
 

 

 

EMPLOYEE 
HANDBOOK 

 

 

 

 



 

                                  

1. About Us 

  

2. People Management 

2.1 Property and Premises Security 

2.2 Health and Wellbeing  

2.3 Attendance  

2.4 Performance and Capability Policy 

2.5 Code of Conduct 

2.6 Disciplinary 

2.7 Vehicle Use 

  

3. Communication  

3.1 Confidentiality Policy  

3.2 Communication and IT Policy  

3.3 Dignity at Work  

3.4 Grievance 

3.5 Open Door and Whistleblowing  

 

4. Training and Development  

4.1 Induction and Probation  

4.2 Health and Safety Awareness 

4.3 Training Strategy 

4.4 Appraisal Policy  

   

5. Recruitment and Staffing  

5.1 Recruitment Code of Practice  

5.2 Role Profile  

5.3 Employment Contract  

5.4 Personal Information  

5.5 Leaving the Practice  

  

6. Pay and Benefits  

6.1 Pay 

6.2 Family Friendly  

6.3 Time Off  

6.4 Pension         

  

 

 

 

 

 

 

 

 



 

                                  

1. Introduction 

 
We need all our employees to be successful in today's ever more competitive marketplace 
and want to help each of you to play your part to the best of your ability for mutual benefit. 
 
The terms and conditions described in this handbook apply to all employees of the 
Company.  The handbook is a working document, to which changes will be made from time 
to time, to reflect revisions to legislation, policy and practice.  
 
The Employee Handbook contains information about our policies and procedures so that we 
can ensure that issues are dealt with fairly and consistently. 
 

If you are unsure about any terms and conditions of service in this handbook you are advised 
to seek clarification and further explanation from your manager, as failure to observe them 
may result in disciplinary action. 

Where you work on client sites, you must familiarise yourself with the rules and regulations 

applicable to that site. If you are unsure about anything, ensure that you discuss with your 

line manager prior to proceeding 

2. People Management 
 
2.1 Property & Premises Security 

Personal and Company Property  

 
All doors, files, desks, and any other equipment with locks must be kept locked securely 
when not in direct use.  
 
Employees are responsible for any personal items brought to work. Please avoid bringing 
valuable personal items to work and do not leave any valuables either unattended or 
overnight. We cannot accept liability for the loss of, or damage to such personal property 
brought onto either our premises, or clients’ premises.  
 
No property is to be taken away from our premises without prior written permission from 
the relevant departmental manager / supervisor. 

Work Premises and Security 

 
Employees are responsible for: 

• Ensuring that their work area is always neat and clear 

• Ensuring that doors, windows, and cupboards are securely locked at the end of the 
working day  

• Reporting any security issues to management immediately. 
 
Staff whose duties include being entrusted with the custody of keys on their person, must 
not leave them in unlocked drawers or cupboards, or entrust them to unauthorised 
personnel, but MUST always keep them secure.   



 

                                  

 
Security - Right of Search 
 
We have the right to carry out random checks on identity, property (including vehicles) at 
any time whilst employees are on our premises or engaged in our business. 
 
Such checks do not imply suspicion in relation to the individual concerned. 
 
In the event of a search, if practicable checks will be accompanied by a third party who is on 
the premises at the time a search takes place or at the time that any further questioning 
takes place. 
 
Employees have the right to refuse to be searched. An unreasonable refusal may be a breach 
of the employment contract and may result in disciplinary action. 
 
We have the right to call in the police at any stage. 

Environmental Statement 

 
We recognise that day-to-day operations can impact both directly and indirectly on the 
environment. We aim to protect and improve the environment through good management 
and by adopting best practices wherever possible. We will work to integrate environmental 
considerations into our business decisions and adopt greener alternatives wherever 
possible, throughout our operations. 
 
For more information see the Environmental and Sustainability Policy Statement 
 
2.2 Health and Wellbeing 
 
We are committed to maintaining a positive and harmonious working environment, where 
everyone can make a full contribution to the best of their ability.  We know that our people 
are our greatest asset, and that without their dedication and commitment, we would not 
have the successful company we have today.   However, we also appreciate that from time 
to time we can all get worried or concerned about a variety of different things, from issues 
in the workplace, to problems at home or in our personal lives.  
 
If employees feel that they are suffering from the effects of stress, they may wish to discuss 
any issues initially with their direct line manager.  The aim is to help deal with cases early in 
order to prevent the situation worsening. 
 
Smoking and E-Cigarettes  
 
We want to provide a work environment that is healthy, safe, productive, and smoke-free 
for all employees.   We apply the same principles to the use of e-cigarettes as we do to other 
smoking. This is due to the unknown health risks which may be associated with vaping and 
second-hand vapour, as well as the image we present to our client, visitors, and the public.   
 



 

                                  

Therefore, smoking and the use of e-cigarettes are not permitted anywhere on NRC 
customers or suppliers’ premises or within their perimeter. Smoking is only allowed in 
designated areas at designated times.  
 
This policy applies to everyone: employees, clients, contractors, temporary staff, visitors, 
and suppliers. 
 
Employees who wish to smoke or use e-cigarettes must only do so during official break times 
and do so by leaving the premises and use the designated area.   
 
Employees found to abuse this policy may be subject to disciplinary action up to and 
including dismissal. 
 
2.3 Attendance 

Hours of Work 

 
Normal hours of work are as stated in individual statements of terms and conditions of 
employment.    

Timekeeping 

 
All employees are expected to arrive promptly for the start of their shift so that they are 
ready to start work at the designated time.  If employees are late for work, they must report 
this to their manager either before or on arrival at work.  Persistent lateness may result in 
disciplinary action. 
 
Employees may not leave work premises during working hours (outside of allocated break 
times) without the prior permission or knowledge of their manager.  Permission will not be 
unreasonably refused, but if employees leave without permission, they may be subject to 
disciplinary action.  Employees are expected to work up to official finishing times unless 
otherwise agreed by their manager.  Persistent abuse of any such allowances may lead to 
disciplinary action. 
 
Managers are expected to work the hours required by their contract but flexibility applied in 
line with the needs of the business and in addition where required. 
 
The Company reserves the right to deduct an appropriate amount from salaries for any 
instances of lateness or leaving work prior to the agreed end of the shift. 

Sickness Absence Monitoring Procedure  

Introduction 

 
Where employees are asked to supply data in relation to absence as part of this procedure it 
will be processed in line with GDPR. Absence data is used to ensure the welfare of 
employees, support those with medical concerns and to fulfil our statutory obligation to 
ensure the health, safety and wellbeing of our employees whilst at work.  
 



 

                                  

We aim to deal with all sickness absence in a fair, sensitive and consistent manner. Every 
consideration will be given to individual circumstances to achieve good management of 
sickness absence and to minimise disruption to operations. 
 
It is important to note that the concern is attendance at work and not whether the absence 
is due to genuine sickness.  Even if there are medical grounds for persistent absence, the 
absence can still reach a stage at which the employee’s capability to carry out his/her 
contract is in question.  
 
Employees may be referred to an independent Occupational Health provider at any time 
during this procedure.  
 
Employees must comply with all reasonable requests of the Company for information about 
progress and supply consecutive doctor's medical certificates to cover the duration of the 
absence. 
 
Reporting Sickness Absence 
 
A claim for statutory sick pay must be established by reporting absence on the first day of 
sickness absence and reported personally; text messages are not acceptable and wherever 
possible the employee should report the absence themselves.   
 
Late notification without reasonable cause may result in payment being withheld. 
 
Messages must not be left with colleagues. 
 
Failure to notify the Company will be treated as misconduct and may be subject to 
disciplinary action.  Such absence will be treated as unauthorised absence.  The Company 
reserves the right to withhold payment or deduct from salary a day’s pay for each day of 
unauthorised absence. 
 
Evidence of sickness 
 
Self-Certification Form 
Absences of up to seven calendar days must be supported by a self-certification form and 
should be completed upon return to work and sent to HR/Payroll. False information 
provided on a self-certification form will be treated as misconduct and will be subject to the 
disciplinary procedure. 
 
Medical Certificate  
Where an absence continues beyond seven calendar days, a medical certificate (fit note) 
from a doctor or hospital expressing the medical reason for absence from work will be 
required and sent to the line manager/HR without delay. Without this information sick pay 
may be withheld.  Upon return to work the manager will go through a back to work meeting 
to discuss the absence and any relevant issues arising from it.  
 
Conduct Whilst on Sick Leave 
 
The Company expects that you will do your utmost to ensure as fast a return to work as 
possible (whilst also bearing in mind that returning to work too soon may be detrimental in 



 

                                  

the long-term).  It is expected that employees will not participate in any sports, hobbies, 
social or other activities (e.g., holidays) which are in any way inconsistent with the reason for 
absence, or which could aggravate or delay recovery. 
 
On no account should other employment (whether paid or unpaid) whilst absent from work 
due to sickness.  The undertaking of any other employment whilst absent due to sickness 
will normally be regarded as a serious disciplinary issue, which could lead to dismissal. 
 
Back to Work Meeting 
 
Following each occasion of absence, a discussion will take place relevant to that particular 
absence and suitability to return to work as well as explaining the absence monitoring 
procedure and discussing the current levels of sickness.  The formality if this meeting will 
depend on the individual circumstances of the absence. 
 
If absence levels are causing concern, expected improvement, time scales and review period 
will be identified.  This will be confirmed in writing and a copy placed in your personnel file.  
 
If, at review stage, or following a further absence there has been no improvement the 
following actions may be taken: 
 
a) Refer to an occupational health examination if this has not already been done seeking 

advice as to ability to fulfil your contractual engagement. 
b) Proceed with formal action and convening a formal meeting to discuss levels of 

attendance. 
c) Proceed with both above. 
 
A refusal to obtain or pass on a GPs report or to attend a medical examination may lead to 
disciplinary action up to and including dismissal. 
 
For information on Sick Pay, please refer to section 6.1 of this Handbook. 

Short Term Sickness Policy  

 
Short term absence is defined as sick leave of short duration, either certified or uncertified.  
 
Action may be taken under this procedure if it is identified that there is a pattern in absence; 
or that the employee’s time off profile is high relative to others. 
 
Formal Review - Stage 1 
 
If there is no satisfactory improvement in attendance following back to work interviews, the 
manager or HR Manager will arrange a first formal review meeting to discuss the attendance 
issue. At this meeting there is the right to representation by a fellow worker or a trade union 
representative.   
 
If appropriate the Manager/HR Manager will issue a Stage 1 written warning under this 
procedure. The outcome of the meeting will be confirmed in writing, and a copy placed on 
the employee’s personnel file.   This warning will remain on file for a period of 12 months. 



