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Non-contractual staff handbook 

1  Welcome to Victorian House Sales 

1.1 This document has been developed by Victorian House Sales Ltd in order that employees 
can familiarise themselves with working conditions, key policies, procedures, and benefits 
affecting employment at the Company. You will also be required to follow all other 
policies and procedures communicated to you from time to time, copies of which will 
always be available in the Canteen upon request. 

1.2 The Handbook has also been created to cover employees of Extrusion, Window Crem etc 
Ltd for the purposes stated above. For the avoidance of doubt, the policies and 
procedures stated within this Handbook are applicable to employees of Victorian House 
Sales Ltd. 

1.3 Welcome to Victorian House Sales Ltd. We value our employees and trust that you will 
enjoy your career with us. 

1.4 The company is located in Ammanford, West Wales.  As manufacturers of vertical sliding 
sash windows, the company’s customers are situated throughout all areas of the UK.   

1.5 As a privately owned entity, Victorian house Sales Ltd, was established in 2005 and has a 
proven history as a preferred supplier to the domestic market. 

1.6 We are an equal opportunities employer and do not discriminate on the grounds of 
gender, sexual orientation, marital or civil partner status, pregnancy or maternity, gender 
reassignment, race, colour, nationality, ethnic or national origin, religion or belief, 
disability, or age. 

2 Using the Staff Handbook 

2.1 This Staff Handbook sets out the main policies and procedures that you will need to be 
aware of while working for us. You should familiarise yourself with it and comply with it at 
all times. Any questions you may have with regard to its contents or what you have to do 
to comply with it should be referred to the Human Resource Manager 

2.2 The policies and procedures set out in this handbook apply to all employees unless 
otherwise indicated. They therefore apply to managers, officers, directors, employees, 
consultants, contractors, trainees, homeworkers, part-time and fixed-term employees, 
casual and agency staff, and volunteers (collectively referred to as staff in this 
handbook). They do not form part of the terms of your contract with us, which are 
provided to you separately. Your contract sets out your job title, hours and place of work, 
probationary period, salary, holidays and holiday pay, sickness absence reporting 
procedure and sick pay, your entitlement to and obligation to give notice to terminate 
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your contract and the duties of confidentiality and restrictions that continue to apply 
after the termination of your contract. 

3 Responsibility for the Staff Handbook 

3.1 Our board of directors (the board) has overall responsibility for the operation of this Staff 
Handbook and for ensuring that its policies and procedures comply with our legal 
obligations. The board has delegated day-to-day responsibility for the operation of our 
policies and procedures to the Human Resource Manager. 

3.2 The Staff Handbook will be reviewed Annually by the board OR Human Resource Manager 
to ensure that its provisions continue to meet our legal obligations and reflect best 
practice. 

3.3 All managers have a specific responsibility to operate in accordance with the provisions 
set out in this Employee Handbook, to ensure that all employees understand the 
standards of behaviour expected of them and to act when behaviour falls below those 
requirements.  

3.4 Those working at a management level have a specific responsibility to set an appropriate 
standard of behaviour, to lead by example and to ensure that those they manage adhere 
to the policies and procedures and promote our aims and objectives with regard to equal 
opportunities. 

3.5 Everyone should ensure that they take the time to read and understand the content of 
this handbook and act in accordance with its aims and objectives. All staff must ensure 
that they are familiar with and comply with and support its policies and procedures. 

3.6 Questions about the content or application of the handbook should be directed to your 
line manager OR Human Resource Manager. In addition, staff are invited to submit any 
comments or proposals with regard to the handbook or any of its content to the Human 
Resource Manager. 

4 Personal data  

4.1 Whenever we process personal data about you in connection with our policies, we will 
process it in accordance with our Data Protection Policy. We will only process your 
personal data if we have a lawful basis for doing so. We will notify you of the purpose or 
purposes for which we use it. Please see the Privacy Notice in this Employee Handbook 
for further information. 

5 Emergency contact details 

5.1 The Human Resources Department  is responsible for maintaining up-to-date details of 
your home address and the emergency contact telephone numbers of the person or 
persons you would like us to contact in the event of an emergency, for example if you 
have an accident. This information will be requested by the Human Resources 
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Department when you start work and you should advise us of any changes straight away. 
This information is held in confidence and will only be used when needed. 

6 Probationary Period for New Employees  

6.1 Victorian House Sales Ltd monitors and evaluates every new employee’s performance for 
a period relevant to their role, up to 12 months to determine whether further 
employment in a specific position or with Victorian House Sales Ltd is appropriate. 
Victorian House Sales Ltd reserves the right to extend the probationary period at its 
discretion. 

6.2 Victorian Hose Sales Ltd reserves the right to use truncated versions of the Policies and 
Procedures contained within this Employee Handbook during an employee’s initial 24 
months of employment and in exceptional circumstances to refrain in totality from 
following the same. 
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Schedule 1 — The way we work 

1 Dress code 

1.1 We encourage everyone to maintain an appropriate standard of dress and personal 
appearance at work. The purpose of our dress code is to establish basic guidelines on 
appropriate clothing and appearance at our workplace, so that we: 

(a) promote a positive and professional image; 

(b) respect the needs of men and women from all cultures and religions; 

(c) make any adjustments that may be needed because of disability; 

(d) take account of health and safety requirements; and 

(e) help staff and managers decide what clothing it is appropriate to wear to 
work. 

