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SECTION 1
INTRODUCTION

Welcome

Welcome to our Company. You will be provided with a copy of this Staff Handbook on joining the Company. The aim of the Staff Handbook is to provide you with general information about your employment and, therefore, it is important you take time to read it. It has been designed as an easy reference guide for you.

The Staff Handbook draws together information on the Company’s rules, policies and procedures relating to key aspects of your employment, and covers many of the more general topics about which employees sometimes ask questions. It also sets out your own duties and responsibilities in relation to your employment relationship with the Company and the standards of conduct that are expected of you. However, it is not intended to cover every situation or to explain everything about your employment.  

The Staff Handbook applies to all employees and is reviewed regularly to ensure that it complies with current employment legislation and general best practice.  

The policies, procedures and rules contained in this Handbook supersede all those contained in previous documents.

The Company reserves the right to make amendments to the policies, procedures and rules contained in this Handbook in accordance with the needs of the business and to take account of current legislation.  Any amendments will be notified to you in writing. 

All employees will receive appropriate training on the requirements set out in this Handbook to the extent necessary for the role they carry out.

It is important that you continue to familiarise yourself with the current version of this Staff Handbook and that you refer to it on an ongoing basis during your employment with the Company. You are responsible for keeping up-to-date with the Company’s policies and procedures.  If you have any questions about the information contained within this Handbook you should speak to the Managing Director

SECTION 2
EQUALITY AND DIVERSITY  
Equality and Diversity Policy 

Policy Statement
We are an equal opportunities employer.  We believe in equality of opportunity and respect for diversity.  We are committed to ensuring that, within the framework of the law, our workplace and working practices are free from unlawful or unfair discrimination.  This extends to our relationships and dealings with clients.  

We believe that the differences between people should be recognised and respected.  We value the varying qualities that different employees can bring and strive to create an environment where everyone feels valued for their individual talents.   

We are committed to a policy of treating all clients, employees and job applicants equally.  We will take all reasonable steps to employ, train and promote individuals on the basis of their experience, abilities and qualifications without regard to age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race (including colour, nationality and ethnic or national origins), religion or belief, sex or sexual orientation.  These are known as protected characteristics.

Responsibilities

The Directors have overall responsibility for the communication and implementation of the Company’s Equality and Diversity Policy.  They also  have a responsibility to act immediately if they suspect, or are made aware of, any discriminatory acts or practices.  

Employees have a responsibility to comply with this policy They must also report any discriminatory acts or practices to a Director immediately. 

If you breach any aspect of this policy you may face disciplinary action under the Company's Disciplinary Procedure.  Serious breaches may constitute gross misconduct.

Types of Discrimination
a) Direct Discrimination
The Company will take all reasonable steps to eliminate direct discrimination from the workplace. 

Direct discrimination occurs when, because of one of the protected characteristics, a client, job applicant or an employee is treated less favourably than other clients, job applicants or employees are treated or would be treated.

The treatment will still amount to direct discrimination even if it is based on the protected characteristics of a third party with whom the client, job applicant or employee is associated and not on the job applicant’s or employee’s  own protected characteristics.  In addition it can include cases where it is perceived that a client, job applicant or an employee has a particular protected characteristic when, in fact, they do not.

Discrimination after employment is also unlawful if it arises out of, and is closely connected to, the employment relationship; for example refusing act for a client or providing an unfavourable reference for an employee for a reason related to one of the protected characteristics.  

b) Indirect Discrimination
The Company will take all reasonable steps to eliminate indirect discrimination in the workplace.

Indirect discrimination is treatment that may be equal in the sense that it applies to all clients, job applicants or employees but which is discriminatory in its effect on one particular group of people (e.g. women or people with a disability.)

Indirect discrimination occurs when a provision, criterion or practice (PCP) is applied which is discriminatory in relation to a protected characteristic.  A PCP is discriminatory if:

· the PCP puts, or would put, people with whom the client, job applicant or employee shares the protected characteristic at a particular disadvantage when compared with people with whom the client, job applicant or employee does not share it;

· it puts, or would put, the client, job applicant or employee at that disadvantage; and

· it cannot be shown by the Company to be a proportionate means of achieving a legitimate aim.

c) Victimisation
The Company will take all reasonable steps to eliminate victimisation in the workplace.

Victimisation occurs when a client, job applicant or employee is subjected to a detriment such as refusing to act for a client, or being denied an offer of employment, training opportunity or promotion because they have asserted a statutory right (e.g. they have raised or supported a grievance, or complained of unlawful discrimination, or issued legal or employment tribunal proceedings for unlawful discrimination, or because they have given evidence in connection with unlawful discrimination proceedings brought by someone else.)  However, a job applicant or employee is not protected if they give false evidence or information or make a false allegation, and they do so in bad faith.

Post-employment victimisation is also unlawful; for example, refusing to give a reference or providing an unfavourable reference because the former employee has carried out one of the protected acts listed above.

d) Harassment
The Company will take all reasonable steps to eliminate harassment in the workplace.  

The Company’s policy on harassment is set out below. 

Recruitment, Advertising and Selection
The Company is committed to applying its Equality and Diversity policy to all stages of the recruitment and selection process.

The recruitment process will be conducted with the aim of selecting the most suitable person for the job in terms of relevant experience, abilities and qualifications.  

Advertisements will aim to positively encourage applications from all suitably qualified and experienced people.

When advertising job vacancies, in order to attract applications from all sections of the community, the Company will, as far as is reasonably practicable:

· Ensure advertisements are not confined to those areas or publications which would exclude, or disproportionately reduce, the number of applications with a particular protected characteristic; and

· Avoid setting any unnecessary provisions or criteria which would exclude a higher proportion of applicants with a particular protected characteristic.

Where vacancies may be filled by promotion or transfer, they will be published to all eligible employees in such a way that they do not restrict applications from employees with a particular protected characteristic.

The selection process will be carried out consistently for all vacancies.  Anyone responsible for shortlisting, interviewing and selecting candidates will be clearly informed of the selection criteria and of the need for consistent application. Person specifications and job descriptions will be limited to those requirements that are necessary for the effective performance of the job.  All questions asked of job applicants will relate to the requirements of the job.  The selection of new staff will be based on the job requirements and the individual’s suitability and ability to do or to train for the job.

With disabled job applicants, the Company will make reasonable adjustments to work provisions, criteria and practices or to physical features of work premises, or provide aid or services in order to ensure that disabled people are not placed at a substantial disadvantage in comparison with people who are not disabled.

If it is necessary to assess whether personal circumstances will affect the performance of the job (for example, if the job involves unsociable hours or extensive travel), this will be discussed objectively, without detailed questions based on assumptions about any of the protected characteristics.  

Promotion 
The promotion process will be conducted in such a way as to result in the selection of the most suitable person in terms of relevant experience, abilities and qualifications. 

Employment Terms, Benefits, Facilities and Services
All terms of employment, benefits, facilities and services will be reviewed from time to time in order to ensure that there is no unlawful discrimination because of one or more of the protected characteristics.

Equal Pay and Equality of Terms
The Company is committed to equal pay and equality of terms of employment.  It believes that male and female employees should receive equal pay where they are carrying out like work, work rated as equivalent or work of equal value.  In order to achieve this, the Company will endeavour to maintain a pay system that is transparent, free from bias and based on objective criteria.

Communication and Training 
All employees will receive a copy of the Company’s Equality and Diversity Policy when they join the Company.  

Any employee who is involved in the recruitment, selection or training of employees and/or grievance and disciplinary situations have special responsibilities for which they will receive training. 

Members of staff with management responsibility will receive training to help them identify and deal with discriminatory acts and practices.  They are responsible for ensuring that they actively promote equality of opportunity within the areas of the business which they are responsible for.

The Company will provide training to all employees to help them understand their rights and responsibilities in relation to Equality and Diversity and what they can do to create a working environment free from discrimination. 

Complaints
All allegations/complaints of discrimination will be dealt with seriously, confidentially and speedily.  The Company will not ignore or treat lightly grievances or complaints of unlawful discrimination.  

In the first instance, if you have a complaint relating to our Equal Opportunities policy, you should raise the matter informally, either directly with the individual concerned, or with a Director.  Alternatively, or if your complaint has not been resolved informally, you should complain formally in writing to a Director, who will arrange for the matter to be investigated in accordance with our Grievance Procedure

Depending on the gravity of the complaint, wherever possible, consideration will be given to ensuring that the person complaining and the individual against whom the complaint is made are not required to work together whilst the complaint is under investigation.  Where it is not practical to offer alternative duties to one party or the other, where appropriate, the person complaining may be given the option of remaining at home on special leave if so desired.

The person making the complaint will be kept informed of the general progress of the investigation and will be informed whether or not the complaint has been upheld.

Where a complaint is upheld, the matter may need to be dealt with under the Company's formal Disciplinary Procedure.    

We will seek to ensure that the person complaining is not in any way penalised or victimised, whether directly or indirectly, for raising a complaint.

Where a complaint is not upheld (for example where the evidence is inconclusive), where appropriate and where possible, consideration will be given to putting arrangements in place which will enable the parties not to continue to work together against the wishes of either party.

Any complaint that is unfounded and not made in good faith (for example, a malicious complaint) may be treated as a disciplinary offence. 

Harassment and Bullying

Harassment is any unwanted conduct affecting the dignity of individuals at work.  Harassment damages the working environment and can have a devastating effect on the health, confidence, morale and performance of those affected by it.  It may also have a damaging effect on clients or other members of staff, not themselves the object of the unwanted behaviour, who are witnesses to it or who have knowledge of the behaviour.  All employees, workers, clients, suppliers and visitors of the Company have a right to be treated with dignity and respect, and harassment on any grounds including age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race (including colour, nationality and ethnic or national origins), religion or belief, sex or sexual orientation will not be tolerated.  This policy also applies to harassment caused by general bullying and not related to any of the reasons above.  Anyone who feels that they have been the victim of harassment or bullying has the right to make a complaint.  

Definition of Harassment
Any conduct which is unwanted or offensive to the recipient could fall under the definition of harassment.  Everyone reacts differently and what may not be offensive to one person may be offensive to another.  Harassment may even be unintentional on the part of the perpetrator.  If the conduct continues once the recipient has made it clear that it is unwanted or offensive, it may become harassment.  Examples of harassment include sexual or racial banter, sarcastic personal remarks and over-demanding or unreasonable requirements.  Harassment is often physical or verbal but can include non-verbal conduct such as displaying offensive pictures or objects, making offensive gestures or leering or whistling.

Complaints
In the first instance, if you have a complaint relating to harassment or bullying, you should raise the matter informally, either directly with the individual concerned, or with a Director.  Alternatively, or if your complaint has not been resolved informally, you should complain formally in writing to a Director, who will arrange for the matter to be investigated in accordance with the Company’s Grievance Procedure.

All allegations of harassment or bullying will be dealt with seriously, confidentially and speedily.  The Company will not ignore, or treat lightly, grievances or complaints of harassment or bullying.  

Depending on the gravity of the complaint, wherever possible, consideration will be given to ensuring that the person complaining and the individual against whom the complaint is made are not required to work together whilst the complaint is under investigation.  Where it is not practical to offer alternative duties to one party or the other, where appropriate, the person complaining may be given the option of remaining at home on special leave if so desired.

The person making the complaint will be kept informed of the general progress of the investigation and will be informed whether or not the complaint has been upheld.

Where a complaint is upheld, the matter may need to be dealt with under the Company's formal Disciplinary Procedure.    

We will seek to ensure that the person complaining is not in any way penalised or victimised, whether directly or indirectly, for raising a complaint.

Where a complaint is not upheld (for example where the evidence is inconclusive), where appropriate and where possible, consideration will be given to putting arrangements in place which will enable the parties not to continue to work together against the wishes of either party.

Any complaint that is unfounded and not made in good faith (for example, a malicious complaint) may be treated as a disciplinary offence. 

Responsibilities
The Directors have overall responsibility for the implementation of the Company’s Harassment and Bullying Policy and for acting immediately if they suspect, or are made aware of, any acts or practices which could constitute harassment and bullying. 

All employees are responsible for acting in accordance with this policy.   

SECTION 3      LEAVE OF ABSENCE

Holidays 

Our holiday year runs from 1st April to 31st March inclusive.  

Your holiday entitlement is dependent upon the number of days and hours you are contracted to work, and will be stipulated in your Contract of Employment.  Full time members of staff are entitled to 22 days paid holiday each year.  

If you work part time, your holiday entitlement will be pro-rated, based on the full time equivalent, and rounded up to the nearest half day.  Where you are employed for part of a calendar year only – either on commencement or termination of your employment – you will be entitled to a pro-rated amount of holiday..  

All full time members of staff are entitled to eight paid Bank Holidays in each holiday year in addition to their normal holiday entitlement. Part time staff are entitled to a pro-rated amount. The Bank Holidays we recognise are:


· New Years Day;

· Good Friday; 

· Easter Monday;

· May Day Holiday;

· Late Spring Holiday;

· Late Summer Holiday; 

· Christmas Day; and

· Boxing Day.

Where these days fall on a Saturday or Sunday you will be entitled to the alternative designated Bank Holiday.  

Should additional Bank Holidays be announced in any year, the Company reserves the right not to recognise these.  Any additional Bank Holidays will be granted at the sole discretion of the Company

On rare occasions it may be necessary for you to work on a Bank Holiday.   In the event of you doing so, you will be given an alternative day off in lieu.  The date when the day off in lieu is to be taken must be agreed, in advance, with the Managing Director. 

The Company reserves the right to require you to take some, or all, of your annual holiday entitlement at a particular time, subject to you being given the appropriate notice in line with legal requirements.  This includes days we need you to take as holiday to cover any fixed Company closure (e.g. over the Christmas period.)  We will provide as much notice as possible when the Company is to close  but, at the very least, the notice we give you will be at least twice as long as the holiday we want you to take.  Should you not have accrued enough holiday to cover any periods of  fixed Company closure, you will be expected to take unpaid leave.     
If you are absent immediately prior to, and/or immediately after, a holiday or Bank Holiday without authorisation, we may request a medical certificate even if the period of absence is for less than seven days.  If you fail to provide a medical certificate when requested, you may not be paid for this absence. 

All holiday pay will be based on your average earnings and is subject to the normal deductions for Tax and National Insurance.
Holidays may be taken in either whole or half days.  Unless agreed with the Managing Director, holidays must be taken in regular intervals throughout the year.   Wherever possible, you should not allow your holiday to accumulate with the expectation that you will be able to take a substantial amount towards the end of the holiday year.  
You will not, except in exceptional circumstances, be permitted to take more than two consecutive working weeks at any one time.   If you wish to take more than two consecutive working weeks, you should put your request in writing to the Managing  Director.    
To ensure adequate staffing levels are maintained throughout the holiday year, holiday requests will be considered on an individual basis.  Before you book any holiday, you should gain authorisation from the Managing Director for your requested dates and should, wherever possible,  provide the minimum amount of notice as set out below:
	Duration of Holiday
	Minimum Notice Required

	1 or 2 days
	1 week

	3 or 4 days
	2 weeks

	1 week or more
	1 month


We will always try to accommodate your holiday request; however, we reserve the right to decline your request if there are insufficient staffing levels or if there is a high volume of work during the period in which you have requested to take holiday.  Should your holiday request be declined, we will try to reschedule it at a mutually convenient time; however, the Company will not be held liable for any losses you incur as a result of you booking a holiday prior to your holiday request being approved.    
The Company reserves the right to refuse your holiday request if you have not accrued sufficient holiday entitlement by the date you wish to take your holiday.
Any requests for periods of unpaid absence will be considered on their merits and will be subject to staffing requirements and the needs of the business.  
We recognise that, in some instances, employees may wish to take holiday to coincide with a religious festival or spiritual observance day.  If you wish to do this you should request your holiday dates in the usual way providing  as much notice as possible.  We will do our utmost to grant your request but cannot guarantee to do so if there are inadequate staffing levels or a high volume of work during the period you have requested holiday.  
Should you be unable to return to work on the agreed date following a period of holiday, you must inform the Managing Director as soon as possible. Depending on the situation, you may be required to use additional holiday entitlement to cover any extra days you take.  Should there not be an acceptable reason for you failing to return to work on the agreed date, it will be treated as unauthorised absence and you will not be paid.
You are required to take your full holiday entitlement in the current holiday year.  If you are unable to do this due to maternity leave, parental leave, ill health or other absenteeism, you should put a request in writing to the Managing Director for permission to carry over any outstanding holiday entitlement to the following holiday year.    
Holidays and Termination of Employment
On the termination of your employment the following rules regarding holidays apply: 
· You will be paid in lieu of any accrued but untaken holiday entitlement which exists at the date of termination of your employment on a pro-rata basis; 
· If, by the termination of your employment, you have taken more holidays than you  have accrued, you will be required to repay to the Company any money received for holidays taken in excess of your accrued holiday entitlement on a pro rata basis.  Any sums due will be deducted directly from any money owed to you by the Company; and 
· You may only take holiday during your notice period with the permission of the Managing Director.  The Company reserves the right, however, to require that you take some, or all, of your outstanding holiday entitlement during your notice period.      
Sickness  