 

                                  

 
Formal Review - Stage 2 
 
If no satisfactory improvement is apparent during the review period, or the absence levels 
become unsatisfactory during the warning period, the Manager/HR Manager will call a 
further meeting under stage 2 of this procedure. 
  
This meeting may take place before the end of the agreed review period if the absence 
reaches an unacceptable level. If appropriate the Manager/HR Manager will issue a Stage 2 
written warning under this procedure.  Following this meeting, unless there is a significant 
and sustained improvement, further action may be taken.  If the level of absence warrants it, 
this could lead to the termination of employment.  The outcome of the meeting will be 
confirmed in writing and will remain on the file for a period of 12 months. 
 
Formal Review - Stage 3 
 
If having followed the previous stages there is still no satisfactory improvement in 
attendance the Manager/ HR Manager will, where appropriate, refer the employee to have 
an Occupational Health Assessment.  A further meeting will be arranged where continuation 
of employment will be considered.  
 
At the meeting the HR Manager/Line Manager shall present their report and the employee 
will be given the opportunity to respond.  
 
Having considered all factors, if the level of absence is no longer sustainable given the 
organisation’s resources, the employee’s contract may be terminated with appropriate 
notice. This will be confirmed in writing.   

Long Term Sickness Policy and Procedure 

 
Long term sickness absence can be defined as extensive absence(s) due to serious or 
significant illness covering a prolonged period i.e., four weeks or more.   
 
During any periods of long-term sickness absence, we will aim to keep in regular contact to 
plan for your return to work. We will consider any reasonable adjustments that can be 
considered.  In a small number of instances, health may deteriorate to such an extent that 
return to work seems unlikely. Before considering any decision to terminate employment, 
we will fully investigate and work with the individual concerned to offer support and advice 
as appropriate. 
 
During any period of sickness absence, the organisation may ask you to attend a meeting at 
which you may be accompanied by a colleague or trade union representative.  If you are too 
unwell to come to our premises, the organisation reserves the right to visit you at your 
home or at a mutually agreed venue. 
 
It is a requirement that you must be signed back as fit to return to work by your GP and we 
may also require an Occupational Health assessment before returning to work. 
 



 

                                  

If your attendance record does not improve, or long-term absence continues, a final meeting 
will be arranged.  At this point, unless there are reasonable grounds to believe that there will 
be an improvement in the foreseeable future, the organisation may decide to dismiss by 
reason of incapability, and this will be fully explained.  Any decision to terminate 
employment due to sickness will be taken irrespective of any remaining to sick pay. 
 
The general principle that will be adopted is to ensure that every attempt is made to 
investigate the nature of the illness and that medical advice will be sought to assist in 
reaching a decision. 
 
Rights of appeal 
 
If dismissal is the only alternative, you have the right to appeal against this decision. This 
must be in writing and within five working days of receiving written confirmation of the 
action.   
 
2.4 Performance and Capability Policy 
 
We will do our best to ensure you achieve and maintain a high standard of performance in 
your work, by establishing standards, monitoring performance and providing you with 
appropriate training and support. 
 
There will be times when employees do not perform at the levels required.  In dealing with 
cases of poor performance, the Company distinguishes between those where the reason is 
within the employee’s control (e.g., negligence, lack of application or attitudinal problems) 
and those where the reason is outside the employees’ control (e.g., health, a lack of training 
or the changing nature of the job).  In the former case, the Disciplinary Procedure will be 
used, and in the latter case, the Performance and Capability Procedure below will be used. 
In cases of sickness absence, the Sickness Absence Policy and Procedure will be utilised, and 
this may be used in conjunction with the procedure below. 
 
Performance and Capability Procedure 
 
Informal Stage 
 
If it becomes clear to your manager that your performance is unacceptable, they will discuss 
the matter with you to try to establish the reason(s) for the poor performance.  Following 
the informal discussion, your manager will monitor your performance for an appropriate 
period thereafter.   
 
If ill-health is the cause of the shortfall in standards, a medical report from your clinician may 
be requested and/or a report from the Company’s choice of occupational health provider.  
Refusal to obtain or pass on a medical report or to attend a medical examination may lead 
the Company taking disciplinary action, up to and including dismissal. 
 
First Stage 
 
If you fail to show a significant improvement, we will write to you giving details of the 
underperformance and to set a formal performance improvement meeting. 
 



 

                                  

If the outcome of the meeting could be a formal sanction, you will have the right to be 
accompanied by a colleague or a trade union official.  The format will be the same as that in 
the Disciplinary Policy and Procedure although the reason will be based on capability rather 
than misconduct.   
 
We will consider what the cause of the poor performance is and identify any action that can 
be taken. The outcome of the meeting will be recorded in writing and a copy will be given to 
the employee. 
 
Final Stage 
 
At the end of the review period a further formal performance review meeting will be held 
between you and your manager and if you would like to be accompanied you can with your 
representative, at which time: 

• If the required improvement has been made, you will be told that that is the case 
and be encouraged to maintain the improvement.  Further formal review meetings 
will be arranged if appropriate. 

• If some improvement has been made but the standard has not yet been met, the 
review period may be extended.  During the review period, a further formal 
Performance Improvement meeting will be arranged. 

• If there has been no distinct improvement, we will explain that as you have failed to 
improve the Company will consider whether there are suitable alternative vacancies 
within the business. If such vacancies are available, the employee will be given full 
details in writing before being required to make a final decision. 

• In the absence of suitable alternative work, the employee will be told that the 
Company has no alternative but to dismiss.  You will be invited to give your views on 
this, including alternative proposals, before the final decision is taken.  The decision 
will be confirmed to the employee in writing. 

• If the main cause of the poor performance is the fact that the job has changed over 
time, the Company will consider whether a redundancy situation has occurred. If this 
is the case, the statutory redundancy procedure must be followed. 

• If the main cause of the poor performance is a medical one, the Company will 
consider whether the employee is disabled within the meaning of the Equality Act 
2010 and will take appropriate action including consideration of any reasonable 
adjustments to the job role and work area. 
 

In the event of a dismissal on the grounds of capability, the employee is entitled to notice 
pay. The notice pay will depend on the employee’s length of service and statutory rights. 
 
Additional Considerations  
 
In the event of a dismissal, the employee may appeal in writing, stating the reasons for the 
appeal, within 5 working days of the receipt of the dismissal letter.   The appeal will be heard 
in accordance with the Company’s Disciplinary Appeals Procedure.  This right also applies to 
“action short of dismissal” such as transfers, demotion and alteration of duties. Outcomes of 
formal meetings will be confirmed to the employee in writing. 
 



 

                                  

2.5 Code of Conduct 

All employees have a duty to comply with the standards below: 

Standards  

 
a) Fellow employees, clients, visitors, suppliers/contributors and members of the public 

should be treated with consideration and dignity to help preserve positive relationships. 

b) Cleanliness and tidiness of the workplace should be monitored and maintained, litter 
discarded with care and removed whenever practical.   

c) Teamwork is essential to effective operation and should be encouraged whenever 
possible 

d) A responsive, co-operative, polite and flexible attitude is expected from all members of 
staff 

e) Employees are required to comply with the rules relating to notification of absence and 
timekeeping   

f) All employees are required to treat everyone fairly, equally and in a way which is free 
from discrimination 

g) Employees are required to always comply with the Company’s operating policies and 
procedures 

h) Employees are required to keep all information gained in the course of their 
employment confidential; both during and after their employment. 

i) Employees are required to gain an understanding of the Company’s health and safety 
procedures, and to comply with and always observe them 

j) To provide a cost-effective service, employees are requested to use the Company’s 
equipment, materials and services wisely 

k) You are required to dress appropriately for the type of work for which you are 
employed, wearing uniform if provided along with any safety clothing or equipment  

Unacceptable Behaviour 

 
The following list is not exhaustive but gives examples of misconduct which may result in 
disciplinary action. 
 
YOU MUST NOT:  

a) Leave your premises of work without permission from your manager during your hours of 
work.   

b) Commit any act which is a breach of safety rules or legislation, or which may endanger 
persons or property. 

c) Commit any act which is in breach of the Dignity at Work policies including the Equal 
Opportunities and Harassment Policy  



 

                                  

d) Use Company property or any other property on the Company’s or customers premises, 
for any purpose other than that for which it was intended, and for which you have 
authorisation to deal with it. 

e) Remove any article or articles, which are Company or customers property or any other 
individual’s property, kept on their premises without authorisation from the appropriate 
person. 

f)  Report to or be at work unfit due to the influence of alcohol or drugs. 

g) Carry out private trading on the Company’s premises without management permission. 

h) Engage in horseplay, fighting, brawling, and threatening behaviour, assault or intimidation 
on the Company or customer premises. 

i) Organise or take part in any game of chance or wagering on the Company or customers 
premises. 

j) Become involved in any activity on the Company’s or customers premises which breaks the 
law. 

k) Smoke or use e-cigarettes on the Company or customers premises with exception of in 
designated areas.  

l) Bring onto, or use in any way on, the Company or customer premises, any item which may 
constitute an offensive weapon or any items which are intended for use as a weapon. 

We reserve the right to make deductions from the employee’s pay in respect of any damage 
to Company or customer property either through misuse or carelessness or theft. 

Gross Misconduct  
 
The following list is not exhaustive but gives examples of gross misconduct which may result 
in disciplinary action up to and including dismissal: 

• Falsification of records including those relating to obtaining employment or any other 
corrupt practice. 

• Abuse or theft of property belonging to the Company, our clients or other employees. 

• Neglect of duty and/or conduct liable to endanger persons, property or the Company 
reputation. 

• Repeated unauthorised absence from the place of work. 

• Fraud. 

• Disorderly conduct including fighting, threats of physical violence or aggression and 
intimidation on Company or customers premises. 

• Conduct amounting to any form of harassment, victimisation, bullying or any form of 
teasing of all varieties of discrimination of another employee and customers and 
suppliers. 

• The unauthorised disclosure of any confidential information relating to the affairs of the 
company or its customers or any other conduct likely to discredit the Company or the 
conduct of its business. 

• Breach of trust. 



 

                                  

• Serious or gross negligence which causes unacceptable loss or damage to the Company 
and/or any of our clients or may result in an action against the employer for negligence 
or for breach of the duty of care. 

• Serious act of insubordination, wilful disobedience or blank refusal to carry out 
reasonable instructions or contractual requirements. 

• Being charged with or convicted of a criminal offence. The Company also reserves the 
right to suspend on full pay any employee charged with a criminal offence pending 
verdict. 

• Gross dereliction of duty. 

• Possession, use of, or being under the influence of non-medicinal drugs or alcohol on the 
Company or customer premises or during working hours. 

• Being guilty of conduct which, in our reasonable opinion, brings or is likely to bring an 
employee or the Company into disrepute. 

• Gambling, bribery or corruption. 