1.2 Managers are responsible for ensuring that this dress code is observed and that a 
commonsense approach is taken to any issues that may arise. Any enquiries regarding the 
operation of our dress code (including whether an article of clothing is suitable to wear to 
work) should be made to your line manager or the Human Resources Department. 

1.3 Failure to comply with the dress code may result in action under our Disciplinary 
Procedure. 

1.4 We will review our dress code periodically to ensure that it reflects appropriate standards 
and continues to meet our needs. 

1.5 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Appearance 

2.1 While working for us you represent us with clients and the public. Your appearance 
contributes to our reputation and the development of our business.  

2.2 It is important that you appear clean and smart at all times when at work, particularly 
when you may be in contact with clients, other business contacts or the general public. 

2.3 Different departments may have specific clothing requirements, for example, because 
their work is customer-facing or raises particular health and safety concerns. It is 
important that you dress in a manner appropriate to your working environment and the 
type of work you do. 
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2.4 Employees in certain roles may be required to wear uniforms provided by us, which 
should be kept clean and neat. 

2.5 All employees in customer facing roles should wear casual business attire.  

2.6 Employees in customer and public facing roles may be asked to cover up visible tattoos or 
to remove or cover up visible body piercings.  

2.7 You should not wear gym or beach wear to work. This includes track suits, sweat-shirts, t-
shirts or shorts, combat trousers, jogging bottoms, or leggings. Clothing should not be 
dirty, frayed or torn. Tops should not carry wording or pictures that might be offensive or 
cause damage to our reputation. It is inappropriate to wear cut-off shorts, crop tops, see-
through material or clothing that exposes areas of the body normally covered at work. 

2.8 Footwear must be safe and clean and take account of health and safety considerations. 
Trainers, stilettos, and flip-flops are not acceptable.  

2.9 Where we provide safety clothing and equipment, including protective footwear, it 
should be worn or used as appropriate and directed. 

2.10 You should not wear clothing or jewellery that could present a health and safety risk. 

3 Religious and cultural dress 

3.1 You may wear appropriate religious and cultural dress (including clerical collars, head 
scarves, skullcaps, and turbans) unless it creates a health and safety risk to you or any 
other person or otherwise breaches this policy. 

3.2 Where necessary the Human Resources Department can give further information and 
guidance on cultural and religious dress in the workplace. 

3.3 Priority is at all times given to health and safety requirements. Where necessary, advice 
will be taken from the Health and Safety Manager. 

4 Hours of Work  

4.1 You are urged to become familiar with Victorian House Sales Ltd.’s rules and standards of 
conduct and are expected to follow these rules and standards faithfully in doing your own 
jobs and conducting the Company’s business. 

5 Attendance, Punctuality and Clocking in/out  

5.1 You must be at your place of work at the beginning of assigned daily work hours, and to 
reasonably complete your work/projects by the end of assigned work hours. 
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5.2 You must not leave your workplace prior to your finish time unless prior authority has 
been granted by your Manager. 

5.3 You must ensure that if required you clock in and out at the appropriate times. In 
particular you must not leave the premises without clocking out. 

5.4 Arranging for someone else to clock you in or out or clocking in or out another employee 
or tampering with a time sheet or clocking in machine will be classed as gross misconduct. 

6 Work Schedule and Overtime  

6.1 Unless otherwise specified, regular full-time employees are expected to work as a 
minimum the hours per workweek in accordance with their Employment Contract. 

6.2 Overtime rates will be payable in accordance with the terms set out in your contract. 

7 Meal Break  

7.1 You are allowed to take breaks, as set out in your Contract of Employment at a time as 
directed by your Manager. 

8 Car Park 

8.1 Victorian House Sales Ltd provides a free car park facility to all employees at the 
Company’s premise. To ensure that this facility is used correctly, and the safety of fellow 
employees, suppliers, clients, or visitors are not placed at risk, the following rules must be 
obeyed:  

— A speed limit of 10 mph must be observed at all times including when entering or 
exiting the Company premises; 

— Cars must be parked within allocated spaces only; 
— You must only enter the Company premise through the dedicated entry point.  
— You must only exit the Company premise through the dedicated exit point.  

8.2 Please note that failure to obey these rules may lead to Disciplinary action be taken 
against you. 

8.3 The Company will not be responsible for any damaged cause to any vehicle in the 
Company car park, including any personal items contained within the vehicle that may be 
lost or damaged whilst parked. 
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Schedule 2 — Requirements of Employees 

1 Notification of Criminal Record  

Your employment with Victorian House Sales Limited is subject to your truthful disclosure 
of any criminal convictions that you may have. You do not normally need to disclose any 
convictions that have been spent under the Rehabilitation of Offenders Act 1974. 

You are also obliged to bring to the attention of your Manager any criminal conviction 
that you are the subject of during your employment with us and which is not spent under 
the Rehabilitation of Offenders Act 1974. 

