lack of capability on the Employee’s 
part and not because of carelessness, negligence or lack of effort or application, the Company will consider 
what steps are necessary or desirable to improve the capability, for example training or education and the 
Company shall use the Capability Procedure instead. 

The Company will notify the Employee in writing of the allegations against them and will invite the Employee 
to a disciplinary hearing to discuss the matter. The Company will also notify the Employee of the basis for the 
complaint of alleged misconduct or poor performance. Having given the Employee a reasonable opportunity 
to consider their response to the allegations, a formal disciplinary hearing will then take place, conducted by 
a manager, at which the Employee will be given the chance to state their case, accompanied if requested by 
a trade union official or a fellow Employee of their choice. The Employee must take all reasonable steps to 
attend that meeting.  

Following the meeting, the Employee will be informed in writing of the Company’s decision, which shall be 
one of the steps set out below and notified of their right to appeal against that decision. 

It should be noted that an Employee’s behaviour is not looked at in isolation but each incident of misconduct 
is regarded cumulatively with any previous occurrences. 

Where the Companies decision is to implement a step lower than dismissal then the Company may progress 
onto a subsequent step with or without further meetings. 

Step1: Written warning 

The Employee will be given a formal written warning. They will be advised of the reason for the warning, how 
they need to improve their conduct or performance, the timescale over which the improvement is to be 
achieved, that the warning is the first stage of the formal disciplinary procedure and the likely consequences 
if the terms of the warning are not complied with. The written warning will be recorded but nullified after six 
months, subject to satisfactory conduct and performance. 

Step2: Final written warning 

Failure to improve performance in response to the procedure so far, a repeat of misconduct for which a 
warning has previously been issued, or a first instance of serious misconduct or serious poor performance, 
will result in a final written warning being issued.  

This will give details of, and grounds for, the complaint, how they need to improve their conduct or 
performance, the timescale over which the improvement is to be achieved and warn that dismissal will 
probably result if the terms of the warning are not complied with. This final written warning will be recorded 
but nullified after twelve months, subject to satisfactory conduct and performance. However, the Company 
reserves the right to extend the validity of the final written warning to a maximum of three years in cases of 
very serious misconduct or where the Employee has a history of misconduct issues. 

Stage 3: Dismissal 
Acts of gross misconduct or a failure to meet the requirements set out in the final written warning will 
normally lead to DISMISSAL with appropriate notice. A decision of this kind will only be made after the fullest 
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possible investigation. Dismissal can be authorised only by a senior manager. The Employee will be informed 
of the reasons for dismissal, the appropriate period of notice, the date on which their employment will 
terminate and how they can appeal against the dismissal decision.. 

Gross misconduct 

Acts or omissions under this heading are so serious that an Employee who commits them will normally be 
summarily dismissed. In such cases, the Company reserves the right to dismiss without notice of termination 
or payment in lieu of notice.  

Examples of gross misconduct, where the Company has reasonable grounds for believing that the following 
matters have occurred, are: 

• dishonesty, theft or fraud 

• falsification of Company records or unauthorised possession, removal or sale of Company products or 
property 

• submission of false expense claims 

 .. submission of a false timesheet. 

• communicating confidential information to third parties 

• wilful damage to Company property 

• Conviction of a criminal offence whether directly associated with the employment or not, that cast doubt 
over the integrity, confidence, trust or the effect on any relationship with the Company, work colleagues 
or the Employers customers/clients (taking into account the provisions of the Rehabilitation of Offenders 
Act 1974) 

• taking bribes in connection with employment 

• wilfully causing harm or injury to another Employee, assault, physical violence or threatening, bullying or 
grossly offensive behaviour. 

 .. Being in possession of an offensive weapon.  

• rudeness to customers, clients or patients 

• actions which endanger an Employee’s or patients safety 

• causing loss, damage or injury through serious carelessness 

• a serious breach of health and safety rules 

• knowingly breaking a legal requirement in connection with employment 

• wilful refusal to carry out or obey a reasonable management instruction 

• gross insubordination 

• being under the influence of alcohol or illegal drugs during work hours or on Company premises 

• smoking on Company premises 

• harassing, bullying or victimising another Employee on the grounds of race, colour, ethnic origin, 
nationality, national origin, religion or belief, sex, sexual orientation, gender reassignment, marital or civil 
partnership status, age or disability 

• repeated unauthorised absence. 