There will be times when sickness or injury prevents you from coming to work.  This policy explains your entitlements during any period of sickness absence.  It also sets out the procedure you need to follow in order to qualify for any payment due to sickness absence.
Reporting
If you are absent from work, due to sickness or injury, unless your absence has already been authorised, you should inform the Managing Director at the earliest opportunity and, in any event, by your start time on the first day of absence.  Wherever possible, you should speak to the Managing Director personally and should not text or leave messages with other members of staff.  You should explain the reason for your absence and when you expect to return to work.  If your absence continues, you must keep the Managing Director updated by speaking to her on a regular basis.  If you fail to comply with the notification procedure, or if the Managing Director is not satisfied that your sickness is genuine, Company and/or Statutory Sick Pay may not be paid.   It is only in rare situations, where you are completely unable to contact the Company personally, that someone else should contact us on your behalf.
Certification Requirements
If you are absent from work for seven consecutive days or less (including days when you do not normally work) due to sickness or injury, on your return to work you must complete the Company’s Self-Certification Form.  You should give details of your absence but do not need to attach a medical certificate, unless specifically requested to do so.  The Company does, however, reserve the right to request a medical certificate for periods of sickness lasting less than seven days.
If you are absent from work for more than seven consecutive days (including days when you do not normally work) due to sickness or injury, you must complete a Self Certification Form and provide a medical certificate completed by a qualified medical practitioner for each week of absence and to cover the whole period (except the first seven days of your absence.)  The only exception to this is when a Fit for Work Plan has been sent to the employer under the remit of the government-backed Fit for Work Scheme (see Fit for Work Service below.)  
Failure to comply with the notification and certification procedures may result in non-payment or delay of Company and/or Statutory Sick Pay.
During Your Absence
During your absence you should co-operate with us at all times.  We will maintain reasonable contact with you and, if it is felt to be appropriate, we may also arrange to meet with you.       
During your absence, you must not undertake any activity which could aggravate your condition or which could delay your recovery and return to work.    
Returning To Work
When you return to work, regardless of the length of your absence, you may be required to attend a Return to Work Interview.  This is so that we fully understand your condition, can ensure that you are fit to return to work and can ensure you receive the necessary support.  
We reserve the right not to allow you to return to work until you have had a medical examination and/or received confirmation in writing from a qualified medical practitioner or Occupational Health Advisor that you are fit to return.
If you have been absent from work for more than seven days, your GP will indicate on your medical certificate whether you are able to return to work in any capacity.  If your GP has indicated that you are not fit to work at all, you may not be permitted to return to work in any capacity for the period of time that your medical certificate covers.  Should you breach this rule, the Company will not be held liable for any injury that you incur or any deterioration of your condition.    
If your GP has indicated that you may be able to return to work if certain adjustments are made, you are not permitted to return to work in any capacity until we have considered the recommended adjustments and advised you on whether these are feasible.  Should the recommended adjustments not be feasible, you will be informed that you are not permitted to return to work for the period of time that your medical certificate covers.  Should you breach this rule, the Company will not be held liable for any injury that you incur or any deterioration of your condition.           
Unauthorised Absence
If you are absent from work and fail to follow the notification procedure, it will be treated as unauthorised absence.  In this situation, we will try to contact you by the quickest method available.  Any unauthorised absence will be unpaid.  
Sporadic Absence
Sporadic absence from work will be investigated and may be treated as misconduct under the Company’s Disciplinary Procedure.  Absences will be treated as sporadic if, during any rolling period of twelve months, you are absent from work on more than three occasions.   In this situation, you will be asked to attend a meeting to discuss your level of absence.  Depending on the reasons for your absence, we may decide to obtain a Medical and/or Occupational Health Report on your condition before deciding what action to take.  Alternatively, where appropriate, your absence may be treated as misconduct.  We will do everything we can to help you to reduce your absence level and will make you aware of the improvement that needs to be made.  However, you should be aware that we will not be able to tolerate sporadic absence indefinitely and, should you fail to achieve the targets that are set, disciplinary action may be taken.  If you continue to fail to achieve the targets that have been set, your employment will be reviewed and may ultimately have to be terminated.  Before any formal action is taken, however, we will consult with you on how your absence can be reduced and your views will be taken into account before any decision is made.  
Long Term Absence
Whilst we will be sympathetic if you are ill or injured, you will appreciate that, if you are off work long term through ill-health, injury or incapacity, this cannot continue indefinitely and your employment may ultimately need to be reviewed or terminated.  You should update the Managing Director on a regular basis about your condition.  If you are absent from work due to ill-health, injury or incapacity for at least four weeks you will be required to attend a meeting.  Where appropriate, and with your agreement, this meeting may take place either at your home or at a location that is mutually convenient to both parties.  The purpose of this meeting is to obtain more information about your condition and the treatment you are receiving and to discuss with you when you are likely to be able to return to work and the plans that need to be put in place to enable you to do so.   We will also discuss with you any reasonable adjustments that can be made to facilitate your return to work.  
If you are unable to return to work, or if it is not possible to give a sufficiently certain timescale of when you will be returning to work, or if we need further medical advice on the adjustments that we should be putting in place to assist you returning to work, we may request a medical report, or require you to undergo a medical examination by a Doctor or GP nominated by the Company, or we may arrange for you to meet with a private Occupational Health Advisor, or undergo an Occupational Health Assessment through the government-backed Fit for Work Scheme (see below.)  
Sadly, there may be times when, for business reasons, we need to consider terminating your employment on grounds of ill health. In these circumstances, we will:
· Review your absence record to assess whether or not it is sufficient to justify termination of employment;
· Ensure that you have had sufficient time in which to recover;
· Consult with you prior to making any decision to terminate your employment;
· Obtain an up-to-date medical report and/or Occupational Health assessment and ensure that your long term prognosis has been assessed;
· Advise you in writing as soon as it is established that termination of employment has become a possibility;
· Meet with you to discuss the options and consider your views on continuing your employment;
· Review whether there are any other jobs that you could carry out or any adjustments that could be made to facilitate your return to work prior to taking any decision on whether or not to terminate your employment;
· Allow a right of appeal against any decision to terminate your employment on grounds of ill health;
· Arrange a further meeting with you to determine any appeal; 
· Following this meeting inform you of the final decision; and
· Act reasonably towards you at all times.
Holiday Entitlement During Periods of Sick Leave
If you are absent from work due to sickness or injury for a period of two consecutive months or less, you will continue to accrue holiday entitlement in line with the terms of your Contract of Employment.  If you are absent from work due to sickness or injury for a period exceeding two consecutive months, you will continue to accrue holiday entitlement but only in line with the statutory minimum under the Working Time Regulations 1998.  You will not continue to accrue any additional holiday entitlement granted by the your Contract of Employment.
Wherever possible, you should ensure that you take your holiday entitlement in the current holiday year; however, if you are unable to do this, you should request permission in writing from the Managing Director to carry over any outstanding holiday entitlement to the following holiday year.  
Sickness Whilst on Holiday
Special rules apply if you are sick or injured during, or immediately prior to, taking pre-arranged holiday entitlement. These rules apply to your statutory minimum holiday entitlement under the Working Time Regulations 1998 and not to any additional holiday entitlement granted by the your Contract of Employment.
If you are sick or injured immediately prior to taking your pre-arranged holiday entitlement, you should inform the Managing Director by your start time on the first day of absence.  You should also inform her as to whether you wish to postpone your pre-arranged holiday entitlement to a later date. Thereafter, you should inform the Managing Director by your start time on each subsequent day as to whether or not you are still sick or injured.
If you are sick or injured during your pre-arranged holiday entitlement, you should inform the Managing Director by your start time on the first day of your sickness or injury and state whether you wish to receive additional days' holiday entitlement in lieu of the period of time you are sick or injured whilst on annual leave. Thereafter, you should inform the Managing Director by your start time on each subsequent day as to whether or not you are still sick or injured.
Any claim that you make for payment of sick pay and to postpone any pre-arranged holiday leave, or to claim holiday leave in lieu of a period of time whilst you are sick or injured, will only be granted on the condition that you comply with the above notification requirements and provide us with a fit note or other official medical evidence, which is satisfactory to us, describing the illness or injury, providing an opinion on whether you are, or are not, fit for work (taking into consideration the type of work undertaken by you) and advising on the length of time they recommend that you are unable to work.
If we discover that your claim, or the medical evidence supporting it, is in any way untrue or in breach of our policy then you will face disciplinary action.      
Medical Reports/Examinations
There may be occasions when we consider it necessary to request details from a Medical Practitioner and/or Occupational Health Advisor about your condition. Where this is the case, you will be fully informed of your rights under the Access to Medical Reports Act 1988 and/or Data Protection Act 1998 and your permission will be sought for a Medical/Occupational Health report to be obtained. If you have any queries concerning your rights, or the procedure to be followed, you should contact the Managing Director.  
The circumstances in which we will seek a Medical/Occupational Health report include:
· Frequent short term absences where you are absent from work on at least four separate occasions during a rolling twelve month period; or 
· Long term absence where you have been absent from work due to ill-health, injury or incapacity for a period of at least four weeks.
When requesting a report, we will provide the Medical Practitioner/Occupational Health Advisor with as much information as possible on your role and explain why the report/assessment is being sought. We will provide the Medical Practitioner/Occupational Health Advisor with:
· Your signed form consenting to our request to obtain a Medical Report or undergo an Occupational Health Assessment;
· Confirmation that you are aware of your rights under the Access to Medical Reports Act 1988 and/or Data Protection Act 1998;
· Details of the main features of your job role; and
· Relevant details about your absence record.
We will ask the Medical Practitioner/Occupational Health Advisor to provide information on a number of areas including:
· The nature of your illness/injuries;
· When you are likely to be fully fit to resume your normal duties;
· Should you be unfit to resume your normal duties, what alternative duties you might be fit to undertake and when you might be fit to undertake them;
· What reasonable adjustments the Company could make to working conditions or work premises to facilitate your return to work; and 
· The likelihood of recurrence of the illness or injuries once you have returned to work.
You have the right to review a Medical/Occupational Health Report before it is sent to us. Should you wish to do so, you should let us know so that the Medical Practitioner/Occupational Health Advisor can be informed. You will then have 21 days to contact the Medical Practitioner/Occupational Health Advisor in order to review the report. If you do not contact him/her within this period, he/she can pass the report on to us without you seeing it.
Should you refuse permission for us to contact the Medical Practitioner/Occupational Health Advisor, we will explain to you the reasons behind the request. Where permission continues to be refused, you will be informed that a decision relating to your employment may be made without the benefit of important medical information which could influence that decision. The same procedure will be followed should you delay in giving your consent.
Should you feel that the Medical/Occupational Health Report is misleading or incorrect, you may ask the Medical Practitioner/Occupational Health Advisor to amend it.  If he/she does not agree with you and does not alter the report, you may attach a statement to the report to reflect your views. Alternatively, having seen the report, you may request that access to your employer be withheld. In this case, we would inform you that a decision relating to your employment may be made without the benefit of important medical information which could influence that decision.
Once we receive the Medical/Occupational Health Report, we will arrange a meeting with you to discuss the findings.  Following this meeting, we will inform you what action is to be taken.  Any formal action will only be taken after consultation with you and after full and careful consideration of all the facts.
We may also require you at any time, whether on sick leave or working, to undergo a Medical Examination or Occupational Health Assessment by a Medical Practitioner/Occupational Health Advisor nominated by the Company.  We will pay for the Medical Examination/Occupational Health Assessment and the results will be made available to us.  Should you refuse to see a Medical Practitioner/Occupational Health Advisor nominated by the Company, the reasons behind the request will be explained to you. Where permission continues to be refused, we will inform you that a decision relating to your employment may be made without the benefit of important medical information which could influence that decision.   
 If you fail to attend a Medical Examination or Occupational Health Assessment requested by us, we will inform you that any decision relating to your employment may be made without the benefit of important medical information which could influence that decision.   
We understand that your medical information is sensitive and confidential and will only use it in accordance with the Data Protection legislation. 
Fit For Work Service
The government-backed Fit for Work Service aims to help keep employees who have health conditions in work.  It also aims to reduce sickness absence by helping employees who are currently off sick return to work.  
The Fit for Work Service is free to access and provides online and telephone advice to both employees and employers.  The service can be accessed through their website (www. fitforwork.org/) or by telephoning the Helpline on 0800 032 6235.
The Fit for Work Service also offers a telephone or face to face assessment.  Should you be absent from work as a result of sickness or injury for more than four weeks, your GP may with your permission refer you to the Fit for Work Service for a health assessment.  We also have the right, with your permission, to refer you for an assessment and may choose to do this in the first instance before arranging for a private Occupational Health Advisor to assess your condition.  
Once the assessment has taken place a Return to Work Plan will be drafted in conjunction with you and, with your permission, this will be sent to us.  The Return to Work Plan will detail what adjustments and measures we should take to help you return to work. 
Employees will be discharged from the service if it is not able to offer further assistance or after three months.  In this situation we may request your permission to obtain a medical report from your GP and/or for an Occupational Health Assessment by a private company of our choice.    
Employees that receive a Return to Work Plan through this scheme will not need to produce a medical certificate unless they remain absent after being discharged from the service.
Sick Pay Entitlement
Subject to you complying with all aspects of the Company’s Sickness policy, you may be entitled to receive Company or Statutory Sick Pay when you are absent from work as a result of sickness or injury.  
Company Sick Pay
If you are entitled to receive Company Sick Pay, this will be stated in your Contract of Employment.  Eligible part time members of staff will have this benefit pro-rated, based on the full time equivalent.
Company Sick pay is inclusive of any Statutory Sick Pay (SSP) entitlement.  
We reserve the right not to pay you any Company Sick Pay should you fail to comply with any aspect of the Sickness policy or if there is evidence that your conduct is likely to prolong the absence or aggravate the injury.  No payment of Company Sick Pay will be made for periods of absence resulting from self-induced sickness or injury, whether during working hours or not (e.g. due to excessive alcohol consumption or by the carrying out of dangerous pursuits or extreme sports, likely to give rise to injury.)   
At your request, you may be permitted to use your holiday entitlement to cover periods of sickness, or to take periods of sickness as unpaid absence but only with the permission of the Managing Director.
Statutory Sick Pay (SSP)
Should you not be entitled to Company Sick Pay, or when you have exhausted your Company Sick Pay entitlement, you will, if eligible, receive Statutory Sick Pay (SSP) in accordance with current legislation.  SSP is treated like wages and is subject to the usual deductions for Tax and National Insurance.  Qualifying days are the only days for which you are entitled to SSP and these are your contracted days of work.  The first three qualifying days of absence are waiting days for which SSP is not payable.  If you are absent from work again for four days or more due to sickness or injury within 56 days of your first period of absence, waiting days will not apply.
If you are receiving State Insurance benefits you must advise us of any payments received and these will be deducted from any additional Sick Pay made to you.   
You will not be entitled to any sick pay if we consider you are abusing the sick pay scheme.  No payment will be made for periods of absence resulting from self-induced sickness or injury, whether during working hours or not (e.g. due to excessive alcohol consumption or by the carrying out of dangerous pursuits or extreme sports, likely to give rise to injury.)   
Compensation/Damages
Where the circumstances of your sickness or incapacity are such that you are awarded a sum by way of compensation or damages in respect of that period of incapacity by a third party, then any payments which we have made to you because of your absence (including SSP) shall be repayable to us up to an amount not exceeding the amount of compensation or damages paid by the third party.  We reserve the right to deduct any money owed directly from your salary.
Disciplinary Action
If you fail to follow any part of the sickness absence procedure, you may face disciplinary action.  Serious breaches may constitute gross misconduct and could result in your employment with the Company being terminated without notice.
Giving misleading or false information to obtain sick pay and/or take sick leave is a very serious matter and will also be treated as a disciplinary offence.  If you have been absent due to sickness and are found not to have been genuinely ill, you may face disciplinary action and, in serious cases, this may be a gross misconduct offence and could result in your employment with the Company being terminated without notice.
Time Keeping  

Punctuality is an essential requirement of you working for the Company and you are expected to be at work on time each and every day. 
If, for any reason, you expect to be late for work you must inform the Managing Director.  Any absence due to lateness or poor timekeeping may be unpaid.  You will only be permitted to make the time up or take the relevant period as holiday at the sole discretion of the Managing Director.  
If you are persistently late for work, or your timekeeping is poor, you will be required to attend a meeting with the Managing Director to discuss the reasons for your poor timekeeping and to agree an action plan.  Should your timekeeping continue to be poor, you may face disciplinary action.  
Absence Due To Adverse Weather Conditions

Employees have a duty to take all reasonable measures to attend work on time each and every day.  However, we recognise that on occasions the weather may be so severe that some employees may not be able to attend work, may be late attending work, or may need to leave work early.  Although you should make every effort to attend work on time during adverse weather conditions, you should not put your personal safety at risk.  
If you are unable to attend work, are likely to be late attending work, or need to leave work early due to adverse weather conditions, you should inform the Managing Director as soon as possible.  Any absence due to adverse weather conditions may be unpaid.  You will only be permitted to make the time up or take the relevant period as holiday at the sole discretion of the Managing Director.  
Compassionate Leave   

We will allow you to take a reasonable period of time off work in the event of the death or funeral of a relative or civil partner.  The amount of time you are granted will depend on the individual circumstances and should, wherever possible, be agreed in advance with the Managing Director.  If time off is required at short notice, you should inform the Managing Director as soon as possible.  If you are unable to contact her personally, you should arrange for someone else to do this on your behalf.  

Compassionate Leave may be unpaid.  Paid leave will be at the sole discretion of the Managing Director.  

Giving misleading information to obtain compassionate leave is a serious matter and you may face disciplinary action.
Emergency Leave

We will allow you to take a short period of time off during working hours, where it is necessary, in the following situations:
· To provide assistance when a dependant falls ill, gives birth or is injured or assaulted;
· To make longer term care arrangements for a dependant who is ill or injured;
· To deal with an unexpected disruption or breakdown of care arrangements for a dependant; or
· To deal with an unexpected incident involving your child during school hours.
Definition of a Dependant 
A dependant can be your spouse, child, parent or someone who lives in the same household as you (other than as a tenant, lodger or boarder) and who depends on you for the provision of care.  This also includes any person who relies on you to assist or make arrangements for their care if he/she falls ill, is injured or assaulted. 
You will be permitted time off work to take necessary action or to put necessary arrangements in place. We have no set limit regarding the amount of time which you can take for Emergency Leave as this will depend on individual circumstances.  However, as a general rule, one or two days should be sufficient to cope with most emergencies.  If you can deal with a situation and return to work the same day you are encouraged to do so.  Where possible, requests for time off should be made, in advance, to the Managing Director.  If time off is required at short notice, you should inform the Managing Director as soon as possible and, in any event, by your start time on the first day.  If you are unable to contact her personally, you should arrange for someone else to do this on your behalf.  
Emergency Leave may be unpaid.  Any paid Emergency Leave is at the sole discretion of the Managing Director.   
Unexplained absence will be treated as unauthorised absence and you will not be paid.  
Giving misleading information to obtain emergency leave is a serious matter and you may face disciplinary action.
Appointments

Appointments with doctors, dentists and other medical practitioners should, as far as is reasonably practicable, be made outside of your normal hours of work, or with the minimum disruption to the working day (i.e. at the beginning or end of the working day.)  You should inform the managing Director, providing as much notice as possible.  
You may be required to make the time up or take the time as unpaid leave.  Any paid leave is at the sole discretion of the Managing Director.   
Jury Service

You must notify the Managing Director immediately if you receive notification that you are required to attend jury service.  You will be required to provide a copy of the court summons to support your request for time off work. 

We reserve the right, for business reasons, to ask you to request a postponement of the jury service and will provide you with the necessary documentation to support such a request.  

If you are retained on jury service for a prolonged period, you should  keep in regular contact with the Managing Director.  You are expected to return to work on days when adjournments make this possible.

You must submit an expenses claim to the court, in accordance with the available allowances for travelling, subsistence and your financial loss.   The Confirmation of Earnings form supplied by the court must be sent to the Managing Director. 

You are not entitled to payment from the Company for attending jury service; however, we will consider requests to make up the difference between any compensation and basic earnings where a shortfall exists as long as the maximum amount of compensation has been claimed from the Court.  

No payment will be made where time off is required to attend court to answer civil or criminal charges.

SECTION 4
HEALTH, SAFETY AND WELL BEING



Health and Safety Policy 

We are committed to taking all reasonable steps to protect the health, safety and well being of our staff and clients and to providing a safe working environment for anyone attending our premises.  We will, so far as is reasonably practicable, put procedures and systems in place in line with our policy and will comply with our statutory obligations in relation to Health and Safety.
Our aims are:
· to identify health and safety risks arising from work activities and to take steps to eliminate all reduce these risks ;
· to prevent accidents and work-related ill health;
· to consult with employees on matters affecting their health and safety;
· to provide and maintain a safe working environment and safe equipment;
· to ensure all employees are competent to do their jobs,
· to provide instruction, training and supervision in safe working methods and procedures;
· to maintain safe and healthy working conditions; and
· to review and revise this policy as necessary.
Responsibilities
The Directors have overall responsibility for Health and Safety and for overseeing, implementing and monitoring Health and Safety procedures in the Company.
All staff have responsibilities under Health and Safety legislation.  It is the duty of each employee to take reasonable care of their own health and safety and not to do anything which may present a health and safety risk to other people.  You should report any health and safety concerns immediately to a Director.  You must co-operate with the Directors on health and safety matters, including the investigation of any incident.
We will take all reasonable steps to provide and maintain a healthy and safe working environment with the objective of minimising the number of instances of work-related accidents and illnesses.  We will pay particular attention to:
· maintaining the workplace in a safe condition and providing adequate facilities and arrangements for welfare at work;
· providing a safe means of accessing the building;
· ensuring that the equipment you use is safe and properly maintained and that we have safe systems of work in place; and 
· ensuring that information, instructions, training and supervision is adequate for ensuring your  health and safety at work.
We also have a duty to protect the health and safety of all visitors to the Company, including contractors, temporary workers and members of the public.  
Training
Training is an important part of our Health and Safety programme. It is essential that every employee is trained to perform their job safely. All employees will be trained in safe working practices and procedures. Training will include instruction on the safe use of any equipment provided.
Employees at Special Risk
Some workers may, from time to time, be at increased risk of injury or ill-health resulting from work activities. You must advise the Managing Director if there is any change in your personal circumstances which could result in you being at increased risk. This could include medical conditions, permanent or temporary disability, medication or pregnancy.
Accidents and First Aid
First aid boxes are located within the office. All employees will be shown the location of the nearest first aid box and will be given the names of First Aiders within the Company.
If you have an accident at work, no matter how minor it is, it must be reported to the First Aider and recorded in the Accident Report book. All accidents will be investigated and we will review  the Accident Report book on a regular basis to identify Health and Safety risks.
Fire
You are required to work in such a way as to minimise the risk of fire in the workplace.  You must report immediately any fire, smoke or potential fire hazards, such as faulty electric cables or loose connections. You should never attempt to repair or interfere with electrical equipment or wiring yourself. We will ensure that the fire and smoke alarms and fire fighting equipment and maintained in good working order and are tested regularly.  
Smoke detectors and fire alarms are located throughout the building. If a smoke detector sounds or a fire is discovered, it is the responsibility of any employee present to activate the alarm and evacuate the building. Fire extinguishers are also located throughout the building. You should only tackle a fire yourself if it would pose no threat to your personal safety to do so. If the situation is dangerous or potentially dangerous, you should activate the fire alarm and evacuate the building immediately.
Fire doors designed to slow the spread of fire and smoke throughout the workplace and must never be blocked or wedged open. Fire exits must never be locked, blocked or used as storage space. 
Practice fire drills will be conducted on a regular basis.  You must ensure that you are familiar with your evacuation route and the designated assembly point in case of fire. 
Health and Safety Rules
You must adhere to the following Health and Safety rules:

· You must be familiar with, and adhere to, the Company’s rules and procedures regarding Health and Safety;
· You must report any unsafe working practices or conditions to the Managing Director immediately;  
· You must not misuse any equipment; nor must you take part in any unsafe working practices;
· You must not adjust or tamper with any electrical equipment;
· All waste materials must be disposed of carefully in the receptacles provided and in such a way that they do not constitute a hazard to other workers;
· You must not undertake a job which appears to be unsafe;
· You must not undertake a job until you have received adequate safety instruction and are authorised to carry out the task;
· All accidents and injuries must be reported to the Managing Director immediately;
· All work should be well-planned to avoid injuries;
· Suitable clothing and footwear must be worn at all times. Personal protective equipment must be worn where appropriate;
· Your desk and area of work must be kept clean and tidy and any spillages must be cleaned up immediately;
· You must close filing cabinet drawers when not in use and must keep all floor areas clear;.
· Walkways and passageways must be kept clear at all times;
· If a walkway or passageway becomes wet, it should be clearly marked with warning signs and any liquid spilt on the floor should be wiped up immediately;
· Trailing cables should not be left in any passageway;
· Company machinery, tools and equipment are only to be used by qualified and authorised staff;
· You must ensure that any tools or equipment which you use are in a good and safe working condition. Any tools or equipment which are defective must be reported to the Managing Director immediately;  
· Lifting and moving of objects should always be done by mechanical devices rather than manual handling wherever reasonably practicable; 
· You should not attempt to lift or move a load which is too heavy to manage comfortably. You  should ask for assistance if there is any danger of strain;
· When lifting an object off the ground, you should assume a squatting position, keeping your back straight. The load should be lifted by straightening the knees, not the back; and
· You should not attempt to obtain items from shelves which are beyond your reach. A ladder or stepping stool should be used. You should not use chairs or any other makeshift device for climbing and should never climb up the shelves themselves.  
Disciplinary Action
If you breach any aspect of our Health and Safety policies, procedures or rules, or do anything which presents a Health and Safety risk to yourself or any other person, you may face disciplinary action.  Serious breaches may constitute gross misconduct and you may be dismissed without notice.
Smoking

We have a duty to ensure, as far as is practical, the health, safety and welfare of our employees at work.