• Unauthorised accessing or use of computer data. 

• Unauthorised copying of computer software. 

Drugs and Alcohol 

 
The consumption of alcohol and the possession, use or distribution of drugs for non-
medicinal purposes is strictly forbidden on Company premises. Contravention of this rule will 
be classed as gross misconduct. The Company reserves the right to require you to undergo 
testing or medical examination where it suspects that there has been a breach of this policy. 
 
The Company also reserves the right to require you to undergo testing or a medical 
examination to determine whether a controlled drug has been taken or to determine 
whether you have an alcohol abuse problem and to determine the cause of the problem. 
Refusal to undergo tests or examinations of this nature will be treated in accordance with 
the disciplinary procedure and may be classed as gross misconduct. 
 
If any test or medical examination reveals a positive result for a controlled drug or where 
you admit that there is a problem, the Company reserves the right to suspend you to allow 
the Company to decide whether to deal with the matter under the disciplinary procedure or 
whether to require you to undergo treatment and rehabilitation. 
 
If you are offered treatment or rehabilitation, the Company will determine, in consultation 
with its medical adviser, an appropriate time during which you will be required to undergo 
medical treatment. The Company will determine your fitness to return and, if it does not 
consider that you are fit to return, the Company will require you to take unpaid leave. 
 
Due to the nature of the working environment, a zero tolerance towards alcohol and drugs is 
employed to all employees and visitors to site.  This applies to all employees during their 
working day. 
 
 
 



 

                                  

Intoxicated employees: 
 
If an employee is known to be, or strongly suspected of being, intoxicated by alcohol or 
drugs during working hours, a director will be consulted. Arrangements will be made for the 
employee to be escorted from the company premises immediately. We will take disciplinary 
action when the employee has had time to sober up or recover from the effects of the 
drugs.   
 
Intoxication at work will normally be treated as gross misconduct and result in summary 
dismissal.  
 
Consumption of alcohol on the premises: 
 
Employees are, under normal circumstances, expressly forbidden to bring or consume 
alcohol on the premises. Any breach of this rule will result in disciplinary action being taken 
which is likely to result in summary dismissal.  
 
Drug abuse on the premises: 
 
Employees who take drugs which have not been prescribed on medical grounds will, in the 
absence of mitigating circumstances, be deemed to be committing an act of gross 
misconduct and will thus render themselves likely to be summarily dismissed as will any 
employee believed to be buying or selling drugs, or in possession of unlawful (i.e., 
unprescribed) drugs. 
 
We will: 

• Respect individuals’ dignity and treat all cases confidentially. 

• Consider all the circumstances relating to inappropriate use of drugs or alcohol. 

• Ensure that advice from Occupational Health is sought if appropriate. 

• Ensure that all options are explored and considered in discussion with the employee. 
 
The employees will: 

• Inform their manager if they have a substance misuse problem and co-operate to 
recognise and resolve a drug and/or alcohol problem, which is affecting their work. 

• Attend a medical examination at Occupational Health if required. 
 
The Company reserves the right to withdraw support and will proceed to deal with your 
actions under the disciplinary procedure if you disobey an order given by the Company to 
you relating to your rehabilitation or if you suffer a relapse during or following treatment 
 
Any breach of this policy will lead to the disciplinary policy being invoked. 
 
Dress Code and PPE 
 
As you are liable to encounter customers and members of the public you must present a 
professional image in both your appearance and dress. You should wear appropriate clothes 
relative to your job responsibilities and your position, which must be always kept clean and 
tidy. 
 



 

                                  

If the Company provides you with a uniform, you must always wear this whilst carrying out 
your duties under your contract of employment and this uniform must not be worn for any 
purposes other than Company business. 
 
NRC mandatory PPE is Uniform, Hi-visibility vest and steel toe cap boots. Please be aware 
that this is NRC policy, other site contractors may require additional PPE when entering their 
sites. 
 
It is required that PPE is: - 
• Properly assessed before use (suitability).   
• Maintained and stored properly. 
• Provided with instructions on how to use it safely. 
• Used correctly. 
 
Adverse Weather Conditions 
 
While accepting that staff should not take unreasonable risks in attempting to get to work in 
difficult conditions, it is acknowledged that individual circumstances will vary greatly and 
therefore it is unlikely that this policy will cover all eventualities. Management discretion 
may be necessary if there are exceptional circumstances. 
 
Adverse weather covers conditions such as snow, ice, fog, floods, which render extremely 
hazardous journeys with both public and private transport. 
 
If there are extreme weather conditions you are expected to make every reasonable effort 
to get to work, adapting your means of travel, if necessary, even if this means you will arrive 
late. If you really are unable to attend work because of the weather conditions, you must 
notify your manager immediately or at least before your start time. In this case you would 
normally be expected to take the time as either annual leave or unpaid leave. 
 
Please note that failure to notify the management team that you are unable to attend work 
would count as unauthorised absence. 
 
If you do arrive late because of adverse weather, you will not normally be expected to make 
up the time lost, though this will be based on individual circumstances and is at the 
discretion of the management. 
 
If there is a need to leave work early because of the weather or in the case of worsening, or 
particularly hazardous conditions this decision will be made by your manager on each 
occasion and communicated appropriately.  Typically, on occasions like these you will not be 
required to make the time back. 
 



 

                                  

2.6 Disciplinary 

Disciplinary Policy 

 
We believe that employees are responsible for their own behaviour and conduct.  Whilst 
most issues can be resolved through one-to-one communication and feedback, a formal 
process exists to hold employees accountable for: 
 

• Below standard work performance 

• Unprofessional behaviour 

• Breaking Company policies   
 

The primary objective of our Disciplinary Procedure is to ensure that all disciplinary matters 
are dealt with promptly, fairly and consistently and, where there has been a breach of 
discipline, to encourage an improvement in individual conduct or performance. 
 
During any investigation or formal procedure, data may be used to consider the validation of 
the allegation(s) made. Depending on the circumstances surrounding these you will be 
informed as and when your data is to be used and how it will be processed in line with 
GDPR. 
 
Disciplinary procedures are designed to deal with conduct and are inappropriate for 
capability issues where the reason for shortfall in performance is not within the employee’s 
control.  For example: 
 

• Poor performance due to insufficient skill or aptitude 

• Ill-health including sickness absence 

• A lack of the required qualifications to do the job because the employee has, 
through no fault of their own, failed to obtain them. 

 
In these circumstances the Performance and Capability Policy and Procedure should be 
followed. 
 
Our Code of Conduct is set out in section 2.5.  
 
We reserve the right to discipline or dismiss an employee with less than 24 months’ 
continuous service without following the Disciplinary Procedure.  
 
For employees with 24 months’ continuous service or longer, we will follow the Disciplinary 
Procedure set out below. 

Disciplinary Procedure 

 
Investigation 
 
In most circumstances, where it is suspected a disciplinary offence has been committed, the 
matter will be investigated in order to establish relevant facts.  This investigation will be 
carried out promptly with a view to completion as soon as possible.  
  



 

                                  

It is expected that all employees will cooperate fully with any such investigation and will, if 
required, provide witness statements. 
 
Suspension 
 
In certain circumstances it may be necessary for the employee to be suspended whilst an 
investigation is taking place, for example if there is reason to believe that the employee 
being investigated could influence the investigation, the allegation is classed as gross 
misconduct or their presence at work could cause further harm.  Any suspension will be kept 
as brief as possible and will be on full pay. Suspension does not in itself constitute 
disciplinary action and is without prejudice.   
 
Where an employee has been suspended, they must be available for the employer to 
contact them to assist with the investigation (e.g., by attending meetings). 
 
During any period of suspension, the Company may impose any of the following conditions, 
which the employee must observe: 

• Prohibit the employee from entering Company premises 

• Prohibit the employee from communicating in any way with other employees, 
clients, suppliers, agents or representatives of the employer.  If this is the case, the 
Company will be clear whom the employee’s point of contact will be during their 
suspension. 

• As an alternative to suspension, the Company may require the employee to carry 
out alternative duties (consistent with the skills of the employee) whilst an 
investigation is carried out. 

 
Notice to Attend Disciplinary 
 
Where the Company decides to invoke the Disciplinary Procedure, we will write to the 
employee concerned and invite them to attend a disciplinary hearing.  We will give 
reasonable notice of the requirement to attend the meeting to allow the employee time to 
prepare their case.  Both parties must take reasonable steps to attend. 
 
Disciplinary Hearing 
 
The purpose of a disciplinary hearing is to review the allegations against an employee. Any 
evidence or witness statements presented may be discussed. The employee will be given a 
full opportunity to present their case before it is decided whether or not any disciplinary 
action will be taken.   
 
Employees are entitled to be accompanied by a fellow employee or by a trade union official 
at the disciplinary meeting. Either party can request to adjourn during the disciplinary 
hearing. 
 
Following the Disciplinary Meeting, we may need to undertake further investigations. 
In these circumstances you will be invited in writing to a second reconvened Disciplinary 
meeting. This will be to discuss the outcome of any further investigations before a final 
decision is made. 
 



 

                                  

Disciplinary Action 
 
If no disciplinary warning is issued, the employee will be given confirmation of this and 
details of any actions or expectations arising from the disciplinary hearing.  
 
Where the facts of the case indicate to management that it is necessary, a disciplinary 
warning will be applied. The level of the disciplinary warning will depend upon previous 
warnings (if any) issued to the employee and the seriousness of the allegation.  
 
If the severity of the misconduct warrants it, the sanction may be escalated. For example, in 
cases of gross misconduct we will normally dismiss the employee summarily, i.e., without 
notice.   
 
The stages of procedure which may be invoked are as follows: 
 
Written Warning 
 
The first step of corrective action following minor conduct offences or failure to meet 
standards will normally be a Written Warning.  Such a warning will remain valid for a period 
of 6 months.  It is recognised, however, that certain breaches may be so serious as to 
warrant missing this stage. 
 
Final Written Warning 
 
A repetition of misconduct, failure to meet standards or the committing of a sufficiently 
serious failure to meet standards will, after due investigation, give rise to a final written 
warning.  Such a warning will remain valid for a period of 12 months. 
 
Action short of Dismissal 
 
At this stage, the Company reserves the right, at its complete discretion and in appropriate 
circumstances, to take ‘action short of dismissal’ which may include demotion, transfer to a 
different post or another appropriate sanction. 
 
Dismissal 
 
A further breach or a very serious conduct offence or performance issue will, after due 
investigation, result in dismissal with or without the payment of notice.  If following a 
disciplinary meeting, the Company is satisfied that gross misconduct has occurred; the result 
will normally be summary dismissal without notice or payment in lieu of notice. 
 