 .. Repeated or continuous general misconduct 

 Negligence which has serious consequences for the company or other staff. 
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 .. Bringing the company or its name into serious disrepute 

 .. Failing to inform the Company of an investigation, suspension or removal of any professional registration 
or qualification. 

Misconduct. 

Examples of misconduct, where the Company has reasonable grounds for believing that the following 
matters have occurred, are: 

• Being late for work. 

• Leaving before the work period is finished 

• Taking longer than permitted rest breaks. 

• Not being available for work during normal working hours. 

• Using the company telephone for personal calls. 

• Using company equipment for personal use. 

• Using a company vehicle for personal use (unless personal use is expressly stated). 

• Under performance. 

• Being inappropriately dressed or presented. 

• Inappropriate temperament or behaviour. 

The above is intended as a guide and is not an exhaustive list. 

Enquiries and investigations. 

So we can fully and properly assess all disciplinary actions it may be necessary for the Company to 
make enquires or investigations, Where possible any investigation shall be carried out by a person 
other than those responsible for, or who is carrying out the disciplinary action or making disciplinary 
decisions, an independent person or body may be appointed. 
 
Where an investigation concludes there is a disciplinary case to answer, the Employee shall be given 
notice of the outcome in writing and include sufficient detail about the alleged misconduct or 
unsatisfactory performance and the possible consequences. 

Suspension 

At any stage in the disciplinary or dismissal procedures the Company may consider it to be beneficial or 
necessary to suspend the Employee , or place them on ‘gardening leave’ while investigations are carried out. 

Suspension is not part of or constitutes any disciplinary action and shall be regularly reviewed to ensure any 
period of suspension is kept as short as possible.  

Suspension is precautionary, not disciplinary, pending the outcome of the disciplinary proceedings. 
Suspension is a neutral act which does not imply guilt or blame and will be for as short a period as possible.  

Any decision to suspend will be confirmed in writing and whilst suspended from work the Employer shall be 
entitled to full pay and contractual benefits 

Demotion 

As an alternative to issuing a written warning or as an alternative to dismissal, the Company reserves the 
right to demote the Employee for a fixed period, but for no longer than three months. This will be done by 
notice in writing to the Employee. The Company also reserves the right to impose a reduction in the 
Employee’s pay for the period of demotion and the written notice will detail any changes to the Employee’s 
terms and conditions of employment arising from such demotion. In particular, the notice will give details of 
any reduction to the Employee’s salary and/or loss of benefits arising from the demotion. 
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Appeals 

An Employee may appeal against any disciplinary decision, including dismissal, within five working days of 
the decision. Appeals should be made in writing and state the grounds for appeal. The Employee will be 
invited to attend an appeal hearing chaired by a senior manager or independent third party with sufficient 
knowledge of employment matters and employment law.  

At the appeal hearing, the Employee will again be given the chance to state their case and will have the right 
to be accompanied by a trade union official or a fellow Employee of their choice. Following the appeal 
hearing, the Employee will be informed of the appeal decision, and the reasons for it, in writing. The 
Company’s appeal decision will be final. 

Right to search 

 
Whilst most Employees are loyal and trustworthy, it is an unfortunate fact that some Employees may 
occasionally be dishonest or they may try to bring drugs or alcohol into the workplace in contravention of the 
company’s rules and procedures. 
 
In order to counter these potential problems, the Company reserves the right to carry out personal searches 
of Employees in the workplace. Searches will be conducted having regard to the section on Equal 
Opportunities and Dignity at Work and entirely on a random basis. They may be carried out at any time 
whilst an Employee is in the workplace.  

Searches will be confined to requesting the Employee to empty out the contents of their pockets or bag and 
to remove any jackets, coats, shoes or other outer clothing. Employees will be searched by either a manager 
or supervisor or a designated security officer who is of the same sex as the Employee being searched and the 
search will take place in private. If the Employee to be searched would like to have a fellow Employee 
present to act as a witness, this will be arranged.  

The Company will keep a record of all personal searches conducted, including the date, time and results of 
each search and the identities of the Employee and the searching officer. This information will be stored 
confidentially. It will be reviewed on a regular basis by senior management to ensure that searches are being 
carried out fairly and randomly. 