Employees who smoke present a risk not only to their own health, but to those with whom they work as a result of passive smoking. Smoking also has a detrimental effect on our business because of associated absenteeism on the grounds of ill health and the increased potential for fire on our property.

Smoking is defined as being in possession of a lit cigarette, E cigarette, cigar or pipe.

For health reasons, and to ensure compliance with the law, the Company does not allow smoking on any part of its premises. If you wish to smoke, you should go outside and ensure you are well away from entrances, exits and windows.  Matches and cigarette ends must be disposed of safely and must not be left where they may cause a fire or litter the environment. 

Any employee who needs assistance to adapt to the smoking policy is encouraged to come forward and ask for assistance.  

Drugs and Alcohol

Our aim is to provide a safe, healthy and productive working environment for all our staff.   With this in mind, our objectives in relation to drugs and alcohol are as follows:

· To support and help individuals who have a medically recognised condition relating to drugs or alcohol

· To manage forms of misconduct relating to the misuse of drugs or alcohol at work.

Drinking Alcohol and Taking Drugs 

Because of the need to ensure safety and compliance with the law, there must be no alcohol or illegal drugs in your system when you commence work.  There must also be no legal or prescribed drugs, or any other substance, in your system which could have a detrimental impact on your work performance.  Additionally, you must not consume alcohol or take illegal drugs, or any other substance which could have a detrimental impact on your work performance, during working hours, or be found in possession of any of these items.  This rule is especially important if you drive on Company business or operate machinery.  Failure to abide by this rule is a gross misconduct offence and could result in you being dismissed without notice from the Company.  

You may choose to consume alcohol if you are attending a work function (for example, at the Company’s Christmas Party.)  Even if this is outside your normal working hours, you should bear in mind that you are still representing the Company on these occasions.  You should, therefore, ensure that you do not consume an excessive amount of alcohol and that you do not behave inappropriately.     

Dependency on Drugs or Alcohol

If we suspect that you may be dependent on drugs or alcohol, or that you may have a medical condition relating to drugs or alcohol, you will be given confidential advice and support and may be referred to one of the following:

· Your own doctor or specialist;

· A doctor or specialist recommended by us; or

· An independent counsellor or specialist organisation.

Where medical assistance is sought from any of the above and you are advised that you have a medically recognised condition relating to drugs or alcohol, providing you undergo any necessary treatment, we will support you as much as possible.  If you undergo medical treatment, which leads to prolonged or persistent absence or which may affect your ability to continue working, the Company will manage your absence in line with our Long Term Absence Procedure outlined in the Sickness Absence section of this Handbook.

Drugs and Alcohol Abuse

Any member of staff:

· who manufactures, distributes, possesses or uses illegal drugs or alcohol, or misuses prescription drugs in the workplace, on Company business or during working hours or;

· who is deemed to be under the influence of alcohol or drugs in the workplace or on Company business by their colleagues, customers, suppliers or visitors to the Company or;

· whose ability to carry out work, or to maintain a good attendance record, lapses due to alcohol or drug abuse or;

· who, by virtue of the fact of possession or abuse of alcohol or drugs, brings the Company into disrepute

may face disciplinary action.     

The possession of drugs for any reason other than medical requirements is forbidden.  If you are taking drugs for a medical reason you should inform the Managing Director. This is especially important if your job involves driving or operating machinery

We may have to inform the police if we believe there has been an abuse of drugs by any member of staff, for which criminal controls are in place, either in the workplace or when working on behalf of the Company.

Should you refuse to accept specialist help for a drug or alcohol-related condition, withhold your consent for us to contact your GP or Medical Practitioner, or refuse to see a GP/Medical Practitioner recommended by us, you will be held completely responsible for your behaviour.

Lone Working

Our policy is to ensure, so far as is reasonably practicable, that employees who are required to work alone or unsupervised for significant periods of time are protected from risks to their health, safety and welfare. This includes:
· an employee working in a fixed establishment with no other persons present on site (this may also include working outside of normal working hours);
· an employee working in a remote location or outside;
· an employee working at another employer’s premises or working from home; and 
· an employee who travels in the course of their work.
These measures will be extended, where appropriate, to include contractors and anyone else who may be involved in lone working for the Company. 
Responsibility
Working alone is not prohibited in law.  There are frequently situations where people have to work alone and an employer's responsibility remains the same as for any other category of worker. However, in determining the arrangements necessary to ensure a safe workplace, it is likely that
lone workers have additional needs, which must be addressed.
It is the responsibility of the Managing Director to assess the potential risks of lone working and to take all reasonable steps to eliminate or reduce these risks. She will ensure that lone workers have received appropriate information, instruction and training relating to lone working and provide them with the facility to raise any concerns they may have. 
It is the responsibility of lone workers to follow the procedures that have been put in place to protect their health and safety and to raise any concerns they may have with the Managing Director as soon as they arise. 
Assessing the Risk
If any member of staff is required to work alone, the Managing Director will assess the risk and determine if any special precautions or arrangements are needed.  She will discuss with the individual concerned the nature of the work, the risks that have been identified and the precautions or controls deemed appropriate to reduce these risks.
A risk assessment will be carried out and discussed with the relevant employee.  A written record of this risk assessment will be kept.  
The purpose of assessing the risk of working alone is to establish two main facts:
· Whether the work can be carried out safely by someone unaccompanied; and
· What arrangements need to be put in place to ensure that someone working alone is not exposed to greater risks than employees who work together.
The starting point of the risk assessment will be the recognition that a lone worker is more vulnerable when the unexpected happens.  Therefore, before anyone is asked to work alone, the following issues will be considered:
· Can the work be safely carried out by someone working alone?
· Does the workplace present an increased risk to lone workers?
· Is the employee competent to carry out the work alone (i.e. does the employee have the necessary qualifications, skills, knowledge and experience)?
· Is any special training required?
· Are there any medical conditions or other factors that would place the employee at a disadvantage, or at danger, when working alone?
· Is the lone worker at additional risk of injury, violence or criminal activity and are there adequate security arrangements in place?
· How will the lone worker be supervised and monitored?
· What provisions are in place to ensure that two way communication can take place with the lone worker?
· Are there sufficient welfare facilities available?
· Are there sufficient provisions in place to cope with emergency situations (e.g. fire, evacuation, illness or accident)?  For example, how will the lone worker raise the alarm if he/she is incapacitated?
Control Measures
The Managing Director will put appropriate control measures in place to eliminate or reduce any risks that have been identified during the risk assessment.  Control measures may include:
· A procedure for ensuring we know the whereabouts of lone workers at  all times and for checking on their wellbeing;
· A procedure for ensuring there is regular contact between lone workers and other members of staff
· Ensuring that lone workers are regularly visited and/or observed;
· Ensuring that automatic warning devices are triggered if specific signals are not received periodically from the lone worker;
· A procedure for checking that lone workers have returned to the office or to home following completion of a task;
· The provision of appropriate training/instruction;
· Ensuring that emergency procedures are established and that lone workers are trained in these; and
· Ensuring that there is access to adequate first aid provision.  
Stress at Work

We acknowledge the fact that stress in the workplace is a Health and Safety issue and will take all reasonable steps to identify, avoid and alleviate any unacceptable levels of stress experienced by our employees.

Definition of Stress
The Health and Safety Executive define stress as 'the adverse reaction people have to excessive pressure or other types of demand placed on them'. This makes an important distinction between pressure, which can be a positive state if managed correctly, and stress, which can be detrimental to health.

Symptoms of stress include: problems sleeping, dietary problems, mood swings, lethargy, inability to concentrate, fatigue, emotionalism, chest pains, palpitations, sweating and racing heart. If you suffer from any of these symptoms, you are advised to consult your GP without delay.

Procedure
If you believe that you may be suffering from stress for reasons connected with your working conditions or workload, you  should inform the Managing Director who will deal with the issue promptly and in the strictest confidence and make all reasonable efforts to reduce any work-related stress.

If you notice symptoms of stress in a colleague, you should also inform the Managing Director immediately.

On return to work from any period of stress-related illness, we will take account of medical advice (if appropriate and available) and the needs of the business when determining which duties are most appropriate.

Eye Tests

If your job requires you to use a VDU screen on a daily basis for more than one hour continuously, or for at least two hours throughout the day, we will pay for you to have a regular eye/eyesight test carried out by a qualified Optician in any of the  following circumstances :

· Before starting work on a VDU or, if a change of job role means you will be working regularly on a VDU;

· At regular intervals thereafter, as determined by the Optician; and

· Upon demand, if you experience visual difficulties that are reasonably believed to be caused by working on a VDU.

We will contribute towards the cost of your glasses/lenses if they are prescribed specifically for VDU use, and for no other reason.  If your glasses/lenses are not prescribed specifically for VDU use (e.g. if they are prescribed for distance or reading and include VDU use) we will not contribute towards the cost of your glasses/lenses.

If you are prescribed glasses/lenses for VDU use only, we will pay for the cost of the basic lenses and/or frames.  However, if you wish to purchase more expensive frames or lenses, we will contribute the equivalent amount towards the frames or lenses of your choice.  

If you wish to go for an eye or eyesight test for VDU use, you should inform the Managing Director in advance of making an appointment. Once you have done this, you may go to the Optician of your choice and claim the cost of the eyesight test and any other costs (subject to limitations specified above) through the normal expenses procedure.

SECTION 5
FAMILY FRIENDLY POLICIES
The Company has a range of policies in place to enable employees to achieve a good work/life balance and to support employees who have caring responsibilities.  These include the following:  

Maternity 

Our Maternity policy is designed to support pregnant employees and new mothers.  It clarifies your rights and obligations and explains your entitlement to Statutory Maternity Leave and Statutory Maternity Pay.  As well as wanting to ensure that pregnant employees and new mothers are fully informed of the benefits to which they are entitled,  we have a statutory duty to take all reasonable steps to protect their health and safety. With this in mind, it is essential that you inform the Company about your pregnancy as early as possible.

Definitions
a) Statutory Maternity Leave 
This is the period of time before and after childbirth when you are not at work because of pregnancy/childbirth, but during which your Contract of Employment continues (unless either party expressly ends it or it expires.)  It is made up of 26 weeks’ Ordinary Maternity Leave followed immediately by 26 weeks’ Additional Maternity Leave.   You can choose to be on Statutory Maternity Leave for a shorter period of time subject to the conditions for Compulsory Maternity Leave being met and subject also to you meeting the relevant notification criteria.  

b) Compulsory Maternity Leave
This is the two weeks immediately following the date you give birth.  You may not work or opt for Shared Parental leave during this period.

c) Expected Week of Childbirth (EWC)
This is the week (beginning at midnight between Saturday and Sunday), in which it is expected that your baby will be born.  Likewise, the week of childbirth is the week (beginning at midnight between Saturday and Sunday) in which your baby is actually born.

d) Childbirth
This means the live birth of your baby, or a still birth after a pregnancy lasting at least 24 weeks.  

e) Statutory Maternity Pay (SMP)
This is a weekly state benefit for employees on Statutory Maternity Leave.  The qualifying conditions and amount of money you receive each week are determined by Government legislation.  SMP is classified as earnings and is subject to the usual deductions for Tax and National Insurance.  SMP is a weekly benefit and it begins on the first day of your Maternity Leave.

If you meet the qualifying conditions based on your length of service and average earnings, you are entitled to a maximum of 39 weeks SMP.  If you are not entitled to SMP, you may be entitled to claim Maternity Allowance.   

f) Maternity Allowance
This is a statutory benefit to which you may be entitled if you do not meet the qualifying conditions for SMP.  It is not paid by the Company.  If you are not entitled to SMP you will be given a form.  This will help you claim Maternity Allowance from the Government.  Maternity Allowance is paid for 39 weeks.  The amount of money you receive each week is determined by Government legislation.      

Notification of Pregnancy
If you are pregnant, you should inform the Managing Director as soon as possible so that you are given the relevant advice and information regarding your entitlements.  You are legally obliged to inform us, in writing, no later that the 15th week before your Expected Week of Childbirth.  You should include the following information in your written notification:

· Confirmation that you are pregnant;

· When your expected week of childbirth is.  You must provide a medical certificate confirming this (MAT B1 form.)  This is available from your GP or midwife 20 weeks before your expected week of childbirth.  The Company cannot start paying you SMP until you provide this certificate; and

· When you intend to start your Statutory Maternity Leave (which may not be earlier than the 11th week before your Expected Week of Childbirth and no later than the birth of your baby.)

We will respond in writing within 28 days of receiving your written notification, specifying the date on which your Statutory Maternity Leave ends.  We will set out details of your entitlement to Statutory Maternity Pay and explain how your holiday entitlement will accrue whilst you are on Maternity Leave and the options available to you in terms of taking your holiday entitlement.  We will also provide details about Keeping in Touch days and Shared Parental Leave.

Unless you inform us to the contrary, we will assume that you will be taking 26 week’s Ordinary Maternity Leave followed immediately by 26 weeks Additional Maternity Leave.   

Health and Safety
The Company has a duty to protect the health and safety of all employees, including new and expectant mothers, and to assess risks to their health and safety.  New and expectant mothers include employees who are pregnant, those who have given birth within the last six months and those who are breastfeeding.  New and expectant mothers may be at particular risk from different physical, biological and chemical agents, processes and working conditions.  These risks will vary depending on your state of health and at different stages of pregnancy.  It is important, therefore, that any risks you may face at work are assessed as soon as possible.   

Risk Assessments
Once you have notified us that you are pregnant, we will carry out a risk assessment and take all reasonable steps to prevent you being exposed to any risks.  The risk assessment will take into account any written advice provided by your doctor, midwife or other health professional. 

If you believe there is a risk to your health and safety, or to that of your unborn baby, which has not been covered in the risk assessment, you should bring this to the attention of the Managing Director immediately.

If, despite taking all reasonable measures, there is still a risk which could jeopardise your health and safety, or that of your unborn baby, we will follow a procedure to ensure that you are removed from the risk.  In this situation we reserve the right to:

· temporarily adjust your working conditions and/or hours of work; or if this is not possible;

· offer you suitable alternative work at the same rate of pay, or if this is not available or feasible;

· suspend you from work on full pay for as long as necessary to protect your health and safety and that of your unborn child.

Suitable place to rest
A suitable place to rest or to express milk will be provided to employees who are pregnant and still at work or who are breastfeeding following their return to work.

Time off Work to Attend Ante-Natal Appointments
All pregnant employees, regardless of their length of service, are entitled to a reasonable period of paid time off work to attend appointments for ante-natal care on the advice of a registered medical practitioner, registered midwife or registered health visitor.  You should inform the Managing Director when you have an ante-natal appointment.  

Except in the case of your first appointment, you may be required to show:

· A certificate from a registered medical practitioner, registered midwife or registered health visitor confirming that you are pregnant; or

· An appointment card or some other document showing that an appointment has been made.

Statutory Maternity Leave
All pregnant employees are entitled to 52 weeks Statutory Maternity Leave, regardless of their length of service.

Maternity Leave can begin no earlier than the beginning of the 11th week before your expected week of childbirth.  It can begin on any date thereafter.  

You are required to provide us with written notification of the date you wish to begin your Maternity Leave.  You may change this date as long as you give the Company at least 28 days’ notice in writing.

If you give birth before the date you planned to begin your Maternity Leave, or before you have notified the Company of the date you wish to begin your Maternity Leave, your Maternity Leave will start automatically on the day after the birth.  In these circumstances, you must notify the Managing Director as soon as is reasonably practicable of the date of the birth of your child.

If you are absent from work because of a pregnancy-related reason, after the beginning of the fourth week before your expected week of childbirth, but before the date you have notified us that you plan to begin your Maternity Leave, your Maternity Leave will start automatically on the day after your first day of absence.  In these circumstances, you should notify the Managing Director as soon as is reasonably practicable of the fact that you are absent from work wholly, or partly, due to a pregnancy-related reason and of the date on which your absence for this reason began.

Throughout the 52 week Statutory Maternity Leave period you continue to receive all contractual benefits except your normal salary.   

Premature and Still Births
If your baby is stillborn after the start of the 15th week before your Expected Week of Childbirth, Statutory Maternity Pay is still payable, as if your baby was born alive.

If your baby is stillborn before the 24th week of pregnancy (i.e. earlier than the 15th week before your Expected Week of Childbirth), Statutory Maternity Pay will not be payable.  Depending on the circumstances, you may be entitled to Statutory Sick Pay instead.

Statutory Maternity Pay (SMP)
  You are entitled to Statutory Maternity Pay if:

· You have worked for the Company for a continuous period of at least 26 weeks, ending with the Qualifying Week (i.e. the 15th week before your expected week of childbirth);

· Your average weekly earnings in the eight weeks up to, and including, the Qualifying Week, has been at least equal to the lower earnings limit for National Insurance Contributions (although you do not actually need to have paid any contributions);

· You have given the Company at least 28 days’ notice of the date your Maternity Leave is to begin;

· You are still pregnant at the 11th week before your expected week of childbirth or have had the baby and;

· You have started your Maternity Leave.

The Company has no liability to pay you Statutory Maternity Pay if:

· You are not employed by the Company in the Qualifying Week (i.e. the 15th week before your Expected Week of Childbirth);

· You are taken into legal custody or;

· You commence employment with another company.

When we respond in writing to your written notification of pregnancy, we will confirm your entitlement to SMP.  If, for any reason, you are not entitled to SMP, we will complete, and give you, form SMP1 (an explanation of why SMP is not payable.)  This will help you claim Maternity Allowance from the Government.  

If you are entitled to SMP, we will pay this to you even if we terminate your employment before we begin paying you (however, not if you leave before your Qualifying Week.)

The first 6 weeks of SMP are paid at 90% of your average weekly earnings.  The 
remaining 33 weeks are paid at the Standard Rate or 90% of your average weekly earnings, if this is lower.  The Standard Rate is set by the Government and this figure is reviewed in April each year.  

SMP usually starts on the day immediately after you have stopped work.  However, if may start on an earlier date if payment is triggered by an early birth or because you are absent from work for a pregnancy-related reason in the four weeks immediately preceding the expected week of childbirth.