 Under certain circumstances you may be required to co-operate with the requirement 
of a Criminal Records Bureau (CRB) check. Where such a CRB check is necessary or there 
is a failure to provide such a disclosure this may result in us not being able to offer you 
work. 

If you drive a company vehicle you must inform your Manager if you are convicted of any 
driving offence e.g. speeding or if you have any prosecutions pending. 

 

2 New Employee Induction 

The formal welcoming process, or “employee induction,” will normally be conducted by a 
member of management and includes an overview of the Company. 

3 Personnel Records and Administration 

The task of handling personnel records and related administration functions at Victorian 
House Sales Ltd has been assigned to the Financial Controller and Human Resource 
Manager. Personnel files will be kept confidential at all times in line with the data 
protection policy and include some or all of the following documents: 

— Bank details to enable payment of salary 
— Personal contact details 
— Next of kin details 

All medical records, if any, will be kept in a separate confidential file and retained in line 
with the Data Protection Policy.  

4 Change of Personal Data  

Any change in an employee’s personal information including but not limited to name, 
address, telephone number and next of kin details needs to be reported in writing 
without delay to the Accounts & Payroll Department. 
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5 Building and Equipment Security  

You must ensure the security and safe keeping of Victorian House Sales Ltd.’s premises, 
vehicles and property at all times. 

You are not allowed on Victorian House Sales Ltd.’s property after hours without prior 
authorisation from your Manager. 

Negligent or reckless action or inaction which results in financial loss or possible financial 
loss to Victorian House Sales Ltd shall lead to disciplinary action.  

You must at all times ensure that the security of other staff, visitors, premises, 
equipment, and assets are maintained.  

The Company reserves the right to search your person and property. Any search of you 
shall be limited to your outer clothing and shall be carried out by a person of the same 
gender. You will have the right to have a witness present should a search be necessary. 

6 Personal and Company Property  

You are responsible for your personal property. The Company will not accept any liability 
for any loss or damage you may incur to personal property including vehicles. You may be 
required to provide some basic tools necessary to carry out your duties that you must 
ensure are properly used and maintained. 

During the course of your duties you may come into contact with the Company’s and its 
clients’ equipment and property. It is your responsibility to ensure that such equipment 
and property is maintained and used properly and sensibly. Damage caused through 
negligence or misuse may render you liable for the cost of repairs or replacement. 

The Company may provide certain machinery and equipment for use in your duties. Such 
equipment must not be used whilst under the influence of drugs or alcohol as this may 
endanger you or others. A zero-tolerance approach is the Company policy and use of 
equipment under these circumstances will be treated as gross misconduct and may lead 
to instant dismissal. 

Company property is allowed for Company business only. Abuse of this privilege will be 
taken seriously by the Company and could, in certain circumstances, lead to dismissal. 

All Company property must be returned on termination of contract and at any time 
during your employment at the discretion of the Company. 

No private mail may be posted at the expense of the Company unless a formal re-charge 
arrangement has been made.  Private mail should not be sent c/o the Company as all mail 
received by the Company will be opened, including mail addressed to individuals.   
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Work areas must be kept clean and tidy at all times to reduce the risk of fire and 
accidents. 

We provide kitchen facilities for your use during authorised breaks.  You are responsible 
for cleaning and tidying this area after use.  

The Company maintains a policy of ‘minimum waste’ to achieve cost effective and 
efficient running of all our operations. Every employee has a responsibility to promote 
this policy by avoiding unnecessary or extravagant use of services, time, materials, lights, 
heating, water etc.  You should also co-operate with any recycling schemes that are 
introduced. 

7 Visitors in the Workplace  

For safety, insurance, and other business considerations, only authorised visitors are 
allowed in Victorian House Sales Ltd.’s premises. Any exceptional request for a relative, 
friend or professional advisor to visit you at your workplace should be made to your 
Manager. 

8 Work Equipment and Materials  

You must not remove any equipment from Victorian House Sales Ltd.’s premises or that 
of its customers unless it is in the normal course of your duties or you have received prior 
authority from your Manager. This includes but is not limited to waste material. 

You may be provided with a uniform and name badge. If you are provided with such items 
you must take good care of them at all times. If provided, you will be responsible for 
ensuring that your uniform is regularly laundered. 

You may also be provided with a business mobile phone. All staff who are provided with a 
business mobile phone must ensure they are charged for use and kept on at all working 
times and when on-call. The Company must be made aware as soon as possible of any 
problems with the business mobile phone that prevents or restricts its use. 

9 Sports and other Games  

You must not engage in any sports, games, or other horseplay on Company property 
during working hours. 

10 Gambling and Collecting of Money  

You must not engage in gambling or the collection of money from other employees or 
customers for any reason unless prior authority has been granted by your Manager 
(unless it is part of your work duties). 
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11 Mail, Parcels, and other Personal Deliveries  

You must not arrange or allow mail, parcels, or other personal deliveries to be delivered 
to or collected from your workplace unless you have had prior permission from your 
Manager. 