If you refuse to submit to a personal search without reasonable excuse, this may be viewed as gross 
misconduct and will be dealt with in accordance with the Company’s disciplinary procedure. 

Where the Company has reason to believe a criminal offence like theft or supplying or possession of drugs 
then the Company reserves the right to report the matter to the relevant authorities where a more intensive 
search may be carried out. 

Disclosures in the public interest 

 
The Public Interest Disclosure Act 1998 protects Employees who raise legitimate concerns about specified 
matters, sometimes referred to as ‘whistle blowing’. This policy makes provision about the kinds of 
disclosure which may be protected and the circumstances in which disclosures are protected. These rules are 
therefore intended to comply with the Act by encouraging Employees to make disclosures about fraud, 
misconduct or wrongdoing to the Company, without fear of reprisal, so that problems can be identified, dealt 
with and resolved quickly. 

Qualifying disclosures 

Certain kinds of disclosure qualify for protection. These are disclosures of information which are made in 
good faith and which you reasonably believe tend to show one or more of the following matters is either 
happening now, took place in the past, or is likely to happen in the future: 

• a criminal offence; 

• professional malpractice; 

• Abuse; 
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• Racism or discrimination; 

• A threat or danger to others, in particular vulnerable persons. 

• the breach of a regulatory obligation; 

• a miscarriage of justice; 

• a danger to the health or safety of any individual; 

• damage to the environment; 

• deliberate concealment of information tending to show any of the above. 

Your belief must be reasonable, but it need not be correct. It might be discovered subsequently that you 
were, in fact, wrong, but you must be able to show that you held the belief and that it was a reasonable one 
to hold in the circumstances at the time. Note that it is not your responsibility to investigate the matter. That 
is the Company’s responsibility. 

The disclosure procedure 

In order to qualify for protection, there are specified methods of disclosure, or procedures, which you must 
have followed in order to disclose one of the above matters. The Company encourages you to raise your 
concerns under this procedure in the first instance. If your concern relates to a breach of your own contract 
of employment, you should use the Company’s Grievance Procedure.  

This procedure applies to all Employees.. 

The procedure is as follows: 

1. If you wish to make a qualifying disclosure, you should, in the first instance, speak to your manager or 
supervisor. If you do not wish to speak to your manager or supervisor, you can instead speak to an 
alternative manager. 

2. Such disclosures should be made promptly so that investigation may proceed and any action taken 
expeditiously.   

3. All qualifying disclosures will be treated seriously. The disclosure will be promptly investigated and, as 
part of the investigatory process, you will be interviewed and asked to provide a written witness 
statement setting out the nature and details of your qualifying disclosure and the basis for it.  

Confidentiality will be maintained during the investigatory process to the extent that this is practical and 
appropriate in the circumstances. However, in order to effectively investigate a disclosure, the Company 
must be able to determine the scope of the investigation and the individuals who should be informed of 
or interviewed about the disclosure. The Company reserves the right to arrange for another manager to 
conduct the investigation other than the manager with whom you raised the matter.  

4. The Company will also invite you to attend at least one meeting at a reasonable time and place at which 
your disclosure can be discussed. You should take all reasonable steps to attend that meeting and you 
have the right to be accompanied by either a trade union official or a fellow Employee of your choice. 

5. Once the investigation has been completed and after the meeting with you has taken place, you will be 
informed in writing of the outcome and the Company’s conclusions and decision as soon as possible. You 
will also be notified in writing of your right to appeal against the Company’s decision if you are not 
satisfied with it. The Company is committed to taking appropriate action with respect to all qualifying 
disclosures which are upheld. 

6. If you wish to appeal against the Company’s decision, you must do so in writing within five working days 
of the Company’s decision. On receipt of an appeal, a more senior manager (who may not be the person 
to whom you addressed your appeal) shall make arrangements to hear your appeal at an appeal meeting. 
At that meeting you may again, if you wish, be accompanied by either a trade union official or a fellow 
Employee of your choice. You should take all reasonable steps to attend the appeal meeting. Following 
the meeting, you will be informed in writing of the Company’s final decision on your appeal.  
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7. You will not be penalised for raising a qualifying disclosure even if it is not upheld, unless the complaint 
was both untrue and made in bad faith. 