Reasonable Contact
We reserve the right to maintain reasonable contact with you whilst you are on Maternity Leave. We may need to make contact to discuss your plans to return to work or 
to discuss a flexible working request that you may have made.  We may also need to 
contact you to 
ensure that you are aware of promotion opportunities or vacancies, or to discuss any special arrangements that need to be put in place, or training to be provided, to facilitate your return to work, or simply to update you on developments at work during your absence.

Keeping In Touch Days
You are entitled to work for the Company (or attend training) for a maximum of ten days 
during your Maternity Leave period without bringing your Maternity Leave to an end or impacting on your right to claim Statutory Maternity Pay.  These are known as Keeping In Touch (KIT) days. Any work carried out on a KIT day shall constitute a day's work for these purposes. The Company is under no obligation to offer you any KIT days whilst you are on Maternity Leave; nor are you under any obligation to accept any KIT days which are offered to you.  Any KIT days must be agreed by both parties.  

If you accept a KIT day, you will receive full pay for any day worked. If a KIT day occurs 
during a week when you are receiving Statutory Maternity Pay, this will be effectively topped up so that you receive full pay for the day in question. Any KIT days worked do not extend your period of Maternity Leave. 

KIT days can be used to effect a gradual return to work towards the end of a period of Maternity Leave or to trial a proposed flexible working pattern.

Holiday Entitlement
Holiday entitlement continues to accrue during your Maternity Leave in line with your Employment Agreement.  Many employees decide to take their holiday entitlement either just before commencing Maternity Leave and/or just before returning from Maternity Leave.  Requests for holiday must be made to the Managing Director in the usual way.

Returning from Maternity Leave
If you are planning to return to work at the end of your Maternity Leave, you are not legally obliged to provide any further notification (although it is useful to do so.)  Unless you inform us otherwise, we will assume that you are returning to work on the date specified in the letter we sent to you informing you of your rights and obligations.     

If you wish to return to work early (i.e. before the end of your Statutory Maternity Leave period), you must provide at least eight weeks’ notice in writing of the date you wish to return.  If you attempt to return early and fail to give us at least eight weeks’ notice, we reserve the right to postpone your return until at least eight weeks’ notice has been given (but to no later a date than the end of your Statutory Maternity Leave period.)  

You may not return to work with two weeks of giving birth.  This is known as the Compulsory Maternity Leave period.

If you return to work after Ordinary Maternity Leave (i.e. after 26 weeks), you are entitled to return to the same job you held before going on Maternity Leave and to the same terms and conditions of employment.  If you return to work during, or after, Additional Maternity Leave (i.e. during or after the following 26 weeks), you are entitled to return either to the same job you held before going on Maternity Leave and to the same terms and conditions of employment or, if this is not reasonably practicable, to suitable alternative work with no less favourable terms and conditions of employment than you received prior to going on Maternity Leave.

If you are unable to attend work at the end of your Maternity Leave due to sickness or injury, the normal notification procedure for sickness absence will apply.  If you fail to return to work on the expected return date, or return late, without authorisation, your absence will be treated as unauthorised.    

If you decide not to return to work following your Maternity Leave, you must give the Company the relevant period of notice in writing, as set out in your Contract of 
Employment.

Shared Parental Leave
You may decide to curtail your Maternity Leave and opt for Shared Parental Leave instead.  Shared Parental Leave enables couples to share statutory leave and pay on the birth or adoption of a child.  It is designed to give couples more flexibility in caring for their child in the first year following the birth or adoption.  It enables the mother to share some of the leave and pay with her partner, perhaps returning to work for part of the time and then resuming leave at a later date.

It is the mother’s choice as to whether she wishes to curtail her Statutory Maternity Leave and opt for Shared Parental Leave instead.  

You should refer to the Shared Parental Leave policy below for more information and to help you and your partner decide whether this is an option you wish to take up 

Adoption

Our Adoption policy is designed to support employees who are planning to adopt a child.  It clarifies your rights and obligations and covers Adoption Leave and Adoption Pay.    Our Adoption Leave policy also applies to same sex partnerships.  

If you are planning to adopt a child, you should notify the Managing Director as soon as possible 

Definitions
a) Adoption Leave 
This is the period of time before, and after, a child is placed with you when you are not at work because you have adopted a child, but during which your Contract of Employment continues (unless either party expressly ends it or it expires.) It is made up of 26 weeks’ Ordinary Adoption Leave followed immediately by 26 weeks’ Additional Adoption Leave.   You can choose to be on Statutory Adoption Leave for a shorter period of time subject to you meeting the relevant notification criteria.

b) Statutory Adoption Pay (SAP)
This is a weekly state benefit for employees on Statutory Adoption Leave.  The qualifying conditions and amount of money you receive each week are determined by Government legislation.  SAP is classified as earnings and is subject to the usual deductions for Tax and National Insurance.  SAP is a weekly benefit and it begins on the first day of your Adoption Leave.

If you meet the qualifying conditions based on your length of service and average earnings, you are entitled to a maximum of 39 weeks SAP.   

c) Matching Week
The week in which you are told by the Adoption Agency that you have been matched with a child for adoption is called the Matching Week. The Matching Week begins on the Sunday before the matching date and ends on the Saturday after the matching date.

Statutory Adoption Leave
To be eligible Statutory Adoption Leave (SAL), you must:

· Be an employee (although there is no minimum length of service required);

· Be matched with a child for adoption by an approved Adoption Agency, or be one of a couple who have been jointly matched with a child for adoption.  (Please note that if you apply directly to a court for an adoption order, you will not be eligible for Statutory Adoption Leave. Foster parents are not usually eligible for Statutory Adoption Leave either unless they go on to adopt the child and the child was matched and placed for adoption through an approved Adoption Agency); and

· Have notified the Adoption Agency that you agree that the child should be placed with you and confirmed the date of placement.

When you and your partner (including same sex partners and civil partners) adopt a child you can decide which one will take Statutory Adoption Leave (i.e. which one will be the Main Adopter.)  The other partner (i.e. the Secondary Adopter) may be eligible to take Statutory Paternity Leave but you should check the qualifying conditions for both.  Both parents may also be entitled to take Shared Parental Leave and Ordinary Parental Leave. 

You must provide evidence to show that you have the right to take Statutory Adoption Leave. 

Subject to you complying with the notification requirements, you are entitled to take up to 52 weeks Adoption Leave.  This is made up of 26 weeks’ Ordinary Adoption Leave (OAL), followed immediately by 26 weeks’ Additional Adoption Leave (AOL.) 

You can choose to start your Statutory Adoption Leave from the date of the child’s placement or on any date up to 14 days before the expected date of placement. Once you have given written notice of the date you wish to begin your Adoption Leave, you may change the date as long as you give the Company at least 28 days' notice in writing.

Throughout the 52 week Adoption Leave period, you continue to receive all your contractual benefits except your normal salary.      

Statutory Adoption Pay (SAP)
In order to qualify for Statutory Adoption Pay (SAP) you must comply with the following criteria:

· You must have been employed by the Company for at least 26 weeks ending with the end of the Matching Week; and

· Your average weekly earnings in the eight weeks up to, and including, the Matching Week, must have been at least equal to the lower earnings limit for National Insurance contributions (although you do not actually need to have paid any contributions.)

There are two rates of Statutory Adoption Pay.  The first 6 weeks are paid at 90% of your average weekly earnings.  The following 33 weeks are paid at the Standard Rate or at 90 % of your average weekly earnings, if this is less.  The Standard Rate is set by the Government and the figure is reviewed in April each year.  

Statutory Adoption Pay is classified as earnings and is subject to the usual deductions for Tax and National Insurance.  

If you leave the Company after the Matching Week, you will no longer be entitled to Statutory Adoption Leave but may still be entitled to Statutory Adoption Pay.

Notice Requirements
To be eligible for Statutory Adoption Leave, you must inform the Managing Director within seven days of being notified by an approved Adoption Agency that you have been matched with a child for adoption (or as soon as possible thereafter.) You must provide the following information in your written notification:

· When the child will be placed with you; and

· The date you intend to start your Statutory Adoption Leave.

You must also provide at least 28 days’ notice that you wish to be paid Statutory Adoption Pay. 

Wherever possible, you should give notice for both Statutory Adoption Leave and Pay at the same time. We will only accept you giving us notice later than you should if you have a good reason for doing so (such as if the date of placement is changed or if there is not much time between the date you were matched and the date the child was placed with you.)  In this situation you should provide written notice as soon as is reasonably practicable. We reserve the right to delay the start of your Adoption Leave and Adoption Pay period if you do not comply with the notice requirements set out above; however, we will not delay the start of your Adoption Leave beyond the date of the placement. 

In order to be paid Statutory Adoption Pay, you must provide written evidence of having been matched with a child for adoption.  This may be a letter from the Adoption Agency, or it may be a copy of the matching certificate.  In all cases, however, the following information must be included;

· The name and address of the Adoption Agency;

· The date on which you were notified that you had been matched with a child; and

· The expected date of placement.

We will respond in writing within 28 days of receiving your written notification, specifying the date on which your Statutory Adoption Leave ends.  We will set out details of your entitlement to Statutory Adoption Pay and explain how your holidays will accrue whilst you are on Adoption Leave and the options available to you in terms of taking your holiday entitlement.  We will also provide details about Keeping in Touch days and Shared Parental Leave.

Unless you inform us to the contrary, we will assume that you will be taking 26 week’s Ordinary Adoption Leave followed immediately by 26 weeks Additional Adoption Leave.   

If you change your mind about the date on which you wish to start your Adoption Leave, or there is a change in the actual date of the placement, you must, wherever possible, provide us with at least 28 days' notice. If this is not possible you should provide as much notice as is reasonably practicable.

Adoption a Child from Overseas
If you are adopting a child from overseas, subject to you meeting the qualifying conditions, you have the same rights to Statutory Adoption Leave and Pay. You must meet the normal qualifying conditions outlined above; however, there are a few differences that apply to overseas adoptions.  These are as follows:

· You must have been continuously employed for at least 26 weeks ending with the week in which you received official notification of approval for adoption. If you have joined the Company since the official notification was received, you can still qualify for Adoption Leave but must have completed 26 weeks’ continuous service with the Company. Because the official notification for an adoption from overseas can often be received over a year before the child enters the UK, the 26 week period can be completed either before you receive the official notification, or afterwards, providing you have completed 26 weeks continuous service before the Adoption Leave period is due to begin; and

· If you are adopting a child from overseas, you can choose to begin your Adoption Leave period from the date of the child’s entry into the UK, or from a predetermined date up to 28 days after the date of entry.

If the Adoption Comes to an End
If the child’s placement ends during your Adoption Leave period, you can, in certain circumstances, choose to remain on Adoption Leave for up to eight weeks after the end of the week in which the placement ended.  The circumstances in which you can do this are as follows:

· If you have already begun your Adoption Leave and the Adoption Agency notifies you that the placement will no longer occur; or

· If the child dies during the Adoption Leave period, or

· If the child is returned to the Adoption Agency. 

Time Off to Attend Adoption Appointments
If you are the Primary Adopter (i.e. the person planning to take Statutory Adoption Leave), you are entitled to take paid time off work to attend up to five adoption appointments.  If you are the Secondary Adopter (i.e. the partner of the person planning to take Statutory Adoption Leave), you are entitled to take unpaid time off work to attend up to two adoption appointments.  In both cases, you should request the relevant time off work from the Managing Director.  

You may be required to show an appointment card or some other document showing that an adoption appointment has been made.

Any additional time off work to attend adoption appointments will be granted at the sole discretion of the Managing Director.

Reasonable Contact 
We reserve the right to maintain reasonable contact with you during your Adoption Leave.   We may need to contact you to discuss your plans to return to work or to discuss a flexible working request that you may have made.  We may also need to contact you to ensure that you are aware of any possible promotion opportunities or vacancies, or to discuss any special arrangements that need to be put in place, or training to be given, to facilitate your return to work, or simply to update you on developments at work during your absence.

Keeping In Touch Days 
You are entitled to work for the Company (or attend training) for a maximum of ten days during your Adoption Leave period without bringing your Adoption Leave to an end or impacting on your right to claim Statutory Adoption Pay.  These are known as Keeping In Touch (KIT) days. Any work carried out on a KIT day shall constitute a day's work for these purposes. 

The Company is under no obligation to offer you any KIT days whilst you are on Adoption Leave; nor are you under any obligation to accept any KIT days which are offered to you.  Any KIT days must be agreed by both you and the Company.  

If you accept a KIT day, you will receive full pay for any day worked. If a KIT day occurs 
during a week when you are receiving Statutory Adoption Pay, this will be effectively topped up so that you receive full pay for the day in question. Any KIT days worked do not extend your period of Adoption Leave. 

KIT days can be used to effect a gradual return to work towards the end of a period of Adoption Leave or to trial a possible flexible working pattern.

Holiday Entitlement
Holiday entitlement continues to accrue during your Adoption Leave in line with your Contract of Employment.  You may decide to take some of your holiday entitlement either just before commencing your Adoption Leave and/or just before returning from Adoption Leave.  Requests for holiday must be made to the Managing Director in the usual way.

Returning From Adoption Leave
If you are planning to return to work at the end of your Adoption Leave, you are not legally obliged to provide any further notification (although it is useful to do so.)  Unless you tell us anything to the contrary, we will assume that you are returning on the date specified in the letter we sent to you informing you of your rights and obligations.     

If you wish to return to work early (i.e. before the end of your Adoption Leave), you must 
provide at least eight weeks’ notice in writing of the date you wish to return.  If you attempt to return earlier than the end of your Adoption Leave without providing at least eight weeks’ notice, we reserve the right to postpone your return date until at least eight weeks’ notice has been given (but to no later a date than the end of your Statutory Adoption Leave period.)  

If you return to work during, or immediately after, Ordinary Adoption Leave (i.e. during the first 26 weeks of your Adoption Leave), you are entitled to return to the same job you held before going on Adoption Leave and to the same terms and conditions of employment.  If you return to work during, or immediately after Additional Adoption Leave (i.e. during, or after, the 
following 26 weeks), you are entitled to return either to the same job you held before going on Adoption Leave and to the same terms and conditions of employment or, if this is not reasonably practicable, to suitable alternative work with no less favourable terms and conditions of employment than you received prior to going on Adoption Leave.

If you are unable to return to work at the end of your Adoption Leave due to sickness or injury, the Company’s normal notification procedure for sickness absence will apply.  If you 
fail to return to work on the expected return date, or return late, without authorisation, your absence will be treated as unauthorised.    

If you decide not to return to work following your Adoption Leave, you must give the Company the relevant period of notice in writing, as set out in your Contract of 
Employment.

Shared Parental Leave
You may decide to curtail your Adoption Leave and to opt for Shared Parental Leave instead.  Shared Parental Leave enables couples to share statutory leave and pay on the birth or adoption of a child.  It is designed to give couples more flexibility in caring for their child in the first year following the birth or adoption.  It enables the primary adopter to share some of the leave and pay with his/her partner, perhaps returning to work for part of the time and then resuming leave at a later date.

It is the primary adopter's choice as to whether he/she wishes to curtail his/her Statutory Adoption Leave and opt for Shared Parental Leave instead.  

You should refer to the Shared Parental Leave policy below for more information and to help you and your partner decide whether this is an option you wish to take up.  

Paternity 

Our Paternity policy is designed to support eligible fathers-to-be, new fathers and partners of individuals planning to take Statutory Adoption Leave.  It also applies to same sex partnerships.  If you are a father-to-be, or will share the responsibility with a partner for bringing up a child, you may be entitled to Statutory Paternity Leave and Statutory Paternity Pay.

Eligibility
To be eligible to take Statutory Paternity Leave you must be an employee of the Company and have worked continuously for at least 26 weeks by either:

· the end of the 15th week before the expected week of childbirth; or

· the end of the week in which you are informed that you have been matched with a child for adoption; or

· the date your child enters Great Britain (if you are adopting from overseas.)

You must also be one of the following:

· The biological father of the child;

· The mother’s husband or partner (including civil partnerships); 

· The child’s adopter; or

· The husband or partner (including civil partnerships) of the child’s adopter.

You must be taking time off work to look after the child and must also be responsible for the child’s upbringing.

Statutory Paternity Leave
If you are eligible to take Statutory Paternity Leave, you can choose to take either one or two consecutive weeks’.  You may not take odd days and, if you take two weeks, they must be taken consecutively.  A week is based on your normal working pattern.   

Statutory Paternity Leave can start on any day of the week but it cannot start before the baby is born or placed in your care.  You must take Statutory Paternity Leave within 56 days of the date the child is born or placed in your care.  If the child is born early, you must take Statutory Paternity Leave within the period from the actual date of birth and 56 days from the date on which the baby was expected.  If your partner has a multiple birth, you are only allowed one period of Statutory Paternity Leave.     

Statutory Paternity Pay
If you are eligible to take Statutory Paternity Leave, you may also be entitled to receive Statutory Paternity Pay for a maximum of two consecutive weeks.  Statutory Paternity Pay is paid at the Standard rate, or 90% of your average weekly earnings if this is less.  The Standard Rate is set by the Government and is revised in April each year.

You will only be entitled to receive Statutory Paternity Pay if your average weekly earnings in the eight weeks up to, and including, the 15th week before your baby is due, or in the eight weeks up to, and including, the Matching Week, is at least equal to the lower earnings limit for National Insurance contributions (although you do not actually need to have paid any contributions.)

Statutory Paternity Pay can only be paid whilst you are on Statutory Paternity Leave.

Notice
You should inform the Managing Director in writing as soon as possible of your intention to take Statutory Paternity Leave and, in any case at least 15 weeks before the Expected Week of Childbirth.  If you are adopting, you should the Managing Director in writing no later than seven days after you have been matched with a child. 

  You must confirm:

· The date when the baby is due or will be placed with you;

· Whether you intend to take one week or two consecutive weeks’ Statutory Paternity Leave; and

· The date you intend to start your Statutory Paternity Leave. Should you wish to change this date, you must provide us with at least 28 days notice in writing.

There may be cases where it is not possible to provide this much notice (e.g. where a child is born prematurely, or where there is a very short period of time between you being notified that you have been matched for adoption and the child actually being placed with you.)  In these circumstances, you should provide as much notice as is reasonably practicable.   

Ante Natal/Adoption Appointments
You have the right to take unpaid time off work to accompany your partner to two ante-natal or adoption appointments.  Any additional time off work to attend such appointments will be granted at the sole discretion of the Managing Director.

If you Lose the Child
You will still be entitled to take Statutory Paternity Leave if your child is still born anytime after 24 weeks of pregnancy, or is born at any point during the pregnancy but later dies.

Shared Parental Leave 
You may be entitled to Shared Parental Leave.  Shared Parental Leave enables couples to share statutory leave and pay on the birth of a child or following a child’s placement for adoption.  It is designed to give couples more flexibility in caring for their child in the first year following the birth or adoption.  It enables the mother, or primary adopter, to share some of the statutory leave and pay with his/her partner, perhaps returning to work for part of the time and then resuming leave at a later date.

It is the mother’s, or primary adopter’s, choice as to whether he/she wishes to curtail his/her Statutory Maternity/Adoption Leave and opt for Shared Parental Leave instead.  

You should refer to the Shared Parental Leave policy below for more information and to help you and your partner decide whether this is an option you wish to take up.      

Shared Parental Leave

Our Shared Parental Leave policy is designed to enable eligible mothers, fathers, partners and adopters to choose how to share time off work after their child is born or placed for adoption. This could mean that the mother or adopter shares some of their Maternity or Adoption Leave with their partner, perhaps returning to work for part of the time and then resuming leave at a later date.

It is designed to give parents more flexibility in how to share the care of their child in the first year following the birth or adoption. Parents are able to share a pot of leave and can decide to be off work at the same time and/or take it in turns to have periods of leave to look after the child.

Our Shared Parental Leave policy also applies to same sex couples.  It clarifies your rights and obligations and explains the procedure that you need to follow if you wish to take Shared Parental Leave.  

If you are planning to take, or considering taking, Shared Parental Leave, you should contact the Managing Director as early as possible to arrange an informal discussion.  This discussion will cover your entitlement to Shared Parental Leave and the evidence you must provide, as well as giving you an opportunity to talk about your plans.  

Definitions
Mother
The woman who gives birth to a child or the Primary Adopter (i.e. the person who is eligible for Adoption Leave and/or Pay. This person may be male or female.)

Partner
The child’s biological father or the partner of the mother/adopter.  This can be a spouse or civil partner; or a partner (whether male or female) who is living in an enduring relationship with the mother and the child.