12 Short-Time Working and Lay-Off  

The Company reserves the right to place you on short time working or to lay you off 
where it has a reduction or loss of work. In such circumstances statutory payments will be 
made to you. 

13 Company Sponsored Events  

During Company sponsored events e.g. Christmas Party, employees are required to follow 
Company rules and procedures as if they were in the working environment. Failure to 
behave in the proper manner will render the offending employee liable to action under 
the Disciplinary Procedure which may include dismissal. 

14 Lost Property 

If you find any items of lost property they should be handed to your line manager. 

15 Overpayment 

If you have been inadvertently overpaid or underpaid for any reason you must let the 
Accounts and Payroll Department know straight away.  The over or underpayment will 
normally be corrected at the next payment. If it is later discovered that you were 
overpaid, we reserve the right to deduct the overpayment from your salary.  
Arrangements can be made for a longer period of repayment in cases of hardship.   

16 Media Statements 

A designated Director will give any statement to reporters from the newspapers, radio, 
television etc.  

Employees are not permitted to make unauthorised statements to the media at any time.  
As detailed in the Social Media Policy, information passed through social media, internet 
site or social networking media is not allowed.  Any request from any representative of 
the media for information, statements or comments about the Company must be 
referred to the Managing Director. 

17 Intellectual Property 

 
Any invention, improvement, design, process, information, copyright work, trade mark or 
trade name or set-up made, created or discovered by you in the course of your 



15 

employment (whether capable of being patented or registered or not) relating to the 
business of the employer or capable of being used or adapted for use in or in connection 
with such business (Intellectual Property Rights) shall be disclosed immediately to the 
Company and shall (subject to section 39 to 43 Patents Act 1977) belong to it and be its 
absolute property.  

18 Distribution of Material 

Employees are not permitted to distribute non-company literature in work areas during 
working time. 

19 Outside Employment 

Restrictions on working in addition to the work that you carry out for Victorian House 
Sales Ltd are if relevant detailed in your Contract of Employment. 

If you are absent from work due to sickness or injury, you must tell us before you carry 
out any form of paid alternative or additional employment, self-employment, or voluntary 
work.  A breach of this rule may lead to disciplinary action and result in your dismissal 
without notice for gross misconduct. 

20 Exit Interview 

In a voluntary separation situation, Victorian House Sales Ltd may like to conduct an Exit 
Interview to discuss your reasons for leaving and any other impressions that you may 
have about Victorian House Sales Ltd. 

21 Appraisals 

Victorian House Sales Ltd reserves the right to require you to take part in the Company’s 
employee appraisal scheme. 

22 Return of Company Property 

Any Company property issued to you, such as computer equipment, access fobs, overalls, 
keys, mobile phone, or company credit card, must be returned to Victorian House Sales 
Ltd at the time of termination of employment. You will be responsible for any lost or 
damaged items. 

Victorian House Sales Ltd reserves the right to make a deduction from your wages/ salary 
in respect of your failure to promptly return property. 
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Schedule 3 — Vehicle and Expenses policy 

1 About this policy 

1.1 This policy deals with claims for reimbursement of expenses, including travel, 
accommodation, and hospitality.  

1.2 This policy applies to all employees. It does not apply to agency workers, consultants, or 
self-employed contractors. 

1.3 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Personnel responsible for this policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy but has delegated day-to-day responsibility for overseeing its implementation 
to line managers and Human Resource Department.  

2.2 All managers have a specific responsibility to operate within the boundaries of this policy, 
to ensure that all staff understand the procedure they are required to follow and to act 
when behaviour falls below its requirements.  

3 Reimbursement of expenses 

3.1 We will reimburse expenses properly incurred in accordance with this policy. Any attempt 
to claim expenses fraudulently or in breach of this policy may result in disciplinary action. 

3.2 Expenses will only be reimbursed if they are: 

(a) submitted to the Accounts Department on the appropriate claim form; 

(b) submitted within 30 days of being incurred; 

(c) supported by relevant documents (for example, VAT receipts, tickets, and 
credit or debit card slips); and 

(d) authorised in advance where required by your line manager. 

3.3 Claims for authorised expenses submitted in accordance with this policy will be paid 
either by cheque, or directly into your bank/building society account via payroll. 

3.4 Any questions about the reimbursement of expenses should be put to your line manager 
in the first instance who will discuss with the Accounts Department before you incur the 
relevant costs. 
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3.5 If you are issued with a Company Credit Card you must use the card to pay for expenses 
where appropriate, and produce vouchers, invoices, or VAT receipts in respect of the 
expenses. 

4 Travel expenses 

4.1 We will reimburse the reasonable cost of necessary travel in connection with our 
business. The most economic means of travel should be chosen if practicable. The 
following are not treated as travel in connection with our business: 

(a) travel between your home and usual place of work; 

(b) travel which is mainly for your own purposes; and 

(c) travel which, while undertaken on our behalf, is similar or equivalent to travel 
between your home and your usual place of work. 

4.2 Trains. We will reimburse the cost of standard class travel on submission of a receipt with 
an expense claim form. 

4.3 Taxis. We do not expect you to take a taxi when there is public transport available, unless 
it is cost effective due to a significant saving of journey time or the number of staff 
travelling together. A receipt should be obtained for submission with an expense claim 
form. 