8. Once the Company’s conclusions have been finalised, any necessary action will be taken. This could 
include either reporting the matter to an appropriate external government department or regulatory 
agency and/or taking internal disciplinary action against relevant members of staff. If no action is to be 
taken, the reasons for this will be explained to you. 

9. If, on conclusion of the above stages, you reasonably believe that appropriate action has still not been 
taken, you may then report the matter to the proper authority in good faith. The Act sets out a number of 
prescribed bodies or persons to which qualifying disclosures may be made. However, the Company always 
encourages all Employees to raise their concerns directly in the first instance, rather than externally. This 
enables issues to be dealt with promptly and speedily.   

General principles 

• be aware of the importance of eliminating fraud or wrongdoing at work. Report anything you become 
aware of that is illegal 

• you will not be victimised, subjected to a detriment or dismissed for raising a legitimate matter under this 
procedure 

• victimisation of an Employee for raising a qualifying disclosure under this procedure will be a disciplinary 
offence and will be dealt with under the Company’s disciplinary procedure 

• covering up someone else’s wrongdoing is also a disciplinary offence. Never agree to remain silent about 
a wrongdoing, even if told to do so by a person in authority 

• finally, maliciously making a false allegation is a disciplinary offence. 

Grievance procedure 
 
The primary purpose of this grievance procedure is to enable Employees to air any concerns that they may 
have about practices, policies or treatment from other individuals at work or from the Company, and to 
produce a speedy resolution where genuine problems exist. It is designed to help all Employees to take the 
appropriate action, when they are experiencing difficulties, in an atmosphere of trust and collaboration. 

Although it may not be possible to solve all problems to everyone’s complete satisfaction, this policy forms 
an undertaking by the Company that it will deal objectively and constructively with all Employee grievances, 
and that anyone who decides to use the procedure may do so with the confidence that their problem will be 
dealt with fairly. 

This grievance procedure is not a substitute for good day-to-day communication in the Company where we 
encourage Employees to discuss and resolve daily working issues in a supportive atmosphere. Many 
problems can be solved on an informal footing very satisfactorily if all Employees are prepared to keep the 
channels of communication between themselves open and working well. This procedure is designed to deal 
with those issues that need to be approached on a more formal basis so that every route to a satisfactory 
solution can be explored and so that any decisions reached are binding and long lasting. 

Procedure 

If you cannot settle your grievance informally, you should raise it formally. This procedure has been drawn 
up to establish the appropriate steps to be followed when pursuing and dealing with a formal grievance. 

Stage 1 

In the event of your having a formal grievance relating to your employment you should, in the first instance, 
put your complaint in writing and address it to your manager or supervisor. Where your grievance is against 
your manager or supervisor, your complaint should be addressed to an alternative manager.  

A manager (who may not be the manager to whom your grievance was addressed) will then invite you to 
attend a grievance meeting to discuss your grievance and you have the right to be accompanied at this 
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meeting by a trade union official or a fellow Employee of your choice. Every effort will be made to convene 
the grievance meeting at a time which is convenient for you and your companion to attend. If this means 
that the meeting cannot be held within a reasonable period (usually within five working days of the original 
date set), we ask that you make arrangements with another companion who is available to attend. Any 
Employee who is chosen to accompany another in a grievance meeting is entitled to take paid time off for 
this purpose. You must take all reasonable steps to attend the grievance meeting.   

Following the meeting, the Company will endeavour to respond to your grievance as soon as possible and, in 
any case, within five working days of the grievance meeting. If it is not possible to respond within this time 
period, you will be given an explanation for the delay and be told when a response can be expected. You will 
be informed in writing of the Company’s decision on the grievance and notified of your right to appeal 
against that decision if you are not satisfied with it.  

Stage 2 

In the event that you feel your grievance has not been satisfactorily resolved, you may then appeal in writing 
within five working days of the grievance decision. 

On receipt of your appeal letter, a more senior manager or an independent arbitrator shall make 
arrangements to hear your grievance at an appeal meeting and at this meeting you may again, if you wish, be 
accompanied by a trade union official or a fellow Employee of your choice. You must take all reasonable 
steps to attend the grievance appeal meeting. 

Following the meeting, the senior manager or independent arbitrator will endeavour to respond to your 
grievance as soon as possible and, in any case, within five working days of the appeal meeting. If it is not 
possible to respond within this time period, you will be given an explanation for the delay and be told when a 
response can be expected. You will be informed in writing of the Company’s decision on your grievance 
appeal.  