Alternative Penalties 
 
Disciplinary action may be also demotion or transfer to new duties at a lower pay rate. ln 
certain circumstances, an informal reprimand or warning may be more appropriate where 
only a minor infringement of the rules has taken place. 
 
 
 
 



 

                                  

The Right to be accompanied 
 
Formal Meetings and Hearings  
 
Employees are entitled to be accompanied by a work colleague or trade union official at any 
formal disciplinary or grievance meetings or appeal hearings. 
 
An employee under the age of 18 may choose to be accompanied by a parent or legal 
guardian. 
 
An employee who wishes to take advantage of this right must notify the Company of the 
name and position of their chosen companion. The Company may refuse to allow the 
companion to attend the meeting or hearing if the Company considers there may be a 
conflict of interest.   If so, the Company must allow the employee to choose a different 
companion.  
 
The meeting or hearing may be delayed for up to five working days if the companion is not 
available to attend.  
 
The companion is permitted to put forward and sum up the employee’s case, ask questions 
and confer with the employee, but is not entitled to answer questions directly on the 
employee’s behalf. If the companion’s behaviour is inappropriate, they may be asked to 
leave. Examples of this would include, but are not limited to haranguing the persons 
present, becoming aggressive, or using foul or abusive language. 
 
Informal, Investigation and Suspension Meetings 
 
In these circumstances employees do not have right to be accompanied.  The Company may, 
at its discretion, allow an employee to bring a companion, however the companion may not 
play an active part in the meeting. 
 
The Company will refuse permission for the companion to attend the meeting if the 
Company considers there may be a conflict of interest. 
 
Confirmation of Outcome 
 
When any disciplinary action has been taken the employee will be informed of the outcome 
of the meeting in writing as soon as possible. This will include the reason for any sanction 
and the conduct or standards required in the future. The employee will also be advised of 
the consequences if they fail to improve the standard of conduct. The outcome letter will 
include details of the employee’s right to appeal. 
 
The Right of Appeal 
 
Employees have the right of appeal against any disciplinary decision within five working days 
of receiving the outcome letter.  Where possible, the manager who made the original 
decision will not hear such an appeal.  
 



 

                                  

Any appeal must be put in writing to the person specified in the disciplinary outcome letter. 
The appeal letter must state, in full, the reasons and specific grounds for the appeal against 
the decision made in the Disciplinary Process. 
 
The meeting will be arranged as soon as practicable but may be delayed to undertake 
further investigation. The appeal hearing will review the reasons for appeal and consider any 
further evidence gathered. It may also review evidence or items discussed at the disciplinary 
hearing. 
 
Employees have a right to be accompanied in the meeting by a colleague of your choice or a 
Trade Union Representative. 
 
The final decision will be communicated within 10 working days. If it is not possible to 
respond within the specified time period, an explanation for the delay will be given and 
when a response can be expected. The decision of this appeal hearing is final and there is no 
further right of review. 
 
2.7 Vehicles 
 
The company has a legal obligation to check that employees are permitted and insured to 
drive either their own or a company owned car for business purposes therefore will require 
personal data to ensure this obligation is met.  
 
This data will be processed and retained in line with GDPR. 
 
Employees must comply with the Company Vehicle Policy which can be found separately to 
this handbook, any breach of the Vehicle Policy will be investigated and may result in 
disciplinary action being taken, up to and including dismissal.  
 
3.  Communication 
 
3.1 Confidentiality Policy  
 
Protection of the confidential data we hold is crucial to our business. Employees may not 
directly or indirectly use or disclose to any unauthorised person without prior written 
permission from the Directors any confidential information which is acquired in respect to 
any of the activities we undertake including personal details or records of individuals and 
clients, methods, policies or any other confidential information.  Infringements of this policy 
and after thorough investigation will be dealt with appropriately, up to and including 
termination of employment.   
 
In addition, idle gossip and dissemination of confidential information within the company, 
such as personal details or records; financial information, etc. will also be subject to 
disciplinary action up to and including dismissal.  

Confidentiality 

You must abide by the provisions in your contract of employment regarding the disclosure of 
information relating to the Company. 

 



 

                                  

Any information which: 

• Is or has been acquired by you during or in the course of your employment or has 
otherwise been acquired by you in confidence. 

• Relates particularly to our Company, or that of other persons or bodies with whom 
we have dealings of any sort and 

• Has not been made public by us, or with our authority, 
 

shall be confidential and unless during our business or required by law, you shall not, either 
before or after the termination of your employment disclose such information to any person 
without our prior written consent. 

You shall exercise reasonable care to keep safe all documents or other material containing 
confidential information, and on the termination of your employment, or at any other time, 
upon demand return to us such material in your possession. 

Failure to comply with these rules and/or any breach of your obligations under them will be 
treated as a serious disciplinary offence that will probably lead to summary dismissal and 
may also result in the Company taking legal action following any decision to terminate. 

Inventions and Discoveries 

Under the Patents Act 1977 any invention or discovery made by you will become our 
property if made: 

• In the course of your normal duties or in the course of duties specifically assigned to 
you, or 

• In the course of your duties, and at the time of making the invention, because of the 
nature of the duties and the responsibilities arising from those duties, you have a 
particular obligation to further our interests. 

  
Confidentiality Agreement  
 
All workers are required to adhere to the following and form part of the terms and 
conditions of employment: 
 
I recognise that while carrying out my duties I will be exposed to and have possession of 
confidential information.  This may be in many forms but the details about clients and 
business matters relating to the Company.  This information may or may not be marked 
confidential. 
 
I pledge not to use any portion of the confidential information for any purpose other than 
that required for the fulfillment of my duties. 
 
Specifically, I will at no time or in any manner, either directly or indirectly, use for personal 
gain, or divulge, disclose, or communicate in any manner any information which comes into 
my possession that is, or could be confidential unless authorised to do so by the Directors. 
 
I acknowledge that any unauthorised breach of confidentiality is a breach to my Terms and 
Conditions of Employment and can result in disciplinary action being taken against me, 
which may, in serious cases be summary dismissal. 
 



 

                                  

I understand that this responsibility for confidentiality rests with me not only whilst 
employed here but also afterwards. 
 
3.2 Communications & IT Policy 
 
All means of communication that are used for the supply, transfer and processing of data 
must be used in line with GDPR. Where you are responsible for your own data files you must 
ensure that they meet the requirements of the GDPR policy outlined in this handbook.  In 
summary you must have a strict data organisation system, clear retention strategy, provide 
secure storage facilities and a safe and secure means of destroying data when it is no longer 
required.  

Use of Email and Internet 

 
Email 
 

• Email messages (internal and external) should be treated with the same care as 
traditional written communications.  Any messages sent to other agencies etc. could 
be seen to represent the views and opinions of the whole Company. 

• All messages must be written in a professional manner with appropriate language 
and content.  They must not contain any personal, untrue or defamatory statements 
about any individual. 

• Internet and email transmissions are not always secure; you must not use them to 
send confidential or sensitive information to anyone other than those verified.  If 
you are in doubt as to whether information is confidential or not, please seek 
guidance.   

• If you receive an email message that contains material that is inappropriate, 
unsolicited or looks suspicious you are advised to delete it immediately.  Under no 
circumstances should such mail be forwarded to another individual or stored on the 
organisation’s computers.   

• All emails are liable to be intercepted.  Where inappropriate messages originate 
from within the organisation, this will be investigated and if necessary disciplinary 
action will be taken. The dissemination of inappropriate material is strictly 
forbidden.  It may result in dismissal and may also constitute a criminal offence. 

• If you receive a message which you find offensive, please report the incident to your 
manager. In cases of obscene and offensive emails, the information may be passed 
onto the Police for possible prosecution.   

• Please do not print emails unnecessarily. 

• Incoming emails and any attachments must be checked for viruses.  Automatic virus 
checking must not be circumvented. 

• Care must be taken in addressing emails to ensure that emails are only sent to the 
intended recipients. 

• Staff must not access, change or use another user’s username/ password/email 
account or files for which they do not have explicit authorisation. 

 
 
 
 
 



 

                                  

Internet 
 

• Where accessing the internet, employees should act in a ‘responsible manner’.  
Whatever applies in spirit with regards to the use of email as described in the 
section above also applies to the internet.   

 
Users must refer to the IT acceptable usage policy 

 
Social Media 
 
Employees have certain obligations and responsibilities when using social media whilst in 
employment at the Company. 
 
If an employee identifies themselves as working for the company (e.g., in an online 
biography, wearing company uniform or badge etc) then this may link any comments made 
to the Company.  Depending on content, such comments could bring the Company name 
into disrepute which is a disciplinary offence. If an employee does identify themselves as 
working for the company, then it should be clear on their profile that any comments or posts 
made are their own personal views. 
 
Company logos or graphics must not be displayed on personal profiles. 
 
Company email addresses must not be used to register for personal social media accounts. 
 
The following conduct is not permitted and if found may result in disciplinary action and is 
considered potential gross misconduct. 
 

• Share confidential or private information about the Company’s business operations, 
products, services, or customers. 

• Speak/communicate on behalf of the company unless I am a nominated 
spokesperson and have express written authorisation to do so. 

• Post anonymously about the Company, including but not limited to, their products, 
services, business operations or contracts of employment. 

• Post inappropriate, defamatory, or discriminatory images, comments or information 
about colleagues, customers, 3rd party contractors, suppliers, or the business. 

• Post content that brings the Company name into disrepute, makes myself 
unacceptable to other colleagues or has an adverse bearing on my suitability for 
employment by the Company. 

• Harass, discriminate against or bully other colleagues via social media, either 
generally or on grounds relating to any protected characteristic. 

• Post any reviews of the Company’s products, good or bad, without declaring who 
you are and your relationship with the Company. 

Personal Use of the Telephone 

 
You are not permitted to make or receive any private telephone calls on landlines during 
working hours, unless either in the event of a family emergency or you have express 
permission from your manager.  
 



 

                                  

Mobile Phone Policy 
 
Mobile phone use can be both disruptive (in terms of productivity and concentration) and 
dangerous (from a health and safety perspective). This policy will apply differently to 
individual members of staff and what is acceptable will depend on the type of work being 
undertaken and the working environment. We expect all employees to adopt a common-
sense approach in this regard. 
 
This policy relates to all forms of communication, including but not limited to, phone (and 
video) calls, any form of messaging and access to the internet and/or apps.  
 
Guidelines: 
 

• Mobile phones should not be used when they could pose a security or safety 
risk, or when they will distract from work tasks 

• Never use a mobile phone whilst driving unless it is safe to do so (refer to the 
Driving for Work Policy) 

• Do not use mobile devices for listening to radio/music or other distractions from 
your work 

• Avoid using mobile phones for personal tasks 

• Do not use mobile phones during meetings for personal use 
 
Use of mobile phones for work purposes 
 
NRC recognise that a mobile phone is a useful communication tool and there may be times 
that it required to be used for work purposes.  
 