4.4 Car. For employees who are not Company car holders, where it is cost effective for you to 
use your car for business travel, and you have been authorised to do so, you can claim a 
mileage allowance on proof of mileage. Details of the current mileage rates can be 
obtained from the Accounts Department. You can also claim for any necessary parking 
costs which must be supported by a receipt or the display ticket. You must also ensure 
that your vehicle is at all times kept in a safe and lawful condition. 

4.5 Air travel. If you are required to travel by plane in the course of your duties you should 
discuss travel arrangements with your line manager and the Accounts Department in 
advance.  

4.6 We will not reimburse penalty fares or fines for parking or driving offences, other than at 
our discretion in exceptional circumstances. 

5 Accommodation and other overnight expenses 

5.1 If you are required to stay away overnight in the course of your duties you should discuss 
accommodation arrangements with your line manager and the Accounts Department in 
advance. Accommodation rates will be confirmed by the accounts department dependant 
on the location of the hotel and the business need. 
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5.2 We will reimburse your reasonable out-of-pocket expenses for overnight stays provided 
they are supported by receipts. 

6 Entertaining customers 

6.1 You may entertain actual or prospective customers only where your proposal and an 
appropriate budget has been agreed in writing, in advance with your line manager. 
Receipts must be submitted in full with your expenses claim.  

6.2 You must also ensure that the provision of any such hospitality in the circumstances 
complies with our Anti-Corruption and Bribery Policy. 

7 Telephones 

7.1 You may be supplied with mobile telephones on a need only basis, if approved by a 
Director of the Company. It is the Company's policy to allow reasonable personal 
telephone calls on mobile telephones. You will be responsible for the costs of such calls, 
where it is deemed unreasonable. 

8 Private Vehicle Policy 

8.1 Employees who are not Company car holders will be paid a mileage allowance in the 
event of them having to use their own motor vehicle to travel on Company business. The 
amount of the mileage allowance will be as agreed from time to time and communicated 
to you. You must ensure that you have appropriate insurance for business use and the 
cost of this will be borne by you. In order to recover mileage allowance, you must 
maintain accurate records of your mileage. You must also ensure that your vehicle is at all 
times kept in a safe and lawful condition. 

8.2 You will be paid £0.45 per mile for the first 10,000 Miles and £0.25 per mile for any 
mileage over 10,000 miles 

9 Notification 

An employee whose job is in any way dependent on him/her being able to drive must 
notify a Director of the Company immediately in the following situations: -  

— if he/she is charged with any driving offence; 
— if he/she suffers any disablement which may result in disqualification from driving. 

10 Loss of Driving Licence/Disqualification from Driving 

The loss of your driving licence/your disqualification from driving may lead to the 
termination of your employment in circumstances where alternative arrangements are, in 
the opinion of the Company, impracticable. Any alternative employment which may be 
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offered (if available and suitable) to avoid dismissal will be at the rate of pay and 
conditions relating to the job offered. 

11 Vehicle, Driving and Parking Tickets/Fines  

It is the Company's policy to abide by parking and speeding restrictions. The cost of car 
parking tickets/speeding fines will not be met by the Company, including those incurred 
whilst on Company business. Tickets/fines will be paid by you. 

12 Company Vehicle Policy 

12.1 Set out below is the Company's vehicle policy. It is applicable to those employees who 
have been allocated a Company vehicle ("Company vehicle holders") and any individuals 
who are authorised to drive Company vehicles as part of their duties including users of 
pool vehicles ("Company vehicle drivers"). It forms part of your terms and conditions of 
employment. Without prejudice to the Company's general discretion at any time to make 
changes to this Employee Handbook, the Company reserves the right at any time to make 
changes to the Company's Vehicle Policy. The Company's Vehicle Policy, any other rules, 
policies and procedures of the Company relating to the Company cars and the terms of 
the insurance policy relating to Company cars, as any or all of the foregoing may be 
amended from time to time, must be complied with by Company vehicle holders and 
Company vehicle drivers. 

13 Eligibility  

The provision of a Company vehicle is at the discretion of the Company. The type of 
vehicle provided to an employee is subject to the overall discretion of the Company. 

14 Notification 

Any Company vehicle holder and/or Company vehicle driver must notify the Transport 
Manager in writing immediately in the following situations:  

(i)  if he/she is charged with any driving offence; 

(ii)  if he/she suffers any impairment which may result in disqualification 
from driving;  

(iii)  if he/she is involved in any form of accident involving a Company vehicle; 

(iv)  if a Company vehicle is damaged in any way. 

15 Overnight 

No Company property should be left in a Company or private vehicle overnight. Any theft 
of Company property from any vehicle must be reported immediately to the Transport 
Manager. 
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16 Expenses  

16.1 The Company will be responsible for the purchase of all fuel for use in a Company vehicle 
for business purposes. When purchasing such fuel, the Company fuel card must be used, 
if one is provided. If you are found using fuel for unauthorised personal use at the 
expense of the Company, you may face disciplinary action that could result in your 
dismissal without notice for gross misconduct.   VAT receipts must be obtained and 
forward to accounts department.  