This is the final stage of the grievance procedure and the Company’s decision shall be final. 

Former Employees 

Ex-Employees may also raise grievances after their employment has ended. In this case, the grievance 
procedure set out above will continue to apply, unless both parties agree in writing that a modified form of 
grievance procedure will apply instead. Under the modified grievance procedure, you must set out the 
details of your grievance in writing and the Company will then formally respond in writing without the need 
for a grievance meeting and without a right of appeal. 

If your complaint relates to your dissatisfaction with a dismissal decision, you should not invoke the 
grievance procedure but should instead appeal against that decision in accordance with the appeal 
procedure with which you will have been provided 
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TERMINATION 
 
Your contract of employment may be brought to an end in the following ways- 

 Upon completion or expiry of a fixed term contract. 

 By the Employee  resigning and serving the required notice. 

 By the Company by serving the required notice or immediately and without the requirement to serve 
notice for gross misconduct. 

 Redundancy. 

 Retirement.  
 

Upon termination of the contract or agreement you shall return all company property and disclose any 
passwords used to access the Company’s systems. 
 
Notice may be paid in lieu where, at the Company’s discretion the Employee is not required to work their 
notice period 
 
Your contract or agreement may include restrictions on your activities that will continue after termination to 
protect the Company’s interests. These are called ‘restrictive covenants’ and will remain in force for the 
specified periods. 

 
Redundancy 
 
Should circumstances arise where redundancy may be a possibility because fewer Employees are needed to 
perform the Company’s work, the first steps the Company will take will be to: 

 reduce overtime to a workable minimum. 

 restrict recruitment. 

 investigate measures such as short-time working and/or lay-offs. 

 investigate whether there are opportunities for redeployment to other departments within the 
Company. 

 explore other methods by which desired cost cuts could be achieved. 

 explore whether there are any other options available in order to avoid redundancy. 
 

If redundancies cannot be avoided, the Company will give consideration to asking for volunteers for 
redundancy. Whilst the Company will aim to keep the number of compulsory redundancies to a minimum, 
the overriding consideration will always be the future needs of the Company’s business. 
 
If the need for compulsory redundancies arises, the selection of Employees for redundancy will be in 
accordance with objective criteria and there will be full consultation with Employees throughout the 
redundancy selection process. Employees will be notified at the earliest possible opportunity of the reasons 
for the potential redundancy situation and of the Company’s proposals. 

Resignation 

 
Should you decide to leave the Company, you must provide written notice of your resignation. The amount 
of notice you are required to give to terminate your employment is determined by how long you have been 
with the Company and is set out in your Terms and Conditions of Employment. 
 
An early leaving date may be mutually agreed, at the absolute discretion of the Company, and subject to the 
requirements of the Company’s business. 
 
We will formally acknowledge it, confirm your last day of employment and provide details of the final salary 
payments due to you.  
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It is both unfortunate and expensive when an Employee decides to leave the Company. It is important that 
the Company finds out the reason why to avoid losing Employees in the future. Once an Employee has 
resigned, they are more likely to give an honest input, which is invaluable to the Company. Therefore, if you 
decide to leave the Company, you may be asked to attend an exit interview and/or complete an exit 
questionnaire.  
 
This interview/questionnaire represents an ideal opportunity for the Company to gather information about 
why you decided to leave. With your permission, selected information gained from the interview and/or 
from your completed questionnaire will be discussed with your manager or supervisor. The aim of this is to 
ensure that any problem issues can be discussed and resolved before you leave.  
 
Finally, on your last day of work it will be necessary for you to return any items of Company property which 
are in your possession, such as clothing, equipment, documents, keys, phones, laptops etc and disclose all 
security passwords. 
 
Retirement 
 
the Company does not operate a compulsory retirement age for its Employees. 
 
The Company is committed to equal opportunities for all its Employees and recognises the contributions of a 
diverse workforce, including the skills and experience of older Employees who should, wherever possible, be 
permitted to continue working for as long as they wish to do so. The Company operates a flexible retirement 
policy and Employees may voluntarily retire at a time of their choosing. 
 