Continuous Leave
A period of leave that is taken in one block (e.g. four weeks’ leave.)

Discontinuous Leave
A period of leave that is arranged around weeks where the employee will return to work (e.g. an arrangement where an employee will work every other week for a period of three months.)

SPLIT Day
Shared Parental Leave in Touch Day.

Ordinary Parental Leave
Separate to Shared Parental Leave, this entitles employees to take up to 18 weeks off work to look after a child’s welfare.  This leave is normally unpaid.

Shared Parental Leave (SPL)
The right to Shared Parental Leave only applies to employees who fulfil the relevant eligibility criteria, as explained below.  The mother, should she wish to do so, can choose to bring her Statutory Maternity/Adoption Leave to an end at any point (although not during the two week Compulsory Maternity Leave period following the birth of a child) and opt into Shared Parental Leave instead.  

All eligible employees have a statutory right to take Shared Parental Leave and couples can decide how to split up the remaining weeks of leave between them.  Shared Parental Leave can be taken by each parent separately or at the same time.  Unlike Statutory Maternity/Adoption Leave, eligible employees can stop and start their Shared Parental Leave and return to work between periods of leave, with each eligible parent able to submit three notices of intention to take Shared Parental Leave.

Eligible parents may also be entitled to Shared Parental Pay (ShPP.) 

Eligibility Criteria
If the mother decides not to take her full Statutory Maternity/Adoption Leave entitlement, she and her partner can opt into Shared Parental Leave instead.  Shared Parental Leave can only be used by two people.  These are:  

· The mother (as defined above); and 

· The mother’s partner (as defined above.)  

Both parents must share the main responsibility for the care of the child at the time of the birth/placement for adoption. 

An employee seeking to take Shared Parental Leave must satisfy each of the following criteria:

· The mother of the child must be entitled to either Statutory Maternity Leave or Statutory Adoption Leave;

· The mother must have curtailed her entitlement to Statutory Maternity Leave or Statutory Adoption Leave, or have returned to work;

· The employee must still be working for the Company at the start of each period of Shared Parental Leave;

· The employee must pass the ‘Continuity Test’, requiring him/her to have a minimum of 26 weeks' service at the end of the 15th week before the Expected Week of Childbirth or, in the case of adoption, the child’s Matching Date; 

· The employee’s partner must meet the ‘Employment and Earnings Test’ requiring him/her, in the 66 weeks leading up to the child’s expected birth/matching date, to have worked for at least 26 weeks and  his/her average weekly earnings for the period of eight weeks leading up to, and including, the 15th week before the Expected Week of Childbirth/Adoption Matching Date must not be less than the lower earnings limit in force for National Insurance Contributions;;

· The employee must correctly notify the Company of his/her entitlement and provide evidence, as required; and

· The employee must correctly notify the Company of his/her intention to take a period of Shared Parental Leave.

Sometimes only one parent will be eligible for Shared Parental Leave. For example a self-employed parent will not be entitled to Shared Parental Leave but he/she may still pass the “Employment and Earnings Test”, so that his/her partner, if they are an employee, may still qualify.

If both parents are employees and both meet the qualifying requirements, there will be a joint entitlement and the parents will have to determine how to divide the leave entitlement once the mother has decided to curtail her Statutory Maternity/Adoption Leave.

Shared Parental Leave Entitlement
The maximum amount of leave that can be shared between the parents is 50 weeks.  The leave can be taken during the twelve months following the birth of the child or, in the case of adoption, the date of placement.    

Shared Parental Leave only becomes available once the mother has given notice to end her entitlement to Statutory Maternity/Adoption Leave.  The portion of Statutory Maternity/Adoption Leave which is untaken by the mother will, in effect, be converted into Shared Parental Leave.  Only the two weeks of compulsory Maternity Leave cannot be shared in this way.  Any period of Statutory Maternity/Adoption Leave already taken by the mother will be deducted from the period of 50 weeks' Shared Parental Leave, with the balance available to be shared between the parents.   

Shared Parental Leave can be taken separately or at the same time, subject to the following requirements:

· The minimum period of leave is one week;

· The leave must be taken in multiples of complete weeks; and

· The leave may be taken either as one continuous period or a number of discontinuous periods.

This means that a mother can return to work after Statutory Maternity/Adoption Leave and take Shared Parental Leave at a later date or dates (subject to the notice requirements, as set out below.)  Similarly, the mother’s partner can take Shared Parental Leave at any time – it does not need to start as soon as the mother has given notice to curtail her entitlement to Statutory Maternity/Adoption Leave or returned to work.

Shared Parental Leave can also be taken when the other partner is on a different type of leave such as Statutory Paternity Leave or Ordinary Parental Leave.  The mother’s partner could even start a period of Shared Parental Leave whilst the mother is still on Statutory Maternity/Adoption Leave (e.g. immediately following the birth or placement of the child), provided that the mother has given a binding notice to end her Statutory Maternity/Adoption Leave.  However, in this situation, the mother’s partner may first wish to exhaust any Statutory Paternity Leave entitlements as he/she cannot take Statutory Paternity Leave once he/she has taken any Shared Parental Leave or Shared Parental Pay.

Shared Parental Leave will generally commence on the employee's chosen start date, as specified in the written notification, or in any subsequent variation notice.

If an employee is eligible to receive it, Shared Parental Leave Pay  may also be paid for some, or all, of the Shared Parental Leave period.

Shared Parental Leave must end no later than one year after the birth/placement of the child.  Any Shared Parental Leave not taken by the first birthday, or the first anniversary of placement for adoption, is lost.

Notification Requirements
1. Providing Notice to End Statutory Maternity/Adoption Leave Early
Firstly, the mother must provide at least eight weeks notice of her intention to end her Statutory Maternity/Adoption Leave early.  This notice can be given either before, or after, the birth or placement of the child.  If it is given after the birth/placement of the child, the notice is binding and cannot be changed.  However, if notice is given before the birth/placement of the child, the mother is able to revoke the notice up to six weeks after the birth/placement of the child.  

2. Notice of Entitlement and Intention to Take Shared Parental Leave
Secondly, if an employee intends to take Shared Parental Leave, he/she must provide written notification of his/her eligibility at least eight weeks before the start of the first period of Shared Parental Leave.  The written notice must include the following information:

· The employee's name, address and National Insurance number;

· The name, address and National Insurance number of the employee's partner; 

· The start and end dates of any Statutory Maternity/Adoption Leave to be taken by the mother (and confirmation that the mother agrees to curtail her Statutory Maternity Leave);

· The amount of any Statutory Maternity Pay, Statutory Adoption Pay or Maternity Allowance received, or to be received, by the mother;

· The date on which the child is expected to be born and/or the actual date of birth or, in the case of an adopted child, the date on which you were notified of having been matched with the child and/or the date of placement for adoption;

· The total amount of Shared Parental Leave available;

· Confirmation that both the employee and his/her partner are sharing child care responsibilities;

· A non-binding indication of how much Shared Parental Leave both parties intend to take and the proposed start and end dates of such leave; and

· A signed declaration from each parent to confirm that:

i. Both the employee and his/her partner satisfy the eligibility criteria; 

ii. The mother agrees to curtail her Statutory Maternity/Adoption Leave and  consents to the amount of Shared Parental Leave her partner is intending to take;

iii. Consent from the employee's partner to the Company processing the information contained in the declaration form;

iv. The information provided is accurate; and

v. If either the employee or his/her partner ceases to meet the eligibility criteria for Shared Parental Leave, the Company will be notified immediately.

There may be occasions when we require further evidence of an employee's eligibility to take Shared Parental Leave.  Should this be the case, once we have received written notification of an employee's intention to take Shared Parental Leave, we may, within 14 days of receiving the notification, request the following information:

· The name and business address of the partner’s employer.  Where the employee's partner is no longer employed, or is self employed, we may request contact details; and

· In the case of biological parents, a copy of the child's birth certificate (or, where one has not been issued, a declaration as to the time and place of the birth); or

· In the case of an adopted child, documentary evidence of the name and address of the Adoption Agency, the date on which the employee and his/her partner were notified of having been matched with the child, and the date on which the Agency expects to place the child for adoption.

In order to be entitled to Shared Parental Leave, this information must be produced within 14 days of receiving our request.

Booking Shared Parental Leave
In addition to notifying us of his/her entitlement to take Shared Parental Leave/Shared Parental Pay, an employee must also provide written notice of his/her intention to take Shared Parental Leave.  Wherever possible, notice to take Shared Parental Leave should be given at the same time as providing written confirmation of eligibility to Shared Parental Leave; however, an employee is legally entitled to submit the written notifications separately.  

You have a right to submit a maximum of three separate notifications specifying leave periods which you are intending to take.  If you submit a request to vary a period of leave that has already been arranged, this will usually count as one of your three notifications (see below.)

Each written notification may state that you are intending to take:

· One single period of weeks of continuous leave; or 

· Two or more weeks of discontinuous leave, where you intend to return to work between periods of leave.

Shared Parental Leave can only be taken in complete weeks but may begin on any day of the week. For example, if a week of Shared Parental Leave began on a Tuesday, it would finish on a Monday.  Where you return to work between periods of Shared Parental Leave, the next period of Shared Parental Leave can begin on any day of the week.

When you are booking Shared Parental Leave, you must provide at least eight weeks notice of the date on which you wish to start the leave and, if applicable, receive Shared Parental Pay.

If you provide us with written notice of your intention to take Shared Parental Leave before the child is born, or placed for adoption, the start date may be expressed as a number of days from the date the child is born or placed for adoption.

Continuous Leave Notifications
Subject to you satisfying the eligibility criteria, if you request one period of continuous leave – i.e. a number of weeks taken in a single unbroken block (e.g. six weeks in a row) - you have the right to take that period of leave.  This is also subject to you not exceeding the total number of weeks of Shared Parental Leave available to you and subject also to you providing at least eight weeks’ notice in writing of the date you wish to start your period of continuous leave.

All notices for continuous leave will be confirmed in writing no later than 14 days after your request was made.

Discontinuous Leave Notifications
Agreement is necessary if you wish to request discontinuous periods of Shared Parental Leave.  Discontinuous Shared Parental Leave is where two or more periods of leave are separated by periods at work (for example, a request to take six weeks of Shared Parental Leave and work every other week for a period of three months.)

If you request a period of discontinuous Shared Parental Leave, we have the option to:

· Agree the periods of leave that you have requested;

· Propose alternative dates; or

· Refuse the leave without proposing alternative dates.

All requests for discontinuous leave will be carefully considered, weighing up the potential benefits to both you and the Company against any adverse impact on the business. 

Where there is concern as to whether we can accommodate the discontinuous leave that you have requested, we may arrange a meeting with you to discuss your request.  Each request for discontinuous leave will be considered on a case-by-case basis. Agreeing to one request for discontinuous leave will not set a precedent, or create the right, for another employee to be granted a similar pattern of discontinuous leave.

Once we have received a written notification of your intention to take discontinuous leave, we will respond to your notification no later than 14 days after your request was made.

Should we have to refuse your request for discontinuous leave, you have the right to withdraw the request on, or before, the 15th day after submitting the written notification.  Alternatively, you may take the total number of weeks in the notice in a single continuous block. If you choose to do this, you have until the 19th day from the date the original notification was submitted to choose when you would like the leave period to begin. The leave period cannot start sooner than eight weeks from the date the original notification was submitted. If you do not choose a start date, then the leave will begin on the first leave date requested in the original notification.

Discussions Regarding Shared Parental Leave
Once we receive written notice of your intention to take Shared Parental Leave, we will usually arrange a meeting to discuss it. However, where a notice is for a single period of continuous leave, or where a request for discontinuous leave can, without further discussion, be approved in line the terms stated in your written notification, a meeting may not be necessary.

You will be given advance notification of the date and time of any meeting that is arranged.  If the date or time of the meeting is unsuitable, an alternative date/time may be arranged.  If a suitable alternative date cannot be arranged, then the meeting may be held over the telephone. 

You have the right to be accompanied by a Trade Union Representative or Work Colleague at the meeting.   

The purpose of the meeting is to discuss your request for Shared Parental Leave in detail and the plans that need to be put in place while you are away from work. Where you have requested a period of discontinuous leave, the discussion may also focus on how the leave you are proposing to take could be agreed, whether a modified arrangement may be acceptable to both parties, and what the outcome may be if no agreement is reached.

Variations to Periods of Shared Parental Leave
You are permitted to vary, or cancel, an agreed and booked period of Shared Parental Leave, provided that you notify us in writing at least eight weeks before both the date to be varied and the new date. 

The variation notice may:

· Vary the start and end dates;

· Vary the amount of leave; or

· Ask for a single period of leave to become discontinuous or vice versa.

You may only submit, in total, three notifications of intention to take Shared Parental Leave.  Any variation, or cancellation notification, made by you, including notice to return to work early, will usually count as a new notification, thereby reducing your right to book/vary leave by one. However, a change as a result of a child being born early (see below), or as a result of the Company requesting it to be changed, and you agreeing to this, will not count as one of your three notifications. 

Any variation of leave will be confirmed in writing.

Statutory Shared Parental Pay  (ShPP)
You may, if eligible, be entitled to up to 37 weeks Shared Parental Pay whilst on Shared Parental Leave. The amount of weeks available will depend on the amount by which the mother/adopter reduces her Statutory Maternity/Adoption Pay period or Maternity Allowance period. 

ShPP may be payable during some, or all, of the Shared Parental Leave, depending on the length and timing of the leave. 

In addition to meeting the eligibility requirements for Shared Parental Leave, if you wish to claim ShPP, you must satisfy each of the following criteria: 

· The mother/adopter must be/have been entitled to Statutory Maternity/Adoption Pay or Maternity Allowance and must have reduced her Statutory Maternity/Adoption Pay period or Maternity Allowance period;

· You must intend to care for the child during the week in which ShPP is payable; 

· Your average weekly earnings for the period of eight weeks leading up to, and including, the 15th week before the expected week of childbirth/adoption matching date must not be less than the lower earnings limit in force for National Insurance Contributions; 

· You must remain in continuous employment until the first week of ShPP has begun;  and

· You must provide written notification, in accordance with the rules set out below.

If you wish to receive ShPP, you must, at least eight weeks before the date you would like to receive ShPP, provide written notice to the Company advising us of your entitlement to ShPP. To avoid duplication, wherever possible, this should be included as part of your notice of entitlement to take Shared Parental Leave (see above.)

In addition to what must be included in your notice of entitlement to take Shared Parental Leave, any notice that advises of an entitlement for ShPP must include:

· The start and end dates of any Statutory Maternity/Adoption Pay or Maternity Allowance; 

· The total amount of ShPP available, the amount of ShPP both you, and your partner each intend to claim, and a non-binding indication of when you wish to claim ShPP; and

· A declaration signed by you confirming that the information you have given is correct, that you meet, or will meet, the criteria for ShPP and that you will immediately inform the Company should you cease to be eligible.

Your written notification must be accompanied by a signed declaration from your partner confirming: 

· His/her agreement to you claiming ShPP and for the Company to process any ShPP payments to you; 

· In the case where your partner is the mother/ primary adopter, that she has reduced her Statutory Maternity/Adoption Pay or Maternity Allowance; and 

· In the case where the partner is the mother/ primary adopter, that she will immediately inform you should she cease to satisfy the eligibility conditions.

The Shared Parental Pay rate is set by the Government and is revised in April each year.

If your Baby is Born Prematurely
If your baby is born early, your rights and requirements to take Shared Parental Leave change.

If your child is born before the expected due date, and you had booked to take Shared Parental Leave within the first eight weeks of the due date, you may take the same period of time off after the actual birth without having to provide eight weeks’ notice, by submitting a notice to vary your leave as soon as is reasonably practicable. Unlike most other variation notices, this would not count as one of your three written notifications.

Any leave arranged after the first eight weeks of the due date is still bound by the eight-week notice required to vary leave.

If your child is born more than eight weeks before the due date and the notice of entitlement to Shared Parental Leave and/or a notice to book Shared Parental Leave have not yet been given, then there is no requirement to give eight weeks’ notice before the period of leave starts. The written notices should be given as soon as is reasonably practicable after the actual birth.

Terms and Conditions During Shared Parental Leave
During any period of Shared Parental Leave, your Contract of Employment continues and you are entitled to receive all your contractual benefits, except for salary. You will continue to accrue holiday entitlement in line with your Employment Agreement.

Reasonable Contact
We reserve the right to maintain reasonable contact with you during Shared Parental Leave. We may need to make contact to discuss your plans to return to work, or to ensure that you are aware of any promotion opportunities or vacancies, or to discuss any special arrangements that need to be put in place, or training to be given, to facilitate your return to work, or simply to update you on developments at work during your absence.

Shared Parental Leave In Touch Days
You can agree to work for the Company (or attend training) for up to 20 days during Shared Parental Leave  without bringing your period of Shared Parental Leave to an end or impacting on your right to claim ShPP for that week. These are known as "Shared Parental Leave In Touch" or "SPLIT" days. Any work carried out on a day, or part of a day, shall constitute a day's work for these purposes. 

The Company is under no obligation to offer you any work, during Shared Parental Leave; nor are you under any obligation to accept any work offered during Shared Parental Leave. Any SPLIT days must be agreed by both you and the Company.  

If you accept a SPLIT day, you will receive full pay for any day worked. If a SPLIT day occurs during a week when you are receiving ShPP, this will be effectively topped up so that you receive full pay for the day in question. Any SPLIT days worked do not extend the period of Shared Parental Leave.

. 

SPLIT days can be used to effect a gradual return to work towards the end of a period of Shared Parental Leave or to trial a possible flexible working pattern.

Returning to Work After Shared Parental Leave
When you notify us of your intention to take a period of Shared Parental Leave, we will notify you in writing of the end date of that period of Shared Parental Leave. You are expected to return to work on the next working day after this date, unless you notify us otherwise. If you are unable to attend work due to sickness or injury, the Company’s normal notification procedure for sickness absence will apply.  If you fail to return to work on the expected return date, or return late, without authorisation, your absence will be treated as unauthorised.    

If you wish to return to work earlier than the expected return date, you may provide written notice to vary the leave and must provide at least eight weeks written notice of the date of your early return. This will count as one of your three notifications. If you have already used your three notifications to book and/or vary leave, then the Company does not have to accept your notice to return early but may do so if we consider it to be reasonably practicable. 

On returning to work after Shared Parental Leave, you are entitled to return to the same job if your aggregate total Statutory Maternity/Paternity/Adoption Leave and Shared Parental Leave amounts to 26 weeks or less.  The same job is the one you held immediately before commencing Statutory Maternity/Paternity/Adoption Leave and the most recent period of Shared Parental Leave, on the same terms and conditions of employment as if you had not been absent. 

If your Statutory Maternity/Paternity/Adoption Leave and Shared Parental Leave amounts to 26 weeks or more in aggregate, you are entitled to return to the same job you held before commencing the last period of leave or, if this is not reasonably practicable, to another job which is both suitable and appropriate, and on terms and conditions no less favourable.

If you also take a period of Ordinary Parental Leave of four weeks or less (see below) this will have no effect on your right to return and you will still be entitled to return to the same job as you occupied before taking the last period of leave if the aggregate weeks of Statutory Maternity/Paternity/Adoption Leave and Shared Parental Leave do not exceed 26 weeks. 

If a parent takes a period of five weeks of Ordinary Parental Leave, even if the total aggregate weeks of Statutory Maternity/Paternity/Adoption Leave and Shared Parental Leave do not exceed 26 weeks, you will be entitled to return to the same job you held before commencing the last period of leave or, if this is not reasonably practicable, to another job which is suitable and appropriate, and on terms and conditions no less favourable.     

Ordinary Parental Leave

Our Ordinary Parental Leave policy is designed to support eligible employees who wish to take time off work to look after a child's welfare.  Ordinary Parental Leave is unpaid and should not be confused with Shared Parental Leave which gives parents flexibility to decide how they would like to look after their child during the first twelve months following the birth or adoption.

Any employee who has parental responsibility for a child may request Ordinary Parental Leave, subject to that employee having completed one year’s continuous service with the Company.  We reserve the right to ask for written confirmation if there is any doubt as to whether an employee has parental responsibility.  

If you meet the eligibility criteria, you are entitled to request up to 18 weeks Ordinary Parental Leave for each child that you are responsible for.  Each parent has a separate entitlement to Ordinary Parental Leave.  Unlike Shared Parental Leave, this right is not transferable.  If you have already taken some Ordinary Parental Leave with a former employer, this will be deducted from the 18 weeks you are entitled to take in total.   