If regular use of a mobile phone is a requirement of your role you will be provided with a 
work phone and the expectation of its use explained to you. 
 
However, it may be that to ensure safety and efficient working using your personal mobile 
phone to make emergency calls, advice of changes to working plans or any other work-
related communication may be required. In this instance you are reminded of the guidelines 
above to ensure any use of your personal mobile phone during work time is permitted. 
 
Improper use of mobile phones may result in disciplinary action and repeated offences may 
result in action up to and including dismissal.  

Monitoring of Communication 

We reserve the right at any time to audit any property on our premises, including the use of 
all computer equipment, external memory devices, internet history and emails sent, 
received, and stored, telephone conversations, instant messages, system tasks, faxes, and 
paperwork.  All monitoring will be performed in conjunction with the Data Protection Act 
1998.  If there is evidence that the policy set out in this document has been contravened, 
the employee concerned will be investigated and may be subject to disciplinary procedures 
up to and including dismissal.  Any evidence that an employee has committed a criminal 
offence may be forwarded to the appropriate authorities for further action. 
 



 

                                  

Given this, you should not regard either work or personal communications on the 
organisation’s facilities as private. The purposes of such logging, auditing, monitoring, and 
recording are to: 
 

• Investigate and detect unauthorised use of the systems such as personal use.  
 

• Investigate allegations of misconduct, breach of contract, a criminal offence or fraud 
by the user or a third party.  

Use of IT Equipment 

Installation of Software 

Staff are prohibited from installing or upgrading any software without the express 
permission of the Directors.  Staff are also prohibited from downloading software, upgrades, 
or add-ins from the internet without the express permission of the Directors. 
 
3.3 Dignity at work 

Equal Opportunities 

 
We are committed to providing a working environment in which you can realise your full 
potential and contribute to our business success irrespective of your gender, race, disability, 
sexual orientation, religion, or belief.   
 
To create conditions, in which this goal can be realised, we are committed to identifying and 
eliminating unlawful discriminatory practices, procedures and attitudes throughout the 
Company.  We expect you to support this commitment and to assist in its realisation in all 
possible ways. 
 
We will not tolerate any unlawful discrimination in relation to a person's race, sex, disability, 
religious beliefs, colour, ethnic origin, nationality, sexual orientation, age or marital status or 
trade union membership or non-membership. 
 
In addition, we will not tolerate any such discrimination against a client or visitor. 
 
Any such discrimination against employees, clients or visitors will be considered as a serious 
disciplinary office and could lead to your dismissal. 
 
We aim to ensure that no employee or candidate is subject to unlawful discrimination, 
either directly or indirectly, on the grounds of gender, race (including colour, nationality or 
ethnic origin), age, sexual orientation, religion or belief or disability.  This commitment 
applies to all aspects of employment, including: 
 

• Recruitment and selection, including advertisements, job descriptions, interview and 
selection procedures. 

• Training 

• Promotion and career development opportunities 

• Terms and conditions of employment, and access to employment related benefits 
and facilities 



 

                                  

• Grievance handling and the application of disciplinary procedures 

• Selection for redundancy 
 
It is your duty, and the duty of all employees, to accept personal responsibility for the 
practical application of this policy. 
 
We take every complaint regarding equal opportunities very seriously.   If you would like to 
talk to someone about this, then please in the first instance talk to your manager.  

Bullying and Harassment 

 
We are committed to encouraging an environment in which everyone is entitled to work 
without harassment, victimisation or bullying, due to their race, creed, colour, sexual 
orientation, nationality, ethnic origins, religion, disability, age, gender, marital status, or 
trade union or non-membership. You are at all times expected to behave in a considerate 
and respectful manner towards your colleagues, clients, visitors and any other person you 
come into contact within the course of your employment.   
 
We recognise the moral and legal rights of our employees and users of our services to be 
treated with dignity and respect. We also recognise the right to perform your duties in an 
environment free from harassment of any kind. 
 
Definition of Harassment 
 
Harassment is defined as unwanted conduct that violates a person’s dignity or creates an 
intimidating, hostile, degrading, humiliating or offensive environment for them having 
regard to all the circumstances including the perception of the victim. 
 
Although sexual and racial harassment are the commonly known forms of the activity, 
people can be harassed, bullied or victimised because of their age, ethnic origin, disability, 
religion or appearance.  In fact, any activity which singles out one employee from his/her 
colleagues can constitute harassment.   
 
Whether or not an employee feels that he/she is being harassed will depend upon their own 
perception.  An action which one individual may shrug off as workplace fun may be 
perceived as a threat or an insult by someone else.  Also, an individual who is accused of 
harassment may not even be aware that his/her behaviour was causing offence. 
 
Harassing and Discriminating Behaviour 
 
SEXUAL 

• unwelcome sexual remarks, such as jokes, innuendo, verbal abuse 

• the display of pornographic pictures or sexually suggestive subject matter and the 
display of pin-ups which may cause offence to others. 

• unwelcome remarks about a person’s dress, physical appearance or marital status 

• behaviour which condemns, ridicules or physically threatens a person because of 
their sexuality 

• unwelcome physical conduct or demand for sexual favours 

• bullying or harassment due to association 



 

                                  

 
 
RACIAL 

• racially derogatory remarks or racist jokes, whether within the hearing of the 
offended individual or not 

• the display of racially offensive material or graffiti 

• insulting behaviour, threats or physical assault 

• deliberate isolation or non-co-operation at work 

• bullying or harassment due to association  
 
DISABLED PEOPLE 

• harassment or undignified treatment  

• ridicule of people because of their disability, vulnerability or actual or perceived 
reduced independence 

• bullying or harassment because of association  
 
RELIGIOUS DISCRIMINATION 

• behaviour which fails to acknowledge the rights or needs of people with different 
beliefs or practices 

• bullying or harassment because of association  
 
AGE DISCRIMINATION 

• ridiculing or demeaning behaviour addressed towards people of a particular age, 
regardless of whether this is young or old 

• bullying or harassment because of association  
 
BULLYING AND VICTIMISATION 

• the intentional intimidation or belittling of someone by an individual or a group 
through the misuse of power or position which leaves them feeling hurt, upset, 
vulnerable or helpless 

• where a person is treated less favourably than others because of any of the above or 
because an individual has complained about discrimination against them or other 
people 

 
We take every complaint of harassment very seriously.   If you would like to talk to someone 
about this, then please in the first instance talk to your manager. 
 
It is important to understand that if an employee, following an investigation, is found to 
have harassed another employee or client, in any way, then they have contravened this 
policy and we will take disciplinary action up to and including dismissal. 
 
3.4 Grievance 
 
Grievance Policy 
 
It is our policy to ensure that everything possible is done by all to encourage and maintain 
good employee relations, to ensure a motivated workforce and an efficient service.  
 



 

                                  

Most issues can be resolved through one-to-one feedback and communication; however, a 
formal grievance procedure exists to ensure that any issues which are not resolved through 
informal channels are dealt with promptly, fairly, and consistently. 
 
Every effort will be made to ensure that all workers are aware of the procedure and will not 
suffer any detriment from exercising their right to raise a grievance or dispute. During any 
investigation or formal procedure data may be used to consider the validation of the 
allegation(s) made.  
 
The company reserves the right to not pursue grievances formally that are frivolous or 
vexatious, or that merely repeat complaints that have already been made and investigated. 
 
Depending on the circumstances surrounding these you will be informed as and when your 
data is to be used and how it will be processed in line with GDPR. 

Grievance Procedure 

 
Informal Stage 
 
If you have a grievance or dispute about your employment, it should first be discussed 
informally with your direct line manager. 
 
Where the grievance cannot be resolved informally, it should be dealt with under the formal 
grievance procedure, which begins by putting your grievance in writing. 
 
Letter 
 
If you feel that the matter has not been resolved satisfactorily through informal discussions, 
you may raise the matter formally.    
 
To do this, you must set out the grievance in writing to an appropriate manager. Usually, you 
would address this to your line manager. If the grievance is about them, you can address it 
to the next level of Management. In your letter you must inform the manager of the basis 
for the grievance. The manager must have reasonable opportunity to consider it.  
 
In some cases, a grievance may fall under the terms of a protected disclosure. Therefore, if 
the grievance relates to wrongdoing which could amount to a disclosure, you should refer to 
the Section 3.5 Open Door and Whistleblowing Policy and Procedure. 
 
Assessment stage 
 
The purpose of the following grievance procedure is to address the substance of the 
grievance itself, assessing the seriousness of the complaint which in turn will dictate the 
level of resource and the relevant process that will be required 
 
The manager in receipt of the grievance (with the support of HR) will make an initial 
assessment of its strength and potential seriousness and reach a judgment as to whether it 
raises a genuine concern or is essentially trivial. If upon initial reading, the grievances shows 



 

                                  

to be concerned with a trivial issue, an informal discussion will take place with the employee 
over whether there is a real need to pursue the matter through the grievance procedure. 
 
If the grievance is clearly frivolous, the employee shall be informed that it will not be dealt 
with in accordance with the grievance procedure, unless the employee can show that it is 
based on a legitimate concern. The employee will be written to in this instance explaining 
the reasons as to why no further steps will be taken. 
 
If the grievance restates a complaint that is already being dealt with, or has been dealt with 
in the past, the employee will be asked to explain how this new grievance differs and what 
new evidence has come to light. If nothing new is being raised the grievance shall be 
rejected and the employee will be written to explaining as such, referring the employee to 
previous outcomes or correspondence where appropriate. 
 
If a grievance is submitted that is closely related to an ongoing issue, the new grievance will 
be dealt with as part of the existing process.  
 
Investigation 
 
In some circumstances, for example, where a grievance involves allegations, the matter may 
be investigated to establish relevant facts.  This investigation will be carried out promptly 
with a view to completion as soon as possible. It is expected that all employees will 
cooperate fully with any such investigation and will, if required, provide witness statements. 
 
Notice of Grievance Hearing 
 
A hearing will be arranged with the manager to discuss the grievance at a reasonable time 
and place. Both parties must take reasonable steps to attend. The Company will confirm the 
details of the grievance meeting with the employee concerned in writing.  
 
Formal Meetings and Hearings  
 
Employees are entitled to be accompanied by a work colleague or trade union official at any 
formal disciplinary or grievance meetings or appeal hearings. An employee under the age of 
18 may choose to be accompanied by a parent or legal guardian. 
 
An employee who wishes to take advantage of this right must notify the Company of the 
name and position of his or her chosen companion. The Company may refuse to allow the 
companion to attend the meeting or hearing if the Company considers there may be a 
conflict of interest.   If so, the Company must allow the employee to choose a different 
companion.  
 