16.2 If you are issued with the Company fuel card it must only be used for authorised purchases 
and any misuse of the card may result in disciplinary action that could lead to your dismissal 
without notice for gross misconduct.  

16.3 Use of a Company car generates a benefit in kind for which you are liable to pay tax on. 
The Company will calculate and deduct this amount from your regular salary payments. 
The benefit in kind total will be reported to HMRC at the end of each tax year and you will 
receive a copy of the P11d benefit form. As the Company payrolls this benefit, you do not 
need to take any action unless you are required to complete an end of year tax return. 

16.4 Company vehicle holders and, where appropriate, Company vehicle drivers, agree and 
undertake that they shall:  

(i) produce a valid driving licence to the General Manager and/ or a Director of the 
Company before allocation and for further inspection every 6 months, or 
otherwise may be required at any time; 

(ii) take good care of the vehicle; 

(iii) ensure that the provisions and conditions of any policy of insurance are 
observed; 

(iv) drive in a manner unlikely to cause excess wear and tear; 

(v) comply with all instructions and regulations from time to time given by the 
Company with regard to motor vehicles; 

(vi) ensure servicing is carried out regularly and in accordance with the 
manufacturer’s recommendations; 

(vii) ensure regular checks are carried out on the Company vehicle on such items 
such as tyres and oil, water, and other fluid levels; 

(viii)  keep the interior and exterior of the vehicle clean; 

(ix) repay to the Company the cost of repairing any damage to the vehicle (other 
than normal wear and tear) for which you are responsible whether to the 
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inside or outside of the vehicle. This may be done by direct deductions from 
your wages/salary or any other method acceptable to the Company. 

(x) If the vehicle is left unattended, it should be secured and locked.  When there 
is no authorised driver in the driving seat, the ignition keys should be removed 
from the ignition and kept safely by the person responsible for the vehicle.   
Serious negligence which causes unacceptable loss to the Company will lead to 
disciplinary action and may result in your dismissal without notice for gross 
misconduct. 

(xi) No fixtures, such as aerials, roof racks, towing apparatus, or stickers, may be 
attached to any of our vehicles without prior written permission.  No change 
may be made to the manufacturer’s mechanical or structural specification of the 
vehicle.  

17 Withdrawal of Company vehicle during employment 

(i) The provision of a Company vehicle is at the discretion of the Company, as is 
the granting of permission to drive a Company vehicle. Accordingly, the 
Company has the right to withdraw the provision of a Company vehicle and/or 
to change the make and model of vehicle and/or to alter the rules, policies 
and procedures relating to Company cars. The Company has the right to 
withdraw a Company vehicle from a Company vehicle holder without giving 
you any notice, compensation and/or damages. Accordingly, the Company has 
the right to the immediate return of the Company vehicle. However, if the 
Company deems it appropriate, you will be given advance notice of the 
requirement to return the Company vehicle.  

(ii) Without prejudice to the Company's general discretion at any time to 
withdraw permission to drive a Company vehicle from a Company vehicle 
driver and/or withdraw a Company vehicle from a Company vehicle holder, set 
out below is a non-exhaustive list of the situations where the Company will, if 
it deems appropriate/necessary, withdraw permission from a Company 
vehicle driver and/or withdraw a Company vehicle from a Company vehicle 
holder:- 

(iii) if a Company vehicle holder/driver does not comply with the Company's 
vehicle policy (as amended from time to time) or any other rules, policies and 
procedures of the Company relating to Company cars (as amended from time 
to time); 

(iv) if a Company vehicle holder/driver does not comply with the terms of the 
insurance policy relating to Company cars (as amended from time to time); 

(v) if a Company vehicle holder/driver makes a false declaration in relation to his 
record in respect of traffic offences; 
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(vi) if a Company vehicle holder changes job or there is a change in the nature of 
the job to the extent that a vehicle is no longer required to fulfil the 
requirements of the job; 

(vii) if there is a business need for this to occur; 

(viii)  if a Company vehicle holder/driver is disqualified from driving; 

(ix) if a Company vehicle holder/driver is convicted of any driving offence, 
including but not limited to, careless or reckless driving; 

(x) if a Company vehicle holder/driver is charged or convicted of any drink driving 
offence; 

(xi) if a Company vehicle holder/driver drives or intends to drive a Company 
vehicle while unfit to drive due to the consumption of alcohol and/or drugs, 
whether or not you have been charged by the police; 

(xii) if a Company vehicle holder/driver is, in the opinion of the Company, involved 
in an unacceptable number of accidents; 

(xiii) if a Company vehicle holder/driver has any medical condition or is receiving 
medical treatment either or both of which prohibit driving; 

(xiv) if a Company vehicle holder is absent from work on medical grounds for a 
continuous period of four weeks. In such situations the Company vehicle 
should be returned to the Company's premises for the remainder of the 
absence; 

(xv) if a Company vehicle holder/driver does not have a driving licence or is not 
entitled to hold a driving licence, for whatever reason; 

(xvi) if a Company vehicle holder/driver offers or gives a lift to a hitchhiker. 