Ordinary Parental Leave must be taken in blocks of one week and may not be taken as odd days off, unless we agree otherwise or unless you have a disabled child.  You are not permitted to take off more than four weeks per year per child. A week is based on your normal working pattern. The year begins from the date you first became entitled to Ordinary Parental Leave for the child in question.  This will normally be the year starting with your child’s birthday.  

Ordinary Parental Leave can be taken at any time up to the child's 18th birthday.

If you wish to take a period of Ordinary Parental Leave, you must put your request in writing to the Managing Director, providing at least 21 days notice of the start date.   

To take Ordinary Parental Leave straight after the birth or adoption of a child, you should provide at least 21 days’ notice before the beginning of the expected week of childbirth or placement. In cases where this is not possible (for example, if your child is born prematurely or where less than 21 days’ notice is given that a child is to be placed with you for adoption) you should submit your written request for Ordinary Parental Leave as soon as possible. 

We will always endeavour to grant your request for Ordinary Parental Leave.  We do, however, have the right to postpone your request for up to six months if we can demonstrate that the business would be unduly disrupted by your absence.  Should we need to do this, we would inform you in writing within seven days of receiving your written request. We would set out the reasons why the leave has to be postponed and inform you of the date within a six month period when you are permitted to take the leave.  We would not, however, postpone, your request for Ordinary Parental Leave if you are a father (or a partner) who wants to take time off work for the birth of your baby, or if you are adopting a child and want to take Ordinary Parental Leave at the time of the placement.

You will remain employed whilst on Ordinary Parental Leave; however, you will not receive any of your usual contractual benefits such as your salary.  The only rights that will continue during Ordinary Parental leave are:

· Your contractual notice period;

· Any entitlement you may have to Statutory Redundancy Pay;

· The Company’s Disciplinary and Grievance procedures; and

· If your Contract of Employment has a section stating that you may not work for any other employer, this clause will continue to apply.   
Flexible Working

Our Flexible Working policy is designed to support eligible employees who want to achieve a better balance between their work and home life.   There are many forms of flexible working including part time working, flexitime, job-sharing and working from home.
Once you have completed twenty six weeks continuous service with the Company, and subject to you not having made another application to work flexibly in the past twelve months, you are entitled to request flexible working.
We will consider all flexible working requests in a reasonable manner and in line with current legislation.  
Under this policy, you may request changes to:
· The number of hours you are contracted to work;
· The days or times that you are contracted to work; and/or
· Your place of work.
If you wish to request flexible working, you must apply in writing to the Managing Director and your written request must include the following information:   
· The date that you are making the flexible working request;
· That your request is being made under the statutory right to apply for flexible working;
· The change you are seeking to your working conditions;
· The date you would like the change to come into effect;
· The effect you believe the requested change will have on the business and how, in your opinion, any such effect might be dealt with; and
· Whether or not you have previously requested flexible working and, if so, the date of your last application.
We will deal with flexible working requests in a timely manner; however, you should bear in mind that the process can take up to three months.  If, for some reason, we are unable to deal with your request within three months, we may, with your permission, extend this timescale.    
Once we receive your written request for flexible working, we will usually arrange a meeting so that we can discuss your request in more detail.  This meeting will be arranged as soon as possible after receiving your written request.  If there is likely to be a delay in doing this, we will let you know.  It is only in situations where we know immediately that we can accept your request that we may not need to meet with you.  In these situations, we will write to you confirming our acceptance of your request.   
If we arrange a meeting to discuss your flexible working request, you have the right to be accompanied by either a work colleague or Trade Union Representative.  You should come to this meeting prepared to answer any questions we may have relating to your flexible working request.    
Once we have considered the changes you are requesting and weighed up the advantages, possible costs and potential logistical implications of granting your request, we will inform you in writing of our decision.   Our decision may be to either:
· Accept your request, in which case we will confirm a start date and any other actions that are required; or
· Offer you a compromise such as a different working pattern or a trial period; or
· Reject your request, in which case we will set out clear business reasons for doing so and advise you of your right to appeal against the decision.  
We will only reject a flexible working request if there is a good business reason for doing so.  Such reasons may include:  
· The burden of additional costs;
· An inability to reorganise work;
· An inability to recruit additional staff;
· A detrimental impact on quality or performance or to meet customer demand;
· Insufficient work for the periods you propose to work; or
· A planned structural change to the business.
If we are uncertain what impact your proposed changes will have on the business, we may offer you the option of trialling the flexible working arrangements for a period of up to three months.  We may also offer you an extension to this trial period for a period of up to a further three months if the impact is still unknown.  Throughout the trial period the flexible working arrangements will be reviewed.  If, at any time during the trial period, it becomes apparent that the new working pattern is unacceptable, we may suggest an alternative pattern or give you at least four weeks’ notice that you need to revert to your former working arrangements.  If the trial period is successful, we will write to you confirming the new working arrangements.  
You should be aware that, if your working arrangements are altered, unless otherwise agreed, this will become a permanent arrangement.  Should the new working pattern entail a reduction in hours, your salary and other benefits will be pro-rated accordingly.  
We will consider the merits of each flexible working request on a case by case basis.  Agreeing to one employee’s request will not create an automatic right for another employee to be granted a similar request.  
If your request for flexible working is unsuccessful, you will be notified in writing of the reasons why it was turned down and your right to appeal against the decision.
Should you wish to appeal against the decision, you must do so in writing within 14 days of receiving written notification that your request has been unsuccessful.  We will then arrange for an Appeal Meeting to be held and you may be accompanied at the Appeal Meeting by either a work colleague or a Trade Union Representative.  Following the Appeal Meeting, you will be notified of the outcome of your appeal in writing.  
If your appeal is upheld and your request for flexible working is accepted (or accepted with modifications), we will discuss with you how and when the changes might be implemented.  
If your appeal is rejected, you will be informed in writing of the reasons why.  This decision will be final.
Once you have made a request for flexible working, you will not be allowed to make another request within twelve months of the date of your last application.
If your request for flexible working is accepted, we still reserve the right, upon giving reasonable notice, to require you to change your normal working hours, days or place of work, on a temporary basis, to:
· Attend training and/or work-related functions as we may reasonably require from time to time;
· Where reasonable, cover another employee’s absence due to holidays or sickness; and
· Meet business needs from time to time.
You will not be treated less favourably because you have made and/or been granted, a request to work more flexibly. 
SECTION 6
GRIEVANCE AND DISCIPLINARY

Grievance Procedure

Introduction
The Company recognises the importance of maintaining good working relationships. Our Grievance Procedure provides a framework to formally raise any complaints you may have arising from any aspect of your work, working environment or working relationships.  Our aim is to address and resolve problems fairly, quickly and consistently, with full consideration of the issues, and to take any appropriate remedial action.  
Scope of the Procedure
This procedure applies to any complaints raised by current employees.  It does not apply to complaints raised by ex-employees or individuals who are not employees.
If your complaint relates to any disciplinary sanction that has been imposed against you, you should follow the separate disciplinary appeals procedure.
Key Principles
We commit to adhere to the following principles in relation to grievances:
·   We will deal with grievances promptly and will not unreasonably delay meetings, decisions or confirmation of those decisions;
·   We will act fairly and consistently;
·   We will carry out any necessary investigations to establish the facts of the case;
·   We will give you an opportunity to explain your complaint and discuss how you think it should be resolved before any decision is made;
·   We will allow you to be accompanied at any formal Grievance or Appeal Hearing by either a work colleague of your choice or a Trade Union Official;
·   All Grievance Hearings will be minuted and you will receive a copy of these minutes; and
·   We will allow you to appeal against any formal decision. 
Stage 1 - Informal Action
We believe that most complaints can be resolved informally by discussing the issue with either the person concerned or the Managing Director.    
Before raising a formal grievance, you are encouraged to try to resolve the issue informally.  However, if the matter cannot be resolved in this way, or you are not happy with the response, you should raise the matter formally, following the procedure outlined in Stage 2 of this procedure.
Stage 2 – Formal Action
If your complaint cannot be resolved informally, you should raise the matter formally, and without unreasonable delay, with the Managing Director.        
Your complaint should be put in writing and should set out the nature of your grievance.
You will be asked to attend a Grievance Hearing to discuss the matter.  You will be informed, in advance, of the date, time and location of the Grievance Hearing and must take all reasonable steps to attend.  The Grievance Hearing will usually take place within ten working days of receiving your written grievance.  However, this time limit may be extended if the circumstances of the grievance warrant detailed investigation to consider the issues raised, or if there are other extenuating circumstances.  
The Grievance Hearing will usually be chaired by a Director; however, where appropriate, an external third party may be asked to do this.  At the Grievance Hearing you will be asked to explain your grievance and how you think it should be resolved.  The Grievance Hearing may need to be adjourned if further investigation is necessary.  
Following the Grievance Hearing, we will decide what action needs to be taken and you will be notified, in writing, of the outcome.  Where appropriate, we will set out what action we intend to take to resolve your grievance.  You will also be informed of your right of appeal.  
Stage 3 – Appeal
It is hoped that your grievance will be resolved to your satisfaction at the Grievance Hearing. However, should this not be the case, you should appeal in writing to the person specified in your grievance letter, within five working days of the decision being communicated in writing to you.  You will need to state why you are unhappy with the outcome, detailing any new information or evidence that will support your appeal.  This is to ensure there is sufficient time to investigate any new information before the Appeal Hearing.  Wherever possible, the Appeal Hearing will be chaired by someone who has not previously been involved in the case and, where appropriate, an external third party may be asked to do this.  You will be informed, in advance, of the date, time and location of the Appeal Hearing and must take all reasonable steps to attend.  The Appeal Hearing will usually be held within ten working days of receiving your appeal letter; however, this time limit may be extended if the circumstances of the appeal warrant detailed investigation to consider the issues raised, or there are other extenuating circumstances.  
Following the Appeal Hearing, the decision will be reviewed and the outcome of your appeal will be communicated in writing to you as soon as possible.    
The decision of the person hearing your appeal is final.
Right to be Accompanied
You have a statutory right to be accompanied by a companion at any formal Grievance or Appeal Hearing. Your chosen companion may be a work colleague of your choice or a Trade Union Representative.  If you wish you be accompanied, you must make a reasonable request in advance of the meeting.    
If your chosen companion is unavailable on the proposed date of the Grievance or Appeal Hearing, the meeting may be postponed by up to five working days, subject to you proposing an alternative time and date within five working days of the original date.
Your companion will be allowed to address the Hearing, to put and sum up your case, respond on your behalf to any views expressed at the Hearing and confer with you during the Hearing.  Your companion does not, however, have the right to answer questions on your behalf, address the Hearing if you do not wish it, or prevent the person chairing the Hearing from presenting the Company’s case. 
Mediation
We will always seek to resolve grievance situations in the workplace.  However, where this is not possible or appropriate, and with your consent, we may consider using an independent third party to help resolve the dispute.  The third party may come from inside or outside the Company but will have had no involvement in the grievance issue.  If both parties agree to use mediation, the grievance procedure may be suspended for a period of time to allow the mediation process to take place.  
Overlapping Grievance and Disciplinary Cases
If your grievance relates to any disciplinary sanction that has been imposed against you, you should follow the separate disciplinary appeals procedure.
Disciplinary Procedure

Introduction
It is important for every business to have good standards of conduct and performance in the workplace.  Our disciplinary procedure establishes a process by which any member of staff who faces formal disciplinary action can be dealt with fairly and consistently.  It sets out the action that will be taken when rules have been breached or performance does not meet the required standards.  The primary aim of the disciplinary procedure is improvement - i.e. to give you every opportunity to reach the required standards of conduct and performance.  
Scope of the Procedure
This procedure applies to misconduct and unsatisfactory performance (i.e. capability) situations.  It does not apply to redundancy situations or the non renewal of fixed term contracts on their expiry.
Key Principles
Where formal action is needed, what action is reasonable or justified will depend on all the circumstances of the particular case.  We commit to adhere to the following principles:
· We will deal with disciplinary situations promptly and will not unreasonably delay meetings, decisions or confirmation of those decisions;
· We will act fairly and consistently;
· We will carry out any necessary investigations to establish the facts of the case;
· We will inform you of the basis of the problem and give you an opportunity to put forward your case in response, before any decisions are made;
· We will allow you to be accompanied at any formal Disciplinary or Appeal Hearing by either a work colleague of your choice or a Trade Union Official;
· All disciplinary meetings will be minuted and you will receive a copy of these minutes; 
· We will allow you to appeal against any formal decision; and
· You will not be dismissed for a first offence, except in the case of gross misconduct, where you may be dismissed immediately, without notice and without payment in lieu of notice.
This procedure may be implemented at any stage if your alleged misconduct or unsatisfactory performance warrants by-passing certain stages.
Informal Action
Cases of minor misconduct and unsatisfactory performance are best dealt with informally.  We believe that a quiet word is often all that is required to improve the situation.  Brief notes will usually be kept of any informal action for reference purposes and you may be reviewed at specific intervals to monitor progress.  If, however, informal action does not bring about the required improvement, or if the misconduct or unsatisfactory performance is considered too serious to be dealt with informally, then the formal disciplinary procedure will be implemented.  
Investigation
No disciplinary action will be taken until the matter has been fully investigated.  In some situations, we may need to hold an investigatory meeting before proceeding to any Disciplinary Hearing.  In other situations, the investigatory stage will be the collation of evidence for use at the Disciplinary Hearing.  Wherever possible, different people will carry out the investigation meeting and Disciplinary Hearing and, where appropriate, someone outside the organisation may be asked to help with this.  If there is an investigatory meeting, this will not, by itself, result in any disciplinary action.  
Suspension
At any stage in the disciplinary process, we may suspend you from work while further investigation is carried out.  Suspension will be on full pay.  This does not imply any determination of guilt and it does not amount to disciplinary action; it is merely a holding measure pending further investigation.  We will aim to keep any period of suspension to a minimum.  If you are suspended, you may not enter the Company’s premises or contact any member of staff without the express permission of the individual who has suspended you.  
Mediation
We will always seek to resolve disciplinary situations in the workplace.  However, where this is not possible or appropriate, and with your consent, we may consider using an independent third party to help resolve the situation.  The third party may come from inside or outside the Company but will have had no involvement in the disciplinary issue.  
Formal Procedure
If it is decided there is a disciplinary case to answer, you will be notified of this in writing.  The notification will contain sufficient information about the alleged misconduct or unsatisfactory performance issue to enable you to prepare for the Disciplinary Hearing. Where appropriate, and wherever possible, you will also be provided with copies of any written evidence, which may include witness statements.  The notification will give you details of the time and venue for the Disciplinary Hearing and advise you of your right to be accompanied.  You must make every effort to attend.  If you are unable or unwilling to attend a Disciplinary Hearing without good cause, it may result in the Disciplinary Hearing being held and disciplinary action being taken in your absence.  You may also face further disciplinary action for failing to attend a scheduled Disciplinary Hearing.
The Disciplinary Hearing
The Disciplinary Hearing will be held without unreasonable delay, whilst allowing you reasonable time to prepare your case.  The Disciplinary Hearing will usually be chaired by a Director; however, where appropriate, an external third party may be asked to do this. 
At the Disciplinary Hearing, we will set out the allegations and go through the evidence that has been gathered.  You will be allowed to explain your case and given an opportunity to defend the allegations.  You will also be given a reasonable opportunity to ask questions, present evidence and call relevant witnesses.  You must give advance notice if you intend to call witnesses.
Another person may be asked to attend the Disciplinary Hearing to take minutes.  This person may come from within or outside the organisation.  A copy of these minutes will be given to you.  
Right to be Accompanied
You have a statutory right to be accompanied by a companion at any Disciplinary Hearing which could result in:
· A formal warning or improvement notice being issued; 
· The taking of some other disciplinary action; or
· Any Appeal Hearing
Your chosen companion may be a work colleague of your choice or a Trade Union Representative.
If your chosen companion is unavailable on the proposed date of the Disciplinary Hearing, the Hearing may be postponed by up to five working days, subject to you proposing an alternative time and date within five working days of the original date.
Your companion will be allowed to address the Disciplinary Hearing, to put and sum up your case, respond on your behalf to any views expressed and confer with you during the Hearing.  Your companion does not, however, have the right to answer questions on your behalf, address the Disciplinary Hearing if you do not wish it, or prevent the person chairing the Hearing from presenting the Company’s case. 
First Written Warning/Improvement Notice
At the end of the Disciplinary Hearing, assuming no further investigation is necessary, the Hearing will be adjourned and we will decide whether or not disciplinary action is justified.
If there is reasonable belief that you are guilty of misconduct or unsatisfactory performance, you will usually be issued with one of the following:
· A First Written Warning for misconduct if your conduct does not meet acceptable standards.  This will be confirmed in writing and will set out the nature of the misconduct, the change in behaviour that is required and your right to appeal against the decision.  The warning will also inform you that a Final Written Warning may be considered if there is no sustained satisfactory improvement or change.  A copy of the First Written Warning will be placed on your file but, unless there are exceptional circumstances, it will be disregarded for disciplinary purposes after six months, subject to you reaching and sustaining the required standards; 


Or
· An Improvement Notice for unsatisfactory performance if your performance does not meet acceptable standards.  This will set out the performance problem, the improvement that is required, the timescale, any training or support that is required and your right to appeal against the decision.  You will be advised that this constitutes the first stage of the formal procedure.  A record of the Improvement Notice will be placed on your file for six months but, unless there are exceptional circumstances, will then be considered spent, subject to you achieving and sustaining satisfactory performance.   