Retirement procedure 

If an Employee has decided to retire, they should inform the Company in writing as far in advance as possible 
and at a minimum of the notice period as set out in the contract of employment. This will assist the Company 
with its succession planning. 

The Company will write to the Employee acknowledging the notice to retire. 

The Company will arrange a meeting with the Employee to discuss arrangements for retirement, including 
the intended retirement date, succession and handover plans, pension details and phased retirement, if 
applicable. 

Employees should consider their pension provision and take independent financial advice before making any 
decision in relation to retirement. 

Succession planning 

An Employee who is shortly to retire will often have considerable knowledge in relation to their role and 
responsibilities. The Company may require the Employee’s assistance and cooperation for succession 
planning.  

Prior to retirement, Employees should cooperate with the Company, if requested to do so, by: 

 providing full written details of the status of work projects and future steps; 
 developing a job description, including key competencies and skills required for the role; 
 ensuring a smooth handover of work; and 
 assisting in training any successor. 

Phased retirement 

If an Employee has notified the Company of their intention to retire, the Company will discuss the option of 
phased retirement. 
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Alternatively, an Employee may decide to retire in the near future but would benefit from alternative 
working arrangements in the short- or medium- term. These Employees may make a request to the Company 
for phased retirement. 

Phased retirement allows a change of working pattern so that an Employee can reduce their hours gradually 
(for example, move to part-time working) prior to retirement. It may, for example, involve changes to the 
Employee’s responsibilities to help the Company with its succession planning, and help the Employee to 
adjust to, and prepare for, retirement. 

The Company will fairly consider all requests by those Employees for changes to their working patterns. A 
reduction in working hours may result in a reduction in salary. Employees should check their pension 
arrangements before making any decision on this. 

Employees are under no obligation to participate in phased retirement. 
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DATA PROTECTION 

In the course of your work you may come into contact with or use confidential information about Employees, 
clients or customers, for example their names and home addresses. The Data Protection Act 1998 contains 
principles affecting personal records.  

Information protected by the Act includes not only personal data held on computer but also certain manual 
records containing personal data, for example personnel files that form part of a structured filing system.  

Record keeping is a professional requirement of all Employment. Failure to maintain a record would cause 
considerable difficulties in respect of any legal proceedings, e.g. allegations of negligence. Information is 
essential to the delivery of high quality evidence‐based services, records are a valuable resource because of 
the information they contain.  

This information can facilitate clinical decision making, improved patient care through clear communication 
of the treatment rationale and progress, and facilitate a consistent approach to team working. However, a 
record is only of use if it is correctly recorded in the first place, regularly up‐dated, and easily accessible when 
it is needed. Everyone working in healthcare that records, handles, stores, or otherwise comes across 
information, has a personal common law duty of confidence to comply with this. 

All records should be kept confidential in line with the Date Protection Act 1998. The purpose of these rules 
is to ensure you do not breach the Act. If you are in any doubt about what you can or cannot disclose and to 
whom, do not disclose the personal information until you have sought further advice from the Company. You 
should be aware that you could be personally liable if you knowingly or recklessly disclose personal data in 
breach of the Act. A serious breach of data protection is also a disciplinary offence and will be dealt with 
under the Company’s disciplinary procedures. If you access personnel records without authority, this 
constitutes a gross misconduct offence and could lead to your summary dismissal. 

In the interests of clarity All Employees, will at some point encounter information which is of a confidential 
nature. Client and patient details are a matter of a very high level of confidentiality and must not be 
disclosed to any third party. As an example, even chatting to a client during your visit about whom you are 
going to see next is a serious breach of confidentiality 

The data protection principles 
There are eight data protection principles that are central to the Act. The Company and all its Employees 
must comply with these principles at all times in its information-handling practices. In brief, the principles say 
that personal data must be:  

1. Processed fairly and lawfully and must not be processed unless certain conditions are met in relation to 
personal data and additional conditions are met in relation to sensitive personal data. The conditions are 
either that the Employee has given consent to the processing, or the processing is necessary for the 
various purposes set out in the Act. Sensitive personal data may only be processed with the explicit 
consent of the Employee and consists of information relating to: 
• race or ethnic origin 
• political opinions and trade union membership 
• religious or other beliefs 
• physical or mental health or condition 
• sexual life 
• criminal offences, both committed and alleged. 