The meeting or hearing may be delayed for up to five working days if the companion is not 
available to attend.  
 
The companion is permitted to put forward and sum up the employee’s case, ask questions 
and confer with the employee, but is not entitled to answer questions directly on the 
employee’s behalf. If the companion’s behaviour is inappropriate, they may be asked to 
leave. Examples of this would include, but are not limited to haranguing the persons 
present, becoming aggressive, or using foul or abusive language. 



 

                                  

Informal, Investigation and Suspension Meetings 
 
In these circumstances employees do not have right to be accompanied.  The Company may, 
at its discretion, allow an employee to bring a companion, however the companion may not 
play an active part in the meeting. 
 
The Company will refuse permission for the companion to attend the meeting if the 
Company considers there may be a conflict of interest. 
 
Grievance Hearing 
 
The purpose of a grievance hearing is for the Company to understand the reasons behind an 
employee’s concerns and to identify whether any action needs to be taken as a result of the 
grievance.  
 
Any evidence or witness statements presented may be discussed and the employee will be 
given a full opportunity to present his or her case, before it is decided whether any action 
needs to be taken.   
 
Outcome 
 
Following any grievance meeting, the employee will be informed of the outcome in writing 
as soon as possible. The manager will give a detailed response to the grievance within ten 
working days of the meeting. If it is not possible to respond within the specified time period, 
you will be given an explanation for the delay and told when a response can be expected. 
This will include the reason for any decisions taken and any actions required as a result of 
the process. The outcome letter will include details of the employee’s right to appeal. 
 
The Right of Appeal 
 
The appeal procedure is based upon the following principles: 
 

▪ Employees have the right of appeal against any decision within five working days of 
receiving the outcome letter.  Any appeal must be put in writing to the person 
specified in the grievance outcome letter.  Your appeal letter must state, in full, the 
reasons for the appeal against the decision made in the Grievance Process. 

 
▪ Where possible, the manager who made the original decision will not hear such an 

appeal.  
 

▪ A meeting will be arranged to hear your appeal and consider the decision made 
during the Grievance Process.  The meeting will be arranged as soon as practicable, 
but may be delayed to undertake further investigation. 

 
▪ The appeal hearing will review your reasons for appeal and consider any further 

evidence gathered. It may also review evidence or items discussed at the disciplinary 
hearing. 

 
▪ You have a right to be accompanied in the meeting by a colleague of your choice or 

a Trade Union Representative.  



 

                                  

 
▪ The final decision will be communicated to you within 10 working days. If it is not 

possible to respond within the specified time period, you will be given an 
explanation for the delay and told when a response can be expected. The decision of 
this appeal hearing is final and there is no further right of review. 
 

3.5 Open Door and Whistleblowing  
 
 Open Door Policy 
 
Communication is critical to our success and to building good working relationships among 
our employees. You are encouraged to communicate ideas, suggestions, problems and 
issues of concern to the appropriate person(s).  
 
Whistleblowing  
 
We believe that compliance with the Public Interest and Disclosure Act 1998 is consistent 
with its objective of providing a high-quality service, and that use of an agreed procedure 
will support that compliance. 
 
We encourage a free and open culture in dealings with its officers, employees, and all 
people with whom it engages in business and legal relations. We recognise that effective 
and honest communication is essential if malpractice is to be effectively dealt with and the 
Company’s success ensured.   We will deal responsibly, openly, and professionally with 
genuine concerns you may have about malpractice, be it a safety issue to you or the client, 
financial malpractice or breach of legal obligations that we owe to others.   
 
An important aspect of accountability and transparency is a mechanism to enable staff to 
voice concerns in a responsible and effective manner.  It is the duty of all staff to always 
protect the interests of clients.  
 
This procedure is, accordingly, intended to provide a safeguard to enable members of staff 
to raise concerns about as set out in The Public Interest Disclosure Act 1998: 
 

• that a criminal offence has been committed, is being committed or is likely to be 

committed. 

• that a person has failed, is failing or is likely to fail to comply with any legal 

obligation to which she/he is subject. 

• that a miscarriage of Justice has occurred, is occurring or is likely to occur. 

• that the health and safety of any individual has been, is being or is likely to be 

damaged. It must indicate a greater danger than is associated with the normal use of 

the process/product, or a danger that is not usually associated with it. 

• damage to the environment 

• improper conduct or unethical behaviour has been committed, is being committed 

e.g., minority groups, maltreatment of patients. 

• that information tending to show any matter failing within any one of the preceding 

examples has been, is being or is likely to be deliberately concealed. 



 

                                  

Raising concerns 
 
Any person wishing to raise concerns, in a confidential manner, about such matters as are 
set out above, should report the matter to their manager or the Directors, this detail can be 
found in the Whistleblowing policy. 
 
It is important to recognise that whistleblowing is not a substitute for the Grievance 
Procedure that is available to staff who have individual or collective complaints about their 
employment or management.   

4. Training and Development 

4.1 Induction and Probation  

Policy 

The purpose of an induction is to familiarise you with the working environment, key 
personnel, Company values, standards and operational procedures. It is essential to help you 
integrate into the role and the Company quickly and effectively. 
 
During the probationary period your capability and conduct will be monitored and assessed.  
Review meetings will be held between you and your manager.  If you are having difficulties 
reaching standards, please speak to your manager as soon as possible. This is important to 
make sure that you are adequately supported during your probationary period and to 
ensure that you are aware of the required standards.  

Procedure 

The induction programme should include the following key items: 
 

• Company Introduction 

• Job Role overview 

• Health and Safety Induction including initial H&S training 

• HR Procedures (timekeeping, reporting absence etc) 

• New starter documentation to ensure legal and safe working 
 
At the end of your probationary period (or at any stage during your probationary period 
should there be any concerns about your progress) a review meeting will take place to 
discuss the outcome of your probationary period. 
 
In this meeting, your manager will discuss with you whether you have passed probation. If 
you are able to work independently and at the required standards, and there are no issues 
with conduct then your permanent employment will be confirmed in writing.  
 
If you are showing adequate progress but require additional support to meet required 
standards, then the probationary period may be extended. 
 
If your capability or conduct is unsatisfactory then this meeting can result in your dismissal. 
You will be entitled to pay in lieu of notice as set out in your Contract of Employment. 
 
 



 

                                  

4.2 Health and Safety Awareness  
 
The Directors have overall responsibility for Health and Safety.  If you have any questions or 
concerns about Health and Safety or any ideas or comments that may improve safety, please 
speak to your manager.   
 
Health and Safety Statement 
 
We have a Health and Safety Policy which you are expected to comply with at all times.  The 
Company’s general statement is: 
 
• To provide adequate control of health and safety risks arising from or associated 

with work activities 
• To consult with employees on matters affecting their health and safety 
• To provide and maintain safe equipment 
• To ensure safe handling and use of substances 
• To provide information, instruction and supervision for employees 
• To ensure all employees are competent to do their tasks, and are given adequate 

training 
• To prevent where possible, accidents and cases of work-related ill-health 
• To maintain safe and healthy working conditions 
• To review and revise this policy as necessary and at regular intervals 
 
As an employee you are expected: 
 
• To take reasonable care for the health and safety of yourself and of other persons 

who may be affected by your acts or omissions at work. 
• To co-operate so far as is necessary, with the Company to enable comply with its 

statutory duties. 
• Not to interfere with intentionally or recklessly or misuse anything provided in the 

interests of health, safety and welfare. 
• To make full and proper use of any control measure or personal protective 

equipment provided. 
• To report any defect in any control measure or personal protective equipment. 

Accidents 

 
Employees must report all accidents and near misses, however small, as soon as possible.  
Any breach of the Company’s health and safety rules may lead to disciplinary action, up to 
and including dismissal. Full details can be found in the company’s Health and Safety Policy. 
 
Any absence arising from an accident at work will be treated as sickness absence and as such 
the provisions outlined in sections 2.3 and 6.1 of the handbook shall apply. 

Fire Protection 

 
Fire prevention is the responsibility of every member of staff; it is the duty of everybody to 
become familiar with the Company procedures for dealing with a fire and to prevent any 
potential fire hazards. Full details can be found in the company’s Health and Safety Policy. 



 

                                  

 
You should study the fire notices placed at various points in your place of work. 
 
You must also familiarise yourself with the fire alarm system and evacuation for your work 
area, this will be given in more detail at your induction training.   
 
Each employee has a personal responsibility to protect people and property from injury or 
damage by fire.  The following guidelines are to be applied: 
 

• Report fires immediately by calling 999. Report the location of the fire, your name, 
and telephone number from which you are calling.  Be ready to give any other 
pertinent information requested. 

• Know the location of fire and safety exits. 

• Evacuate the work area and gather with fellow employees and clients at the 
designated fire assembly point.  

• If you have been trained in the use of fire extinguishers, you must familiarise 
yourself with the various types of fire extinguisher available in the Company and 
where they are located.  

• Ask your manager for further guidance if you feel you are not sufficiently aware of 
all matters affecting fire prevention and routine. 
 

IMPORTANT: Do not leave the fire assembly point until everyone has been accounted for 
and a manager releases you.   For more detail, please refer to the fire and evacuation 
posters. 
 
First Aid 
 
The Company has first aid boxes for immediate use on the premises.  If you use the boxes 
without the knowledge of the first aiders, then please ensure that you let the individuals 
know as it is their responsibility to ensure the boxes are replenished.   
 
Please use the incident book to report any event that happens in the Company.   
 
Full details can be found in the company’s Health and Safety Policy. 
 
4.3 Training Strategy 
 
Training Policy 
  
The Company believes that continuous improvement of its services is dependent upon the 
continuous development of the skills of its workforce. We will therefore review and plan for 
that continuous development. All staff are required to attend necessary educational 
programmes thought to be appropriate. Mandatory training is given to ensure that 
employees are able to refresh their skills in certain key areas.  
 
The Company will review all requests for development against its objectives to ensure that 
the activity supports the achievement of its objectives.  Formal training or education shall be 
subject to approval prior to any commitment being made to staff and/or training providers.  



 

                                  

All staff training activity shall be the subject of pre and post training assessment to monitor 
effectiveness and progress towards overall strategic objectives. 
 
All staff will be required to participate in relevant training programmes organised within the 
Company. 
 
4.4 Performance Review 
 
Employees will have a formal performance review, ideally annually to link your learning to 
Company objectives. This is a reflective process, in which the employee considers what they 
have done, what they can learn from the experience and what they plan to do in future.  A 
key function of the process is to measure whether employees are meeting the requirements 
for their role.   
 