Final Written Warning
If the offence is sufficiently serious, or if there is further misconduct or a failure to improve performance during the currency of a prior warning, a Final Written Warning may be issued.  This will give details of the complaint, the improvement required and the timescale.  It will also warn that failure to improve may lead to dismissal (or some other action short of dismissal) and will set out your right to appeal against the decision.  A copy of the Final Written Warning will be placed on your file but, unless there are exceptional circumstances, it will be disregarded for disciplinary purposes after twelve months, subject to you reaching and sustaining the required standards or achieving and sustaining satisfactory performance.
Dismissal
If there is still further misconduct or failure to improve performance, the final step of the procedure will be dismissal or some other action short of dismissal.  The Disciplinary Hearing will usually be chaired by a Director; however, where appropriate, an external third party may be asked to do this.  
If you are dismissed, this will be confirmed in writing and will state:
· The reason for your dismissal;
· The date on which your employment contract ends; 
· The appropriate period of notice you are entitled to; and
· Your right to appeal against the decision.
Some Other Action Short of Dismissal
We may, depending on the circumstances, impose either a penalty of disciplinary suspension without pay for a maximum of ten working days, or demotion, or a reduction in pay, or loss of increment as a direct alternative to dismissal.  If some sanction short of dismissal is imposed, you will be warned that dismissal could result if there is no satisfactory improvement.  You will be advised of your right to appeal against this decision.  A copy of the written warning will be kept but will be disregarded for disciplinary purposes after twelve months subject to achievement and sustainment of satisfactory conduct or performance.  
Gross Misconduct
Some acts, termed gross misconduct, are so serious, or have such serious consequences, that they may result in your immediate dismissal, without notice or payment in lieu of notice, even for a first offence.  If you are suspected of carrying out a gross misconduct offence, you may be suspended on full pay, whilst we investigate the alleged offence.  You will then be required to attend a Disciplinary Hearing.  This will usually be chaired by a Director; however, where appropriate, an external third party may be asked to do this.  
The following list gives examples of gross misconduct offences.  This list is not intended to be exhaustive as it is impossible to list all the behaviours that may constitute Gross Misconduct:
·   Theft, fraud or any action calculated to assist others in such activity;
·   Deliberate falsification of Company documents or records;
·   Irregular practices in respect of time-recording, cash, book-keeping or accounts; 
·   Physical violence (e.g. fighting, physical assault or violent behaviour);
·   Seriously inappropriate conduct or behaviour; 
·   Offering, promising or giving a bribe or requesting, agreeing to receive or accepting a bribe;
· 
Deliberate and serious damage to Company property;
·   Serious misuse of the Company’s name;
·   Serious incapability at work brought on by alcohol or illegal drugs; 
·   Serious cases of bullying;
·   Serious cases of discrimination or harassment;
·   Serious negligence which causes, or might cause, unacceptable loss, damage or injury;
·   Serious insubordination;
·   Serious breaches of Health and Safety policies, procured or rules;
·   Serious breaches of confidentiality;
·   Performing, arranging or carrying out any work or activity which could be considered to be in competition with, or which adversely affects in any way, the Company’s interests;
·   Serious misuse of the Company’s Email or Internet facilities;
·   Serious breaches of the Company’s Social Media policy;
·   Serious breaches of our Data Protection policy;
·    Accessing illegal websites, or downloading or storing pornographic, offensive or obscene  material, or being in possession of pornographic, offensive or obscene  material at work;
·   Transmitting illegal, pornographic, offensive, obscene or insulting messages;
·   Serious misuse of the Company’s telephone systems, a Company mobile phone or other computing resource, resulting in financial loss or damage to the Company’s reputation;
·   Serious breaches of the Company’s Vehicle policy;
·   Working for a competitor without permission;
·   Serious breaches of other Company policies or procedures;
·   Bringing the Company into serious disrepute; and
·   Criminal offences causing harm to the reputation of the Company or relations with the Company’s employees, customers or suppliers.
You will have the right to appeal against any decision to dismiss you on grounds of gross misconduct.
Misconduct
The following list gives examples of behaviours which amount to misconduct and for which you may face disciplinary action.  This list is not intended to be exhaustive as it is impossible to list all the behaviours that may constitute misconduct:
· Lateness, time wasting or sporadic absence;
· Poor attendance;
· Poor attitude;
· Failure to meet performance standards due to negligence or carelessness;
· Minor breaches of the Company’s policies or procedures;
· Inappropriate conduct or behaviour; 
·  Minor infringement of Health and Safety policies, procedures or rules;
· Minor breaches of our Data Protection policy;
· Disruptive behaviour;
· Minor misuse of working time, facilities and Company equipment; 
· Unauthorised personal use of the Company’s telephone systems, Company mobile phone, E-Mail or Internet facilities;
· Minor misuse of the Company’s Email or Internet facilities;
· Minor breaches of the Company’s Social Media policy;
· Poor communication;
· Poor planning;
· Poor productivity; and
·  Setting a poor example to others.
Appeals Procedure
The purpose of the appeals procedure is to review any penalty imposed at the Disciplinary Hearing. It cannot increase the penalty.  At each stage of the disciplinary procedure you will have the right to appeal. If you wish to do so, you must write to the person specified in your disciplinary letter, within five working days of the decision being communicated in writing to you. You will need to state why you feel the decision is unfair or inappropriate. You should also detail any new information or evidence that will support your appeal, including the names of any witnesses you may wish to rely on to support your case. This is to ensure there is sufficient time to investigate any new information before the Appeal Hearing.  
Wherever possible, the Appeal Hearing will be chaired by someone who has not previously been involved in the case and, where appropriate, an external third party may be asked to do this.  The Appeal Hearing will usually be held within ten working days of receiving your appeal letter.  However, this time limit may be extended if the appeal warrants further investigation or there are other extenuating circumstances.  
You will be informed, in advance, of the date, time and location of the Appeal Hearing and must take all reasonable steps to attend.  At the Appeal Hearing you will have the opportunity to explain the grounds for your appeal.  Following the Appeal Hearing, the disciplinary sanction will be reviewed and the outcome of the appeal will be communicated in writing to you as soon as possible.    
The decision of the person hearing your appeal is final.
Until the outcome of the appeal has been decided, any disciplinary sanction (including dismissal) will remain in force.  If, following a successful appeal, you are reinstated, you will be reimbursed in respect of loss of salary for the period between the date of dismissal and date of reinstatement.
Special Cases
If you are charged with, or convicted of, a criminal offence, this is not normally, in itself, reason for disciplinary action.  Consideration will be given as to what effect the charge or conviction has on your suitability or ability to carry out your job role, the impact of your relationship with your work colleagues and clients and the extent to which it is felt that you have brought the Company into disrepute.
We will not be deterred from taking disciplinary action where you are charged with, or convicted of, a criminal offence, and you refuse, or are unable, to cooperate with the Company’s Disciplinary Procedure.  In this situation we would advise you in writing that, unless further information is provided, a disciplinary decision will be taken on the basis of the information available and, where appropriate, this could result in your employment with the Company being terminated.  
SECTION 7
COMMUNICATIONS



Computer Operations 

The Company regards its computer operations as a vital and integral part of its business.  Used correctly, it is a facility that can greatly assist you at work.  Its inappropriate use, however, can cause many problems ranging from minor distractions to legal claims against the Company.  

All staff have access to computers at work.  These are primarily for business use only. Whilst we accept that you may use our computers for personal use during your lunch break or outside your normal hours of work, excessive or inappropriate personal use of our computers is not allowed.

Security
As many computer files contain some form of confidential or sensitive business information, we take the security of our computer systems very seriously. With this in mind, we have introduced some basic security precautions that all employees must abide by.  These are as follows:

· If you need to leave your computer for more than a couple of minutes, you should lock the computer screen;

· If you need to leave your computer for a long period of time, you should log off.  You should not leave an unattended computer logged on;

· You should always shut down your computer when you go home at the end of the day;

· If you notice any suspicious activity, for example an employee trying to gain unauthorised access to another member of staff’s computer, you should inform the Managing Director immediately; and

· If you are provided with a Company computer for use in your home, family members or friends are not allowed to use it unless you have been given prior authorisation from the Managing Director.

Data
Our computers and the data they contain are provided to undertake business-related activities and to enable you to carry out your job duties. As such, data should not be amended, deleted, copied or taken away unless this is both specifically related to the work you are undertaking and you have the authority to make such amendments, deletion or copies. In particular, you should not delete or amend any documentation or programmes which are stored on the Company’s communal drives unless you have been given permission to do so by the Managing Director.

Non-work related data should not be copied onto, or stored on, the Company's computers.

Use of Portable Storage Devices
You may be provided with portable storage devices, such as memory sticks and portable hard drives, which can be plugged into the USB port of a computer. Whilst they are provided to allow for the copying and transferring of files and images between your desktop or laptop computer, their small size and storage capacity makes them vulnerable to misuse. For this reason if you are issued with these devices, you must not transfer any data to a third party computer (including one at home) without first having obtained approval from the Managing Director.   

Software
The Company licences the use of computer software from a variety of outside companies. The Company does not own this software and, unless authorised by the software developer, neither the Company nor any of our employees have the right to reproduce it. You must not, therefore, make copies of software, or distribute software, that has been copied by someone else.    

Software that you need to use to carry out your job role will be provided and installed onto your computer for you. The installation of any non-approved software is not allowed. This includes screen savers and wallpapers. Only Directors have the authority to load new software onto the network system. Even then, software may be loaded only after having been checked for viruses.

Passwords
To access various software programmes you may be given a user name and password.  Any usernames and passwords that are issued to you are confidential; therefore you must not give them to anyone else or write them down where they can be seen by others.  You are responsible for all actions undertaken whilst logged onto any system using your user name and password.  

You should change your password at regular intervals.

If you believe that another employee may have access to one of your passwords you should inform the Managing Director and change your password immediately.    

Viruses
The Company’s computer network makes it vulnerable to viruses. All Company computers have virus protection software installed. Re-configuring or disabling this software is not allowed.

If your computer starts to behave strangely, or you suspect it may have become infected with a virus, you should turn it off immediately and inform the Managing Director. 

Games
You may only access any computer games that are on the network outside your normal working hours. Under no circumstances are you permitted to install your own games onto a Company  computer.  

Remote Access
Some employees may spend at least part of their working week on Company business away from the office. This includes client facing staff and any member of staff who is given permission to work from home. These employees, and any others who may work remotely on an informal basis, should be aware that all aspects of this policy apply equally to them. Remote working employees will also be expected to comply with any additional guidelines that may be introduced in order to reduce the likelihood of the Company’s computer networks being compromised as a result of remote access.

Breaches of this Policy 
If you breach any aspect of this policy you may face disciplinary action.  Serious breaches may constitute gross misconduct and you may be dismissed without notice.

E-Mail and Internet

All employees have access to E-Mail and the Internet in order to be able to carry out their job role.  

The purpose of these rules is to protect the Company’s legal interests. Unregulated access increases the risk of employees inadvertently forming contracts through E-Mail and increases the opportunity for wrongful disclosure of confidential information and trade secrets. In addition, carelessly worded E-Mails can expose the Company to other risks such as action for libel. 

Use of E-Mail
The Company’s E-Mail system is for business use only.  Whilst we will accept you using our E-Mail system to send essential personal E-Mails, excessive or inappropriate personal use of our E-Mail system is not allowed.

You must never use your work E-Mail address to make orders for personal goods and services, or to sell your personal goods and services, or to sign up for any services (except those expressly authorised by the Company.) Likewise, if you wish to make a complaint to a third party supplier or manufacturer about personal goods or services received, a work E-Mail address must never be used. These are entirely personal transactions and, therefore, you must not present yourself as acting for, or on behalf of, the Company or must not in any way indicate that the transaction is connected to the Company.

You must never use the Company’s E-Mail system to transmit inappropriate messages that could be seen as insulting, sexually explicit, degrading, disruptive, offensive or libellous by anyone else, or harmful to morale, or contrary to the Company’s business interests, or in any way unlawful.  Material which you find acceptable (e.g. jokes or chain letters) might be offensive to others.  Examples of inappropriate transmissions include, but are not limited to:

· Sexually explicit messages, cartoons or jokes;

· Ethnic, sexual, religious or racial slurs;

· Any other message that could be construed to be offensive or discriminatory or defined as harassment of others, based on age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race (including colour, nationality and ethnic or national origins), religion or belief, sex or sexual orientation; and 

· Any communication which brings the Company or its business, or any clients, suppliers or visitors into disrepute.

All E-Mails sent internally and externally must follow the Company’s designated house style. You must not, under any circumstances, include unacceptable, offensive or derogatory language within the text of any internal or external Company E-Mail. 

E-Mail should not be used for unsolicited correspondence or unauthorised marketing campaigns and employees may not commit the Company financially by E-Mail unless they have been given permission to do so.

You should be aware that deleted E-Mails will remain on the system for some time and will be accessible from back-up if required for investigation of complaints of systems abuse.

All messages composed, sent or received by E-Mail are, and remain, the property of the Company and may be disclosed within, and outside the Company without your permission.  

Reading and Storing E-Mails
You must check your mailbox regularly. It is your responsibility to read and action any E-Mails you receive.  The E-Mail system is not to be used as a storage area. Unwanted messages should be deleted completely to keep the Company’s computer systems running effectively.  Important information or files should be saved into the relevant files or into separate E-Mail folders.

If you are going to be out of the office for a day or longer and, as such, you will be unable to check your E-Mails, you should switch on your “out of office assistant” message. E-Mails received in your absence will not normally be read by other members of staff unless you have specifically requested a colleague to undertake this task. However, E-Mails may need to be checked by your colleagues for business-related reasons when an employee is absent. It may, therefore, be unavoidable that some personal E-Mails might be read in these circumstances.

E-Mail Viruses and Spam
All incoming and outgoing external E-Mails are checked for computer viruses and, if a virus is found, the message will be blocked. E-Mails may also be checked for other criteria, for example, having an attached image file or containing offensive or inappropriate material or including a “banned” word or from a “banned” user under the criteria in the Company’s spam software which indicates the message is spam. Again, the E-Mail will be blocked. The Company reserves the right to block and then read these messages to ascertain whether they are business-related.

If you receive an E-Mail or data file that is in a format or comes from a source that you do not recognise, do not open the item but contact the Managing Director immediately.

If you receive any unsolicited E-Mails or spam that manage to bypass the Company’s spam software, you must not respond in any way. You should forward the E-Mail to the Managing  Director and she will arrange to add the sender to the list of banned users. Some spam E-Mails may offer the option to opt out of receiving them. Be aware that this is sometimes used as a way by unscrupulous spammers of validating a live E-Mail address.

Use of the Internet
The Company's Internet facility is, primarily, for business use only.  Whilst we recognise that a certain amount of personal use may occur, this should only take place during your break or outside your normal working hours and should not at any time interfere with the proper performance of your duties.       

Acceptable personal use of the Internet includes activities such as browsing the Internet, personal online shopping and booking holidays. It does not include visiting online gambling sites or participating in online gaming. You should be aware that any purchases or other transactions made online using our computer systems are made entirely at your own risk. 

Unless it is for business purposes, you are only permitted to log on to eBay (and other permitted online auction websites), social networking and video sharing websites or use the Company’s IT systems to keep a personal blog outside of your normal working hours. The Company reserves the right to restrict access to websites of this type at any time.

Logging on to sexually explicit or violent or racially prejudiced websites, or the downloading and/or circulation of pornography or other grossly offensive, illegal or obscene material, or using the Internet for gambling or illegal activities is not permitted under any circumstances.  

Social Networking and Video Sharing Websites
When logging on to, and using, social networking and video sharing websites and blogs at any time, whether or not you are doing this in your own time and/or inside or outside the workplace, and/or from a Company computer or from a personal computer, you must abide by the rules set out in our Social Media policy below.  

Downloading Information from the Internet and File Sharing
Employees may be tempted to make illegal downloads of material that is subject to copyright using our computer systems. This includes, but is not limited to, music, film and business software. As this, and any subsequent file sharing of this material, constitutes an infringement of copyright, it is not allowed on any Company computer. This also applies to any download or dissemination of material made outside of normal working hours.

You may need to download documents and information from the Internet in order to carry out your job role. You should only download documents and information that you are sure about and which are required to fulfil the specific duties you are undertaking.

E-Mail and Internet Monitoring
The Company reserves the right to monitor all employees’ internal and external E-Mails and use of the Internet, both during routine audits of the computer system and in specific cases where a problem relating to excessive or unauthorised use is suspected.  The purposes for such monitoring are to:

· promote productivity and efficiency;

· ensure the security of the system and its effective operation;

· ensure there is no unauthorised use of the Company’s time (e.g. that an employee has not been using the Company E-Mail system to send or receive an excessive number of personal communications); 

· ensure the smooth running of the business if an employee is absent for any reason and communications need to be checked;

· ensure that all employees are treated with respect and dignity at work, by discovering and eliminating any material that is capable of amounting to unlawful discrimination and/or harassment;

· ensure that inappropriate websites are not being accessed by employees or inappropriate material being circulated; and

· ensure there is no breach of confidentiality.

The Company reserves the right to restrict, deny or remove E-Mail or Internet access to or from any employee.

Breaches of this Policy 
Any breach of this policy is a disciplinary offence and may result in disciplinary action being taken under the Company’s Disciplinary Procedure.  Serious breaches may constitute gross misconduct and you could be dismissed without notice.

Social Media

Social Media Definition
Social Media is an interactive online media that allows users to communicate instantly with each other or to share data in a public forum. It includes social and business networking websites such as Facebook, MySpace, Bebo, Twitter and LinkedIn. Social Media also covers video and image sharing websites such as YouTube and Flickr, as well as personal blogs. This is a constantly changing area with new websites being launched on a regular basis and, therefore, this list is not exhaustive. This policy applies in relation to any Social Media that employees may use.
Use of Social Media at Work
Employees are only permitted to log on to Social Media websites or to keep a blog using the Company’s IT systems and equipment outside their normal working hours (e.g. during lunch breaks and before/ after work) and this must not under any circumstances interfere with their job duties or have a detrimental effect on their productivity. This includes laptop and hand-held computers or devices distributed by the Company for work purposes. The Company reserves the right to restrict access to these type of websites at any time and without consultation. Where employees have their own computers or devices, such as laptops and hand-held devices, they must limit their use of Social Media on this equipment to outside their normal working hours.
Some employees may be asked to contribute to the Company’s own Social Media activities during normal working hours, for example by writing Company blogs or newsfeeds, managing a Facebook account or running an official Twitter or LinkedIn account for the Company. You are only permitted to do this if you have been given authorisation from the Managing Director.  
Company Social Media Activities
If you are authorised to contribute to the Company’s own Social Media activities as part of your work, for example for marketing, promotional and recruitment purposes, you must always:
· use the same safeguards as you would with any other type of communication about the Company that is in the public domain;
· ensure that any communication has a specific purpose and a benefit for the Company;
· obtain permission from the Managing Director before embarking on a public campaign using Social Media;
· always get your content checked and approved by the Managing Director before it is published online; and
· follow any additional guidelines given by the Company from time to time.
You should also adhere to the Social Media rules set out below.
Social Media accounts which are operated for business purposes (and their contents) belong to the Company.  If you use these accounts whilst you are employed by the Company, you may not, under any circumstances, use these accounts after your employment with the Company has been terminated.  
Social Media Rules
We recognise that many employees make use of Social Media in a personal capacity outside the workplace and outside their normal working hours. While you are not acting on behalf of the Company in these circumstances, you can still cause damage to the Company if you are recognised online as being one of our employees. Therefore, it is important that the Company has strict Social Media rules in place to protect its position.
When logging on to, and using, Social Media websites and blogs at any time, including personal use on non-Company computers outside the workplace and outside your normal working hours, you must not:
· other than in relation to the Company’s own Social Media activities, or other than where expressly permitted by the Company on business networking websites such as LinkedIn, publicly identify yourself as working for the Company, make reference to the Company or provide information from which others can ascertain the name of the Company;
· in any event hold yourself out as associated with the Company on any Social Media website after your employment with the Company has terminated;
· other than in relation to the Company’s own Social Media activities, or other than where expressly permitted by the Company on business networking websites such as LinkedIn, write about your work for the Company.  In postings that could be linked to the Company, you must also ensure that any personal views expressed are clearly stated to be yours alone and do not represent those of the Company;
· conduct yourself in a way that is potentially detrimental to the Company or brings the Company or its clients, contractors or suppliers into disrepute; for example by posting images or video clips that are inappropriate or links to inappropriate website content;
· other than in relation to the Company’s own Social Media activities, or other than where expressly permitted by the Company on business networking websites such as LinkedIn, use your work E-Mail address when registering on such sites or provide any link to the Company’s website;
· allow your interaction on these websites or blogs to damage working relationships with, or between, employees and clients, contractors or suppliers of the Company, for example by criticising or arguing with such individuals;
· include personal information or data about the Company’s employees, clients, contractors or suppliers without their, and the Managing Director's consent.  You may still be liable even if employees, contractors, suppliers or clients are not expressly named as long as the Company reasonably believes they are identifiable;
· make any derogatory, offensive, discriminatory or defamatory comments about the Company, its employees, contractors, suppliers or clients.  You may still be liable even if the Company, its employees, contractors, suppliers or clients are not expressly named as long as the Company reasonably believes they are identifiable;
· make any comments about the Company’s employees that could constitute unlawful discrimination, harassment or bullying.  You should be aware that  you can be personally liable for your actions under discrimination legislation;
· disclose any trade secrets or confidential or sensitive information belonging to the Company, its employees, contractors, suppliers or clients or any information which could be used by one or more of the Company’s competitors, for example information about the Company’s work, its products and services, technical developments, financial information or staff morale; or
· breach copyright or any other proprietary interest belonging to the Company.
You must remove any offending content immediately if you are asked to do so by a Director.
Work and business contacts made during the course of your employment through Social Media websites (such as the names and contact details of existing or prospective clients and suppliers) and which are added to personal, social and business networking accounts (in particular to LinkedIn), or which are stored on the Company’s computer system, amount to confidential information belonging to the Company and, accordingly, must be given back to the Company whenever requested and, in any case, on termination of your employment. 
On termination of your employment with the Company, or once notice to terminate employment has been given, you must, on request, disclose to the Company a full list of all work and business contacts that you hold on all devices or on all social and business networking accounts. You may be required to delete any, or all, such work and business connections from your devices (including your personal devices) or from your social or business networking accounts.  The Company reserves the right to obtain written confirmation from that you have complied with these provisions.  
Whenever requested and, in any case, when your employment with the Company is terminated, you must also surrender all login and password details for all accounts run on the Company's behalf or where an account has been used to promote and/or market the Company's business activities.
You should remember that Social Media websites are public forums, even if you have set your account privacy settings at a restricted access or “friends only” level.  You should not, therefore, assume that your postings on any Social Media website will remain private.
If you notice any inaccurate, inappropriate or confidential information about the Company online, you should report this to the Managing Director immediately.  
Social Media Monitoring
We reserve the right to monitor employees’ use of Social Media on the Internet, both during routine audits of our computer systems and in specific cases where a problem relating to excessive or unauthorised use is suspected. The purposes for such monitoring are to:
· promote productivity and efficiency;
· ensure the security of the system and its effective operation;
· make sure there is no unauthorised use of the Company’s time;
· ensure that inappropriate, restricted or blocked websites are not being accessed by employees; and
· make sure there are no breaches of confidentiality and/or no breaches of this policy.
Breaches of this Policy 
If you breach any aspect of this policy you may face disciplinary action under the Company’s Disciplinary Procedure. Serious breaches may constitute gross misconduct and could result in your employment being terminated without notice
Telephones and Mobile Phones 