17.1 Save as provided below, in the event of an employee being notified that the Company 
vehicle is being withdrawn, the vehicle should immediately be returned to the Company's 
premises. If the Company gives you advance notice of the withdrawal of the Company 
vehicle, you must return the Company vehicle by the expiry of that notice. The Company 
vehicle must be returned to the Company's premises in an undamaged, clean, and 
roadworthy condition. You will be responsible for any damage to the vehicle (other than 
normal wear and tear), whether to the outside or to the inside of the vehicle. You will be 
required to pay to the Company the cost of repairing any damage. This may be by 
deduction from your wages/salary or any other method acceptable to the Company.  

17.2 On the effective date of termination of a Company vehicle holder's employment, the 
Company vehicle holder must return the Company vehicle and all keys and documents 
relating thereto, to the Company, in an undamaged, clean, and roadworthy condition. 
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17.3 In the event of the Company vehicle holder being paid a payment in lieu of notice, the 
Company vehicle holder must immediately return the Company vehicle and all keys and 
documents relating thereto, to the Company, in an undamaged, clean, and roadworthy 
condition. In such circumstances you will not be entitled to claim compensation or 
damages from the Company for not having the benefit of the Company vehicle during the 
un-worked notice period. 

17.4 In the event of a Company vehicle holder resigning and being notified by the Company 
that he is not required to work his notice you must immediately return the Company 
vehicle and all keys and documents relating thereto, to the Company, in an undamaged, 
clean and roadworthy condition. In such circumstances you will not be entitled to claim 
compensation or damages from the Company for not having the benefit of the Company 
vehicle during the un-worked notice period. 

18 Use outside the UK  

Employees must not, without the prior written permission of a Director of the Company, 
take or use any Company vehicle outside England, Wales, or Scotland. In the event of the 
Company's permission being granted, where the use of the vehicle outside England, 
Wales or Scotland is for personal use, any fuel and additional insurance costs are to be 
borne by you. 

19 Other Drivers 

Employees of the Company may drive Company cars provided that, before driving the 
Company vehicle: 

(i) they produce a valid driving licence to a Director of the Company; and 

(ii) they obtain the express permission of the holder of that Company vehicle; and 

(iii) they have the permission of a Director of the Company; 

19.2 Persons not employed by the Company (excluding spouses or partners of Company 
vehicle holders) are not permitted to drive any Company vehicle unless they have the 
written permission of a Director of the Company. 

19.3 Spouses and partners of Company vehicle holders may drive a Company vehicle provided 
that: 

(i) they produce a valid driving licence to a Director of the Company; and 

(ii) they obtain the express permission of the holder of that Company vehicle; and  

(iii) they have the permission of a Director of the Company; 
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20 Accidents and Lost Property 

20.1 All accidents involving Company cars are to be reported to a Director of the Company 
immediately. 

20.2 If any employee is responsible for more than one motor accident involving a Company 
vehicle or van in any twelve-month period, then any excess due will be payable by that 
employee personally, unless otherwise agreed by a Director of the Company. 

20.3 The Company does not accept liability for any personal property lost or stolen from a 
Company vehicle nor does it accept any liability for any damage to such property. 

20.4 If you are involved in a road traffic accident which causes damage to property or another 
vehicle, or injury to any person or animal, you are required to give your name and 
address, the name and address of the keeper of the vehicle, the registration number of 
the vehicle and the name of the insurance company, to any person having reasonable 
ground to require such information. It is important that you give no further information. 

20.5 If for some reason it is not possible to give this information at the time of the accident, 
the matter should be reported to the police as soon as possible, but within 24 hours of 
the occurrence. 

20.6 In the event of the accident you must obtain all relevant details from the Third Party, 
together with obtaining names and details of any witnesses if available. Further, you must 
obtain photographic evidence of the accident. 

20.7 In addition, in the case of an incident involving injury to another person or to a notifiable 
animal, you are responsible for notifying police of the occurrence.  The accident must be 
reported to a police station or to a police officer within 24 hours.  If you are not then able 
to produce an insurance certificate, you must, in any event, produce it in person within 5 
days after the accident, to such police station as you may specify at the time of first 
reporting the accident. 

20.8 For security reasons, insurance certificates are held by the office. 

20.9 All accidents must be reported to your line manager as soon as possible and at least 
within 24 hours, even if there appears to be no consequence. You will then be expected 
to complete an accident report and co-operate with any resulting investigations. 

21 Drink Driving 

21.1 The Company prohibits driving whilst under the influence of alcohol, no matter how 
small. 
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22 Replacement Policy  

22.1 The replacement of Company cars is subject to the discretion of the Managing Director.  

23 Loss of Driving Licence/Disqualification from Driving  

23.1 The loss of your driving licence/your disqualification from driving by reason of a driving 
conviction or otherwise, may lead to the termination of your employment in 
circumstances where alternative arrangements are, in the opinion of the Company, 
impracticable. Any alternative employment which may be offered (if available and 
suitable) to avoid dismissal will be at the rate of pay and conditions relating to the job 
offered. 