More detail can be found in the Performance Review Policy 
 
5. Recruitment and Staffing 
 
5.1 Recruitment Code of Practice 
 
Our recruitment principles are: 
 

• There is a fair application process which protects applicants from direct or 
indirect discrimination 

• Policy & procedure training is given to those involved in recruitment & selection 

• Offers are subject to Suitability for Employment Checks  

Equal Opportunities 

 
We are an equal opportunities employer and endeavour to employ a diverse workforce. 
Equal opportunities are considered at all stages of our recruitment and selection process. 
 
We promote a working environment where everyone is able to reach their full potential and 
will make reasonable adjustments to reflect people’s needs, values and diversity. We do not 
discriminate against individuals on the basis of any grounds protected by law and we expect 
all our employees to work together to create an environment of awareness and respect. 
Direct or indirect discrimination will not be tolerated. 

Suitability for Employment Checks 

 
Suitability for Employment Checks will be carried out once an offer of employment has been 
sent.  Checks should be applied consistently for all prospective employees and will be based 
on the requirements for each role. 
 
Checks to include:  

• DBS Disclosure (if applicable) 

• At least two references (covering the last 3 years of employment as a minimum) 

• Right to work in the UK check 

• Medical Health questionnaire or assessment 



 

                                  

• Qualification’s check (if applicable) 

• Drivers Licence and Insurance check (if you are required to drive for work purposes) 
 

5.2 Role Profile 
 
In a recruiting or promotion situation the employer will need to ensure that the correct 
individual(s) is/are selected.  Wherever possible the following points will be used during 
these situations: 

Job Description 

 
A job description which should include the following information: 

• Job title 

• Reporting to 

• Responsible for 

• Role summary 

• Key duties & responsibilities 

Person Specification 

 
There will also be a person specification that will detail the standards the company expects 
from the person required for this particular role and should comprise of the following: 
 

• Qualifications 

• Experience 

• Knowledge 

• Skills and abilities 

• Personal qualities 
 

 
5.3 Employment Contract 

Offer Letter and Contract of employment 

 
The purpose of an offer letter is to outline the main particulars of your employment. You will 
then receive your full contract in line with statutory requirements.  Your statement of 
particulars is set out in brief in your offer letter and is elaborated upon in your employment 
contract. This contract, together with the handbook, forms the main terms and conditions of 
your employment. 

Custom and Practice 

 
We recognise that the contract of employment and employee handbook is not exhaustive in 
detailing all the policies and procedures relating to your employment. However, if you are 
aware that custom and practice contradicts the contents of this handbook or your 
employment contract in anyway, you are asked to bring this to the attention of your 
manager so that this can be reviewed. 

 



 

                                  

5.4 Personal Information 

Changes to Personal Information 

 
You should inform the H&S and HR Manager if there are any changes to your bank details, 
name, home address, and telephone number and next of kin details, so that your records 
can be kept up to date. 

General Data Protection Regulations 

 
Summary 
 
The Company processes personal data in line with the General Data Protection Regulations 
2018. The person responsible for the Data Protection Policy is the H&S and HR Manager and 
they are your contact for any initial questions.  
 
Terminology 
 
“Data controller” is a person or organisation responsible for saying what data is collected 
and how it will be used. 
 
“Data processing” means using data as set out by the data controller. 
 
“Data breach” is where personal data is destroyed, lost, altered or disclosed to/accessed by 
an unauthorised person. 
 
“Privacy Notice” is the document we will give you every time we are collecting your data, 
processing your data for a new purpose or we require additional data from you.  The Privacy 
notice will always include: the purpose of processing the data; which categories of data we 
will need to process; who will receive the data (including if the data needs to be shared 
outside of the EU); how long we will keep your data; your rights in terms of accessing your 
data; the consequences of failing to provide the data and details of any automated decision-
making based on the data you provide 
 
“Data Access request” is where you can ask us about the personal data we are processing 
about you.  There are rules about what you can ask us for and how long we can take to 
respond to your request, which are set out below. 
 
“Personal data” means any data that is about you as an identifiable ‘natural’ person 
(including HR records, customer lists, patients, contact details as well as anonymised data, 
such as IP addresses or payroll numbers).  
 
“Sensitive personal data” is a special category of personal data including Racial or ethnic 
origin; Political opinions; Religious or philosophical beliefs; Trade union membership; Health; 
Sexual orientation or sexual life; Genetic and biometric data 
 
 
 
 



 

                                  

1. Processing Personal Data 
 
Company processes have been reviewed to ensure data protection by design and by default.  
This means that we do not process data without a specific purpose and we have put systems 
in place to ensure that your data is secure. 
 
At the start of, end of and throughout, your employment the Company will need to process 
your personal data and sensitive personal data.  Each time we process your data you will be 
issued with a data notice. 
 
Data is processed only in line with one of the legal bases which are: 
 

1. If we need to process it to comply with a legal obligation (for example showing that 
we are allowing you holiday, maternity leave, sick pay in line with your statutory 
rights). 

2. If we need to process it to demonstrate the performance of a contract (for example 
payroll records show that we are paying you in line with your contract of 
employment and sickness monitoring records show that you are attending work in 
line with your contractual commitment) 

3. If processing is necessary to protect the life of you or another person.  This is 
unlikely to come up whilst you are at work. 

4. If we need to process data in the public interest or in the exercise of official 
authority vested in the controller (for example processing of DBS checks to support 
good safeguarding practice in some workplaces). 

5. If we need to process your data in our legitimate interests, providing that this 
doesn’t compromise your interests, rights or freedoms. 

6. If you consent to us processing your data for some other reason (for example you 
may wish your employer to provide a reference to a letting agent or mortgage 
lender). 

 
2. Processing Sensitive Personal Data 
 
Sensitive Personal data is explained in the terminology section above.  When we are 
processing your sensitive personal data, we will ensure that there are additional protections 
in place (in addition to one of the legal bases outlined above). Before processing sensitive 
personal data, we will confirm that one of the following additional conditions apply: 
 
1. That we have your explicit consent to process your data. 
2. That processing is required of us in relation to employment, social security or social 

protection law or because of a collective agreement. 
3. That you have manifestly made your sensitive personal data public (for example if you 

post political opinions or details about your health on social media) 
4. That we need to process your data to establish, exercise or defend an ongoing legal 

claim. 
5. That we need to assess your working capacity (for example to assess whether it is safe 

for you to return to work following an injury). 
 
 
 

 



 

                                  

3. Data Register 
 
The organisation keeps a data register. 
 
The Data Register records: why we want to process your data; the legal bases for processing 
your data; a description of the categories of your data we need to process, including any 
sensitive personal data; who will receive the data (and if we will need to send it outside of 
the EU), how long we anticipate needing to store your data and the technical and 
organisational security methods we will use to keep your data safe. 
 
4. Data storage terms 
 
We will only keep your data for as long as is necessary to fulfil the purpose for which it was 
collected.  This will be different for different categories of data.  You will be informed of how 
long your data will be stored in the Privacy Notice issued at the time your data is collected. 
 
5. Data Access Requests 
 
You can request confirmation of whether your personal data is being processed, the 
purpose/categories and recipients of such data and a copy of this data.  If you wish to make 
a data access request, you should put your request in writing to the H&S and HR Manager.  
Your request will be processed within 1 month and free-of-charge. 
 
5. Data Breaches 
 
The organisation has a duty to report some data breaches to the relevant statutory authority 
within 72 hours of us becoming aware of the breach.  Failure to report can attract fines of up 
to 10 million euros. 
 
You should report any data breaches or suspected data breaches to the H&S and HR 
Manager immediately.  The issue will then be investigated and appropriate action taken. 
 
7. Third Parties 
 
To assist in the efficient running of the business we may communicate with third parties to 
maintain the operation of the company for example for insurance and financial purposes.  
Where this affect your personal data you will be informed as to how you data is to be 
processed and your rights surrounding it in line with the regulations. 
 
8.  Staff Training 
 
Staff will receive training on data protection principles and our procedures as part of the 
induction process.  Refresher training may be offered as required. 
 
9. Your rights 
 
You can request us to rectify the data we hold on you if it is incorrect by contacting the H&S 
and HR Manager. You can also ask us to stop processing your data until it has been rectified.  
We will ensure that any requests to update your data are processed within one month of 
your request. 



 

                                  

You can also ask us to delete your data in some circumstances, where there is no compelling 
reason for us to continue processing it. 
 
You can object to processing that is done in our legitimate interests but which you feel 
compromises your own interests, rights or freedoms.  You should ensure that your objection 
is put in writing and presented to the H&S and HR Manager. Data processing will then be 
paused whilst your objection is considered and a written response to your objection will be 
provided. 
 
10.  Your responsibilities 
 
As an employee of the Company, you are expected to: 
 

• Comply with Data processing and storage policies and procedures 

• Let us know immediately if the data we hold for you is incorrect 

• Report data breaches immediately.  
 
Failure to comply may lead to disciplinary action up to and including dismissal as data 
breaches can have serious financial consequences for the Company. 
 
5.5 Leaving the Company 

Termination 

 
On termination of your employment (by you or by the Company) we may require you to 
work throughout your notice period or require you to stay away from your place of work 
throughout your notice period (on “garden leave”).  You may be required to take all or part 
of any remaining holiday entitlement during a period of notice or garden leave. 

Exit Interview 

 
We will endeavour to undertake an exit interview with all employees that leave. This 
interview will be to establish your reasons for leaving and to enable the Company to 
continually improve employee relations. 

Notice Period 

 
The notice periods required can be found in your Contract of Employment. In the case of 
Gross Misconduct (please refer to Section 3.5 of this Handbook) your employment may be 
terminated without notice or pay in lieu of notice. 

Retirement 

 
There is no specific retirement age that applies to employees. Employees should notify the 
organisation when they intend to terminate their employment due to retirement. 
 
If you wish to retire, please give as much notice as you can, if possible 12 months prior to 
your intended date of retirement to allow your employer to prepare for the loss of skills and 
knowledge. This intention must be put in writing and addressed to the Directors.  



 

                                  

Return of Company Property 

 
Upon termination of your employment for whatever reason, you must return all Company 
property in your possession, including but not limited to: 
 

• Equipment including IT equipment 

• Keys 

• ID card 

• Tools 

• Uniform 
 

It is a requirement that you surrender these upon termination of your employment by either 
party.   

References for Leavers 

 
It is our policy only to provide basic factual information in respect of reference requests. All 
reference requests should be sent to the Directors, who will complete a standard reference 
stating your job title and the dates of your employment. The purpose of this reference will 
be to confirm your employment history. Co-workers or managers may provide character 
references for employees and ex-employees; however, they must not make any 
representations for or on behalf of the Company and must include the following statement: 
‘In providing this reference, I am obliged to state that the information I have provided is 
based on my personal opinion and may not represent the views of the Company as a whole.’ 
 