Telephones
Our telephone lines are for use by employees in connection with our business. Whilst we accept that a certain amount of personal usage may occur, excessive use of the telephone for personal calls is not allowed. This includes lengthy, casual chats and calls at premium rates. Not only does this result in a loss of productivity, it also constitutes an unauthorised use of working time. If we discover that you have been using our telephones excessively for personal calls you may be required to pay for the cost of those calls.
Privately Owned Mobile Phones
In general you are only permitted to use your personal mobile phone during your break times or outside your normal working hours.  Whilst we accept that a certain amount of personal usage may occur during working hours, excessive use of your mobile phone during working hours is not allowed.
If you have not been issued with a Company mobile phone, and there is a genuine requirement for you to use your personal mobile phone for business purposes, you are entitled to be reimbursed for any costs associated with this.  You should, however, obtain the permission of  the Managing Director before claiming out-of-pocket expenses for this.
Company Mobile Phones 
Certain employees may be issued with a Company mobile phone.  Company mobile phones are primarily for business use.  Whilst we accept that a certain amount of personal usage may occur on a Company mobile phone, excessive personal use is not allowed.  Mobile phone accounts are monitored by us and you may be required to reimburse us for any usage which we consider to have been improperly incurred.  We reserve the right to deduct this money from your salary or any other money owed to you by the Company.  
Under no circumstances are you permitted to load any software or data (e.g. MP3s) onto a Company mobile phone unless you have been given permission to do so.  
You must care for, and use, your Company mobile phone in a responsible manner. Should your Company mobile phone be lost or stolen, you should report this to the Managing Director immediately.  You may be required to reimburse us for any repairs to, or replacement of, your Company mobile phone as a result of damage or loss. You are required to keep your Company mobile phone clean and in a serviceable condition and report all irregularities immediately to the Managing Director.  
As Company mobile phones have access to the Internet and Social Media sites and can be used for text messaging and sending Emails, our Computer Operations policies (including our policies on Email, Internet and Social Media) apply to the use of Company mobile phones.    
Monitoring
You should be aware that telephone calls made, and received, on the Company’s telephone network (including Company mobile phones) may be monitored and recorded to assess employee performance, customer service and to check that the use of the telephone system is not being abused or used in an inappropriate manner.
If you wish to make, or take, a particularly sensitive, private or confidential personal telephone call on a Company telephone line, you should obtain authorisation from the Managing Director and we will ensure that, in this situation, you are not subject to any form of monitoring or recording by the Company.
Driving 
Unless it is operated through a hands-free kit, it is illegal to use a hand-held mobile phone, or any other handheld device whilst driving.  If you do not have a hands-free kit fitted to your car, you must not make or receive a call on a mobile phone or any other handheld device whilst driving. You must pull over at the next available opportunity and ensure that the vehicle is parked in a safe place before making or receiving a call. Under no circumstances are you allowed to make or receive text messages or pictorial images, or browse the Internet whilst driving. 
Breaches of this Policy 
Any breach of this policy is a disciplinary offence and may result in disciplinary action being taken under the Company’s Disciplinary Procedure.  Serious breaches may constitute gross misconduct and could result in dismissal without notice.

Business Tools

During your employment you may be issued with a laptop or Company mobile phone.  These items (including all data stored on them, as well as your email address and mobile phone number) are business tools to enable you to carry out your role effectively.  They do not form part of your remuneration and benefits package and, as such,  may be removed from you, or changed, at any time.      

Upon termination of your employment you are required to return these items to the Company in a satisfactory condition.  For clarity, you are not entitled to retain a Company laptop, mobile phone, any data stored on these devices or a Company mobile number  without the express permission of the Managing Director.  

SECTION 8     OTHER POLICIES

Conflict of Interest
The over-arching goal of The Learning Machine is to provide qualifications that fairly reflect the competencies of learners at the lowest possible cost to secure reliable outcomes. All TLM employees, should put this goal first. A conflict of interest may arise where personal interests and loyalties of TLM personnel to support the over-arching goal do not coincide or appear to clash.
It is a condition of employment that individuals declare any potential conflicts at the earliest possible time regarding any aspect of the assessment process including provision of evidence and its moderation. All employees, direct and indirect, acknowledge in writing that they have read and understood the conflict of interest policy, and this signed declaration will be renewed annually in their appraisal. No member of TLM staff will be solely and directly responsible for making any award. Direct employees of TLM and third parties acting on behalf of TLM will have their work monitored through random checks and samples such that there are always at least two different individuals involved in the assessment and awarding of certificates.

Even the appearance of a conflict of interest can be damaging, so potential conflicts will be managed carefully but with transparency. The aim of this policy is to protect both the organisation and the individuals involved from any appearance of impropriety, to prevent conflicts of interest having an Adverse Effect and to limit any damage as a result of a conflict of interest having material effect. 

2. Regulatory conditions and conflict of interest.
The Ofqual regulatory conditions define a conflict of interest where an Awarding Organisation's –

(a) interests in any activity undertaken by it, on its behalf, or by a member of its Group have the potential to lead it to act contrary to its interests in the development, delivery and award of qualifications in accordance with its Conditions of Recognition,

(b) a person who is connected to the development, delivery or award of qualifications by the awarding organisation has interests in any other activity which have the potential to lead that person to act contrary to his or her interests in that development, delivery or award in accordance with the awarding organisation’s Conditions of Recognition, or

(c) an informed and reasonable observer would conclude that either of these situations was the case.

3. Identifying conflicts of interest
The issue of conflicts of interest will form part of the required staff induction and assessor training procedures for all TLM personnel. Typical circumstances where a conflict of interest arises are:

When the assessor or moderator is related to a candidate.

Where there could be a career or financial benefit to an assessor or moderator as a result of a candidate or candidates achieving a qualification.

In all cases for qualifications at entry level 2 and above, at least one moderator will sample work assessed by a locally based assessor and in most cases, the work of locally based assessors will be additionally overseen by a Principal Assessor. All assessors must agree to statements declaring that they will uphold standards before gaining access to the online assessment recording system. This means that no awards can be achieved without those participating in making the awards agreeing to uphold standards including this conflict of interest policy.

3 (i) Conflicts related to specific roles
Any senior examiners either proposed or in post, must declare any potential or real conflict of interest they have from any other work with their TLM work. This applies to anyone directly on the TLM payroll and anyone acting as subcontractors or value added resellers of TLM products. All assessors are in a position of potential conflict of interest in high stakes assessment and all must sign the agreement to uphold standards to use the on-line Markbook. Anyone that has reason to believe a conflict of interest exists or is likely to exist should contact TLM to discuss the position.

This does not apply to the preparation of teaching resources or materials by a senior examiner exclusively for Learners that he or she teaches; monitors assessments set by senior examiners who are, or have been, involved in the preparation of a resource designed to support the preparation of Learners and persons likely to become Learners for assessments for a qualification in respect of which they are contracted by the awarding organisation as a senior examiner to ensure that the fitness for purpose of those assessments has not been compromised by that resource. This does not apply to generic open resources contributed to for the purpose of supporting learning but is free for re-use, re-mix and customising to individual needs.

TLM's responsible officer will monitor the potential conflicts related to roles and report any concerns to the governing body. The governing body will decide on any actions to take based on evidence and recommendations prepared by the responsible officer.

4. When a conflict of interest is identified.
When a conflict of interest is identified, the first priority will be to replace the assessor or moderator that has a conflict of interest with someone who has no such conflict. If this is not possible sufficient samples of the work of the person involved will be taken by an independent qualified person subject to the approval of the Chief Assessor or the Principal Moderator. The over-riding principle will be to achieve fair assessment for the learner. Where conflict of interest leads to identified malpractice, the policy and procedures for malpractice will be invoked. Where an Adverse Effect is identified as a result of a conflict of interest, the regulators will be informed and any certificate that has been awarded in error will be revoked until the candidate can provide independently verifiable evidence that they can meet the assessment criteria. TLM will then cooperate with Ofqual/Qualifications Wales to mitigate against any further adverse effects arising.

This policy is available to Ofqual/Qualifications Wales at any time, direct from the TLM Learning Site using the username and password provided. TLM will modify this policy at any time in accordance with any requirements communicated to it in writing by Ofqual/Qualifications Wales.

5. The declaration of interests
A declaration of interests notice must be made to the Chief Regulatory Officer by any TLM personnel that has a personal interest that a reasonable person might deem to have the potential to lead to an adverse effect. Failure to declare an interest could justify disciplinary action. Typically the action for failure to declare an interest where there is no evidence of adverse effect, will be a verbal warning. Failure to declare an interest accompanied by evidence of an Adverse Effect may lead to suspension from the authorised duties and in serious cases, legal action, dismissal or both.

TLM personnel are recommended to err on the side of caution and declare anything that they think might be an issue. Contact the Chief Assessor by e-mail or telephone for further advice.

Where the potential conflict is through pressure from the school league table points system, it is unnecessary to declare the interest since this will be obvious to all concerned. This potential conflict of interest is negated by the standard Quality Assurance Procedure put in place by TLM. This quality control measure ensures that all centres, irrespective of the qualification offered, have continuous and ongoing moderation via external sampling, with certification for learners only available once this quality assurance process has been completed. This specific case is addressed by external sampling, the agreements signed by the Principal Assessor and Assessors, site visits and the priority given to Level 2 qualification in the moderation sampling.

All decisions for action beyond verbal warnings under conflict of interest will be made at board level and recorded by the Chief Regulatory Officer on the secure TLM MIS system risk register and reported in the minutes of the meeting. At all board meeting the issue of potential risk, which includes conflict of interest, is discussed and minuted.

The report will record:

• the nature and extent of the conflict;

• an outline of the discussion;

• the actions taken to manage the conflict and mitigate any Adverse Effects.

Any Director who has a financial interest in a matter under discussion, should declare the nature of their interest and withdraw from the room, unless they have a dispensation to speak.

6. Regulatory Condition G4
This condition is about the potential conflict of interest of involvement of people involved in designing the assessment and providing training. While this is another issue that is more difficult for a small AO compred to a large one with more specifically defined roles, TLM will separate personnel involved in the development of exams from those delivering assessor training.

Confidentiality 

Confidentiality is becoming increasingly important both from a client and business perspective.  It is essential that we protect our business from breaches of Confidential Information.  Protection of Confidential Information is also a fundamental feature of our relationship with clients.

All employees have a responsibility to ensure that they do not disclose Confidential Information inappropriately.

What is Confidential Information?
Confidential Information comprises all the information and material belonging to, or in the possession of, the Company which is not publicly available.  This includes information belonging to the Company but also information relating to our clients, suppliers and other third parties.

Confidential information includes, but is not limited to, the following; 

· Any information relating to the Company's trading position, business, products, services, affairs and finances including (but not limited to):

a) marketing information and plans;

a) market opportunities;

b)  product lists;

c)  financial information;

d)  results and forecasts;

e)  manpower or expansion plans;

f) the remuneration and benefits paid to our employees and officers;

g) lists of suppliers, agents, consultants or distributors;

h) lists of clients and their needs and requirements;

i) the terms of business we have agreed with clients, suppliers, agents, consultants 
or distributors and the fees and commissions charged to or by them;

j) information relating to prospects and tenders contemplated, offered or undertaken 
by the Company; and

k) any other matters connected with the products or services manufactured, 
marketed, provided or obtained by the Company.

· Any information relating to our clients

· Technical data and know-how relating to the business of the Company or any of its suppliers, agents, consultants, distributors, clients or customers including (but not limited to):

a) product designs and specifications;

b)  product lists;

c)  ideas, inventions, drawings and plans;

d)  research and development;

e)  manufacturing processes, techniques and formulae;

f)  trade secrets;

g)  computer systems and software;

h)  costs, margins and prices;

i)  production and business methods;

j)  business plans and forecasts; and

k) any other technical matters connected with the products or services manufactured, marketed, provided or obtained by the Company.

· Any incident or investigation relating to the Company’s operations or business, or confidential reports or research commissioned by or provided to the Company; 

· Any document or item marked as confidential or which you are told is confidential and any information which is given to the Company in confidence by suppliers, agents, consultants, distributors, clients, customers or other persons; and

· Information subject to the Data Protection legislation, including any “sensitive personal data".

Confidential information may be in the form of documents, but increasingly nowadays it will be stored in electronic form on computers, electronic files, online or on other media. It may also include pictures, drawings, designs and any other private or original material.

The safest approach is to treat any material which you encounter in the course of your employment as being confidential, unless it is plainly in the public domain. If you are in any doubt about whether material is treated as confidential, you should speak to the Managing Director.

Related Issues
Both the Company and you have legal obligations under the Data Protection legislation which is related to your confidentiality obligations but which is addressed separately in this Handbook.

Avoiding Breaches of Confidentiality
If you begin by assuming that most material which you come across in the course of your employment is likely to be treated as confidential information, there are then various practical steps which you should follow to keep this information confidential.  These are as follows:

1. The first and most basic rule is that you should only use confidential information in connection with your job. Using it for any private purposes is likely to be a breach of confidentiality.

2. You should only use confidential information when you are at your workplace and only during the working day. One example of this rule is that you should never discuss details of the Company’s business out of work, even to friends or members of your family whom you trust. Sensitive information passed on innocently in this way, might cause damage to the Company and may result in substantial claims against it, for example by our customers.

3. You should not take copies of confidential information away from the Company without obtaining permission first, except as strictly necessary where you intend to work from home and are authorised to do so. Your confidentiality obligations continue there, so that you must:

· still keep the information secure;

· not copy or share the information, or use it for any purpose other than your job; and

· return it as soon as it is no longer required at home for working purposes.

4. Even when performing your job, you should only discuss confidential information with other parties who have a genuine need to have that information in connection with the Company’s business. That rule extends to other employees of the Company, although it is particularly important when you are dealing with thirds parties such as clients and suppliers.

5. Producing copies of confidential material, and especially transmitting it outside of the Company or to third parties, for example by E-mail or post, needs particular care and should only be done where clearly necessary in relation to your job role.

6. Nowadays, social media is a particular issue. You should adhere to the Company's Social Media policy as set out above.     

7. Some kinds of confidential information are particularly sensitive. For example, information about the Company’s pricing arrangements in relation to particular quotes, could easily be used by a competitor to undercut the Company, causing a loss of business.

8. Likewise any information about our clients is especially sensitive, and inappropriate disclosure may harm the Company’s relationship with those clients, damage our reputation as well as exposing the Company to the risk of legal claims.

9. If you receive unprompted enquiries by telephone, E-Mail or post, you should not provide any information which would be treated as confidential. Before disclosing any information, you should check with the Managing Director as to whether the enquirer is entitled to have the information requested and whether it is in the Company’s interests to disclose it.  This rule also applies when talking to ex- employees, even if you are friends with them outside work. 

Consequences of Breaches of Confidentiality
The consequences of breaches of confidentiality can be serious, both for the Company and for you.

1. For the Company
One risk for the Company is that its competitors gain an advantage over the Company, for example a chance to undercut us in a quoting process. Clearly that might have a substantial and short-term cost to the Company, if it loses business as a result.

Breaches of confidentiality relating to clients could expose the Company to legal claims as well as damaging our reputation and relationship with those clients.  

Any breach of confidentiality potentially damages the Company’s business and reputation, and in some circumstances could cost the Company a great deal of money.

2. For employees
The Company regards breaches of confidentiality as a serious matter and any breach may result in disciplinary action. Breach of confidentiality is a form of misconduct and in some circumstances it may amount to gross misconduct resulting in your employment being terminated without notice.  

If the Company suffers financial consequences resulting from an employee’s breach of confidentiality, then in theory a decision could be taken to pursue recovery of those losses from the employee concerned. Of course, a decision of that kind is not taken lightly and we would prefer to avoid such breaches from happening in the first place.

You should recognise the potentially serious consequences of breaches of confidentiality and  treat all information relating to your employment as being strictly confidential and to be kept only in the workplace. 

Data Protection

The Data Protection Act 2018 (GDPR) regulates the way in which certain information is held and used.  This policy outlines the type of information we keep about our employees and the purposes for which we keep it.  The Managing Director has overall responsibility for GDPR compliance.

Throughout your employment, and for as long a period as is necessary afterwards, we will keep data for purposes connected with your employment.  This includes:

· Information and references obtained during recruitment;

· Details of terms of employment (position, duties, salary, training records etc);

· Payroll, Tax and National Insurance information;

· Performance information and details of Disciplinary or Grievance proceedings;

· Correspondence and other relevant information; and 

· Termination of employment details.

We believe these uses are consistent with the principles of the GDPR.  The information held will be for management/administrative purposes only but we may need to disclose it to relevant third parties (e.g. where legally obliged to do so by the HMRC or when requested to do so.)  We may also transfer information to another group or organisation, solely for purposes connected with the operation of our business.

We might also hold sensitive information about you for which disclosure to any person will be made only when strictly necessary, for example for the purposes set out below:

· In connection with your health and absence for HR management and administration purposes (for example, to consider how your health affects your ability to do your job and, if you are disabled, what reasonable adjustments can be made to assist you at work), and for administration of pension, sick pay and any other related benefits; and

· In connection with unspent convictions to enable us to assess your suitability for employment.

We require all employees to comply with the GDPR in relation to personal information we have access to.  If you are in a position where you deal with personal information regarding other employees you will be given separate guidance on your obligations.  If you are unsure of the requirements, you must seek clarification.

The GDPR provides you with the right to see the information we are holding on you.  Should you wish to see to see this information, you must put your request in writing to the Managing Director.  We reserve the right to charge you a nominal fee to cover administration costs.

Should you have any queries in respect of personal data retained or processed by the Company, or should you have any objections to personal data being processed for the purposes set out above, you should speak to the Managing Director.  If your complaint is not resolved satisfactorily, you should make a formal complaint through the Company’s Grievance Procedure.  

Disciplinary Action
If you breach any aspect of this policy you may face disciplinary action.  Serious breaches may constitute gross misconduct and your employment may be terminated without notice.

Personal Details
We have a statutory duty under the Data Protection Act to maintain accurate personnel records.  It is, therefore, important that we have accurate contact details for you and accurate details of who to contact in case of emergency.  You should inform us as soon as possible of changes to any of your personal details including:

· Name;

· Address;

· Phone number (including landline and mobile numbers);

· E-mail address;

· Marital status; 

· Birth or adoption of any children; and

· details of someone to contact in case of emergency.

Anti-Bribery

Bribery is a serious criminal offence and corrupt acts expose the Company and our employees to the risk of prosecution, fines and imprisonment, as well as endangering our reputation.  The Company is committed to preventing such conduct.  

If you bribe (or attempt to bribe) another person, intending either to obtain or retain business for the Company, or to obtain or retain an advantage in the conduct of the Company’s business, this will be considered to be a misconduct offence.  Similarly, accepting or allowing another person to accept a bribe will be considered to be a misconduct offence.  In these circumstances, your conduct will be investigated and you may face disciplinary action.  In serious cases, this may constitute gross misconduct and you could be dismissed without notice.

Any gifts or gratuities which you receive from clients, suppliers, distributors, or any other person having similar connections to the Company, remain the property of the Company and may be shared amongst all staff.  If you receive any gifts or gratuities you should inform the Managing Director immediately.

Conduct on Business and Corporate Events

As a general rule, what you do after normal working hours and off our premises is a personal matter and does not directly concern us. However, there are some exceptions to this rule. We will become involved where incidents occur:

· at office parties, office drinks events or other work-related social occasions or gatherings, whether organised by us or by an employee;

· at social occasions or gatherings organised by our clients or suppliers where you have been invited in your capacity as an employee of ours;

· at work-related meetings, conferences, gatherings etc; and

· whilst you are working away on business on our behalf.

On these occasions, you are expected to be moderate if drinking alcohol, and to behave in an appropriate, mature and responsible manner, taking into account that you are representing the Company. You must take specific action to ensure that you are well within the legal limits if you are driving.

Any employee who is found to have harassed or verbally or physically abused or assaulted another employee or a client or supplier of ours, or who otherwise brings the reputation of the business into disrepute at such an event, may face disciplinary action.  
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