2. Obtained only for one or more specified and lawful purposes, and not processed in a manner 
incompatible with those purposes.  

3. Adequate, relevant and not excessive. The Company will review personnel files on an annual basis to 
ensure they do not contain a backlog of out-of-date information and to check there is a sound business 
reason requiring information to continue to be held. 

4. Accurate and kept up-to-date. If your personal information changes, for example you change address, you 
must inform your manager or supervisor as soon as practicable so that the Company’s records can be 
updated. The Company cannot be held responsible for any errors unless you have notified the Company 
of the relevant change. 
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5. Not kept for longer than is necessary. The Company will keep personnel files for no longer than six years 
after termination of employment. Different categories of data will be retained for different time periods, 
depending on legal, operational and financial requirements. Any data, which the Company decides it does 
not need to hold for a period of time, will be destroyed after one year. Data relating to unsuccessful job 
applicants will only be retained for a period of one year. 

6. Processed in accordance with the rights of Employees under the Act. 

7. Secure, technical and organisational measures will be taken against unauthorised or unlawful processing 
of personal data and against accidental loss or destruction of, or damage to, data. Personnel files are 
confidential and are stored in locked filing cabinets. Only authorised Employees have access to these files. 
Files will not be removed from their normal place of storage without good reason. Data stored on CD-
ROM or other removable media will be kept in locked filing cabinets. Data held on computer will be 
stored confidentially by means of password protection, encryption or coding and again only authorised 
Employees have access to that data. The Company has network backup procedures to ensure that data on 
computer cannot be accidentally lost or destroyed.  

8. Not transferred to a country or territory outside the European Economic Area unless that country ensures 
an adequate level of protection for the processing of personal data. 

Your consent to personal information being held 

 
The Company holds personal data about you and is a ‘Data Controller’, agreement to the Company 
processing your personal data is a condition of your employment. The Company also holds limited 
sensitive personal data about its Employees and, by signing your contract of employment you give your 
explicit consent to the Company’s holding and processing that data, for example sickness absence 
records, health needs and equal opportunities monitoring data. 

Your right to access personal information 
 
You have the right, on request, to receive a copy of the personal information that the Company holds 
about you, including your personnel file, and to demand that any inaccurate data be corrected or 
removed. You have the right on request: 

• to be told by the Company whether and for what purpose personal data about you is being processed 

• to be given a description of the data and the recipients to whom it may be disclosed 

• to have communicated in an intelligible form the personal data concerned, and any information available 
as to the source of the data 

• to be informed of the logic involved in computerised decision-making. 

Upon request, the Company will provide you with a statement regarding the personal data held about you. 
This will state all the types of personal data the Company holds and processes about you and the reasons for 
which they are processed. If you wish to access a copy of any personal data being held about you, you must 
make a written request for this and the Company reserves the right to charge you a fee of up to £10. To 
make a request, please complete a Personal Data Subject Access Request.. 

If you wish to make a complaint that these rules are not being followed in respect of personal data the 
Company holds about you, you should raise the matter with the Company. If the matter is not resolved to your 
satisfaction, it should be raised as a formal grievance under the Company’s grievance procedure. 

Your obligations in relation to personal information  

 
You should ensure you comply with the following guidelines at all times: 

• do not give out confidential personal information except to the data subject. In particular, it should not be 
given to someone from the same family or to any other unauthorised third party unless the data subject has 
given their explicit consent to this 
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• be aware that those seeking information sometimes use deception in order to gain access to it. Always verify 
the identity of the data subject and the legitimacy of the request, particularly before releasing personal 
information by telephone 

• only transmit personal information between locations by fax or e-mail if a secure network is in place, for 
example, a confidential fax machine or encryption is used for e-mail 

• if you receive a request for personal information about another Employee, you should forward this to whoever 
is responsible for dealing with such requests 

• ensure any personal data you hold is kept securely, either in a locked filing cabinet or, if computerised, it is 
password protected  

• compliance with the Act is your responsibility. If you have any questions or concerns about the interpretation 
of these rules, take this up with the Data Protection Officer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We thank you for taking the time to read this handbook and look forward to a 
working relationship that is beneficial and rewarding for all concerned. We 
strive to deliver fair, balanced and efficient working environment and welcome 
and actively encourage suggestions how the Company can improve, you never 
know we might even act on them! 
 