Garden Leave 
 
Following notice to terminate your contract by either party, we may decide to place you on 
garden leave. This means that for the remainder of your notice period, we no longer require 
you to come to work. Your contract will still be terminated with effect from the agreed 
contract termination date. In this event, with immediate effect: 
 

• Any powers vested in you are removed 

• You are relieved from the normal duties assigned to you 

• You are excluded from the Company’s premises  

• You are not permitted to act for or on behalf of the Company in any capacity 

You will be eligible for pay in lieu of notice (PILON); for further information please refer to 
section 6.1 
 
 
 
 
 
 
 
 



 

                                  

6 Pay and Benefits 
 
6.1 Pay  

Rate of Pay 

 
We believe that a fair and equitable pay system is essential to its success. The degrees of 
skill and responsibility have been taken into consideration for each job.  Your individual 
salary information can be found on your contract of employment.  

Deductions from Pay 

 
If at any time during or on termination of your employment you owe the company money, 
then by agreeing to these terms and conditions under your contract of employment, you 
agree and authorise the Company to deduct the sum or sums owed from any payment due 
to you from your employer whether wages or salary or payment of any other kind.  For 
example, this will cover deductions from your wages of overpayments of wages, any extra 
holidays taken or expenses, repayments of loans, the cost of damage caused by you or any 
other money due from you to the employer. 

Payslips (Statement of Earnings) 

 
You will be issued with an itemised pay slip each time you are paid.  This will normally be 
paid by electronic transfer in your nominated bank account on your pay day as stipulated in 
your contract of employment. If you are underpaid or overpaid in error you must notify your 
manager as soon as possible. Underpayment or overpayment will normally be adjusted at 
the next available payroll.  

Income Tax and National Insurance 

 
At the end of each tax year the Company will issue you with P60 showing your payments and 
deductions for that year.  You may also be given a form P11D if you have received benefits in 
kind.  You should keep these documents in a safe place as you may need to refer to them in 
future. The Company is not permitted to issue duplicates. 
 
Statutory Sick Pay (SSP) 
To be eligible for sick pay, you must follow the absence reporting procedure documented in 
section 2.3 of this handbook. The Company pays statutory sick pay on behalf of the state; 
current legislation requires employers to pay statutory sick pay to eligible employees for up 
to 28 weeks of absence provided the sickness period is four days or more and you provide 
the appropriate medical evidence.  Statutory sick pay does not become due until the fourth 
day of sickness absence therefore, you get no pay for the first three days of sickness 
absence. Statutory sick pay is subject to deductions from National Insurance, pension 
contributions and income tax. 
 
Pay in Lieu of Notice 
 
In the event of the termination of your contract by either party, the Company reserves the 
right to ask you to leave the premises immediately. This is known as ‘garden leave’; for 



 

                                  

further information, please see section 5.5. In this event you will be eligible to pay in lieu of 
notice. 
  
6.2 Family Friendly  
 
Please approach your manager if you think you qualify for any of the following, your 
manager will then seek advice from HR and explain fully your entitlement.  

Flexible Working 

 
All employees with 26 weeks or more service are lawfully entitled to request flexible working 
arrangements, subject to the statutory regulations.   Employers must seriously consider the 
request but are not obliged to accept.   
 
Employees should refer to the separate Flexible working Policy. 
 
Maternity/Adoption Leave and Pay 
 
Employees are entitled to receive Statutory Maternity leave and pay, provided they meet 
the qualifying criteria.  To claim these rights, you should inform your line manager of your 
pregnancy 15 weeks before your due date.  Your manager will then meet with you to 
compile a maternity diary. 
 
Provisions for adoption leave and pay mirror the Maternity leave and pay above and the 
Shared Parental Leave arrangements below. 

Paternity Leave and Pay 

 
We offer paternity leave in line with current statutory guidelines provided the qualifying 
criteria are met. Expectant fathers who meet the qualifying statutory criteria may also take 
unpaid time off to attend up to two antenatal appointments during the pregnancy.  
 
Shared Parental Leave   
 
Parents or those with parental responsibility for babies due on or after 5th April 2015 are 
entitled to take Shared Parental Leave instead of maternity leave. Under this new Scheme 
parents can decide to share the statutory leave and pay available following the birth of their 
child, providing that they meet the qualifying conditions. 

Parental Leave 

 
Parents and adoptive parents of children under 18 are entitled to take up to 18 weeks of 
unpaid leave in total (no more than 4 weeks leave per year) subject to statutory regulations   

Dependants’ Leave 

 
Employees are entitled to take reasonable unpaid time off to attend to a person for whom 
they have caring responsibilities, and where those care arrangements have either broken 



 

                                  

down or where some other emergency has arisen.  If you are late or absent in such 
circumstances you must report this to your line manager at the earliest opportunity. 

Compassionate Leave  

 
All employees have the right to unpaid time off to deal with sudden and unexpected family 
emergencies. You should notify your manager as soon as is reasonably practicable of the 
absence and the reason for the absence.  This will normally be unpaid. At the discretion of 
the Directors, and in exceptional circumstances, compassionate leave with pay may be 
granted.  This will be up to three days, depending on the circumstances.  Requests for 
compassionate leave in excess of three days will not normally be granted, but will be 
considered under exceptional circumstances.  Alternatively, in such circumstances, unpaid 
compassionate leave may be granted in addition to the three days of paid compassionate 
leave. 
 
It should be noted that Compassionate Leave is only for use in genuine unexpected family 
emergency situations.  It will not be granted for meeting any routine caring duties you carry 
out, moving house, returning late from annual leave, routine maintenance of your home or 
for deliveries.  In these cases, your normal annual leave entitlement should be used, or other 
arrangements made. 
 
Abuse of any part of this policy could lead to disciplinary action. 
 
6.3 Time Off 
 
The following section is to give employees procedural guidance when requiring time off.  All 
time off must be approved by your manager. 
 
You must inform your manager of any leave or absence whether it is due to sickness or 
otherwise. Text messages or messages left on answer phones are not acceptable.  
Unauthorised leave is taken very seriously and may result in the company initiating the 
Disciplinary procedure. 
 
Bereavement Leave 
 
The Company will allow up to three working days paid leave (pro rata for part-time staff) in 
the event of bereavement at the discretion of your line manager. 
 
Please be aware that in all cases, we may wish to see documentary evidence to support a 
request for bereavement leave. Where leave in excess of these provisions is requested, this 
will only be allowed at the Directors’ discretion and would normally be unpaid. 

Jury Service 

 
If you are called for Jury Service you should notify your manager without delay.  Employees 
will not be paid at their normal rate for this time off, and are advised to claim the expenses 
which they are entitled to from the Court. Taking into account this Court allowance, the 
Company will then pay the remainder of your wages to you through the payroll in the 
normal way. If court dismisses the jury early, you are expected to return to work as soon as 



 

                                  

possible. Should your duties with our company be vital to its operation, the court may be 
asked to excuse you from jury duty. 

Medical, Dental and Hospital Appointments 

 
In order to ensure the minimum disruption to the organisation, we request that you make 
dental, medical or hospital appointments in your own time.  If it is necessary for you to 
undertake such appointments during normal working hours, you should obtain permission 
from your manager in advance and this time will normally either be unpaid or you will be 
expected to work this time back. You may be asked for proof of the appointment; this 
should be provided, if requested.   Any abuse of this policy will lead to disciplinary action 
taking place up to and including dismissal. 
 
Staff will be expected to return to work after the appointment if this is before the end of 
their normal shift.   

Holiday Entitlement 

 
The holiday year runs from 1st January to 31st December each year, and your paid holiday 
entitlement is as described in your contract of employment.   
 
To secure your holidays, usually at least 2 weeks’ notice must be given of your intention to 
take leave. Holidays may be granted with less notice at the discretion of your manager. 
Holidays must be arranged in co-operation with the following points so that there is 
adequate cover: - 
 

• An annual leave request should be sent to your line manager to be approved.  

• A maximum of two consecutive weeks of holiday may be taken at any one time.   

• Requests for leave of more than two consecutive weeks will be considered if 
exceptional circumstances can be shown.  

• From time to time, in order to maintain adequate cover, holiday may not be taken, 
or will be limited, at particular times of year.  We will notify staff if such 
arrangements are required. 

• Likewise, we may decide from time to time that it needs to determine specific 
dates on which you will be required to take annual leave and, in such cases, you 
would be required to retain sufficient holiday entitlement in order to cover such 
periods.  Again, we will notify staff if such arrangements are requirement. 

• Only under special circumstances can annual leave be booked more than one year 
in advance. 

• You must complete an annual leave request and get this approved by your 
manager before booking any holiday (the Company will not be liable for any 
expense incurred if you book a holiday and then subsequently request but are 
declined annual leave).   

 
All requests for holiday will be treated sympathetically and every effort will be made to 
accommodate such requests, but the overriding requirement is the adequate staffing of the 
Company.  Furthermore, if the appropriate notice has not been given, or the above points 
have been ignored, then the holiday request may be refused. 
   



 

                                  

Typically, if we close for bank and public holidays or operate shutdown periods then you will 
be required to take that time off, and this will be deducted from your total leave 
entitlement.  
  
Following appointment, and during the year of leaving, leave entitlement will be calculated 
on a pro rata basis, according to the number of complete months of service accrued.  If you 
have exceeded your leave entitlement at the date of your leaving the organisation, for 
whatever reason, we reserve the right to deduct the sum equivalent to the salary paid in 
respect of such excess leave from your final salary payment. This is an express term of your 
employment and no further consent from you would be required for the organisation to 
make such a deduction. 
 
Leave must be taken by the end of the annual leave year. No payment in lieu will be made 
for any annual leave not taken. 

Bank & Public Holidays 

 
Bank and Public holidays are included in your entitlement listed in contract of employment.  
Part-time staff are entitled to bank and public holidays on a pro rata basis, regardless of how 
many bank holidays are due to fall on their normal working days. 
 
Below is a list of usual bank and public holidays.  Please note that these can be altered by 
Royal Proclamation or Parliament to take account of national celebrations.  
 
New Years’ Day  
Good Friday 
Easter Monday 
May Day (the first Monday in May) 
Spring bank holiday (the last Monday in May) 
August Bank Holiday  
Christmas Day 
Boxing Day 
 
Part-time staff will be given a pro rata entitlement to bank and public holidays.  At the start 
of each annual leave year, part-time staff who work set days should work out how many 
bank holidays are due to fall on the days they normally work and deduct the number of 
hours they would normally work on each of those days from their combined annual 
leave/bank holiday entitlement.  The leave remaining after this has been completed can 
then be booked as described in section 6.3 above.   

6.4 Pension 

 
We will enrol all those workers into our workplace pension scheme as they became able. 
Details of the Scheme can be obtained from the H&S and HR Manager and we recommend 
you seek independent financial advice. 