24 Vehicle, Driving and Parking Tickets/Fines  

24.1 It is the Company's policy to abide by all relevant rules and regulations when operating a 
motor vehicle to the required standard of a careful, reasonable, and competent driver. 
This includes but is not limited to speeding, parking, tax, and insurance requirements. The 
cost of any driving fines or parking tickets incurred whilst in Company vehicles or on 
Company business will not be met by the Company. Tickets/fines will be paid by you 
unless it can be shown that the Company is directly at fault. 

25 Smoking 

25.1 Smoking is strictly prohibited in all Company vehicles. 

26 Tracking  

26.1 The Company reserves the right to fit and maintain a tracking system in any Company 
vehicle. 

27 Mobile Phones 

27.1 Using a mobile phone whilst driving is strictly prohibited unless a legal hands-free system 
is used. If you are fined for using a mobile phone while driving you will be responsible for 
the fine. If you are found to have driven while using a mobile phone by the Company you 
may face disciplinary action. 
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Schedule 4 — Equal opportunities policy 

1 Equal opportunities statement 

Victorian House Sales Ltd is committed to promoting equal opportunities in employment. 
You and any job applicants will receive equal treatment regardless of age, disability, 
gender reassignment, marital or civil partner status, pregnancy or maternity, race, colour, 
nationality, ethnic or national origin, religion or belief, sex or sexual orientation 
(Protected Characteristics). 

2 About this policy 

2.1 This policy sets out our approach to equal opportunities and the avoidance of 
discrimination at work. It applies to all aspects of employment with us, including 
recruitment, pay and conditions, training, appraisals, promotion, conduct at work, 
disciplinary and grievance procedures, and termination of employment. 

2.2 This policy covers all employees, officers, consultants, contractors, casual workers, and 
agency workers. 

2.3 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

3 Who is responsible for this policy? 

3.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with discrimination law. Day-to-day operational 
responsibility for this policy, including regular review of this policy, has been delegated to 
Human Resource Manager. 

3.2 All managers must set an appropriate standard of behaviour, lead by example and ensure 
that those they manage adhere to the policy and promote our aims and objectives with 
regard to equal opportunities. Managers will be given appropriate training on equal 
opportunities awareness and equal opportunities recruitment and selection best practice. 
Human Resource Manager has overall responsibility for equal opportunities training. 

3.3 If you are involved in management or recruitment, and you have any questions about the 
content or application of this policy, you should contact the Human Resource Manager 

3.4 This policy is reviewed annually by the board.  

3.5 Staff are invited to comment on this policy and suggest ways in which it might be 
improved by contacting Human Resource Manager. 
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4 Discrimination 

4.1 You must not unlawfully discriminate against or harass other people including current and 
former employees, job applicants, clients, customers, suppliers, and visitors. This applies 
in the workplace, outside the workplace when dealing with customers, suppliers, or other 
work-related contacts, and on work-related trips or events including social events. 

4.2 The following forms of discrimination are prohibited under this policy and are unlawful: 

(a) Direct discrimination: treating someone less favourably because of a 
Protected Characteristic. For example, rejecting a job applicant because of 
their religious views or because they might be gay. 

(b) Indirect discrimination: a provision, criterion or practice that applies to 
everyone but adversely affects people with a particular Protected 
Characteristic more than others and is not justified. For example, requiring a 
job to be done full-time rather than part-time would adversely affect women 
because they generally have greater childcare commitments than men. Such a 
requirement would be discriminatory unless it can be justified. 

(c) Harassment: this includes sexual harassment and other unwanted conduct 
related to a Protected Characteristic, which has the purpose or effect of 
violating someone's dignity or creating an intimidating, hostile, degrading, 
humiliating or offensive environment for them. Harassment is dealt with 
further in our Grievance Procedure. 

(d) Victimisation: retaliation against someone who has complained or has 
supported someone else's complaint about discrimination or harassment.  

(e) Disability discrimination: this includes direct and indirect discrimination, any 
unjustified less favourable treatment because of the effects of a disability, and 
failure to make reasonable adjustments to alleviate disadvantages caused by a 
disability. 

5 Recruitment and selection 

5.1 Recruitment, promotion, and other selection exercises such as redundancy selection will 
be conducted on the basis of merit, against objective criteria that avoid discrimination. 
Shortlisting should be done by more than one person and with the involvement of the 
Human Resources Department, where possible. Our recruitment procedures should be 
reviewed regularly to ensure that individuals are treated on the basis of their relevant 
merits and abilities. 

5.2 Vacancies should generally be advertised to a diverse section of the labour market. 
Advertisements should avoid stereotyping or using wording that may discourage 
particular groups from applying.  
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5.3 We take steps to ensure that our vacancies are advertised to a diverse labour market. 

5.4 Job applicants should not be asked questions which might suggest an intention to 
discriminate on grounds of a Protected Characteristic. For example, applicants should not 
be asked whether they are pregnant or planning to have children. 

5.5 Job applicants should not be asked about health or disability before a job offer is made. 
There are limited exceptions which should only be used with the approval of the Human 
Resources Department. For example: 

(a) Questions necessary to establish if an applicant can perform an intrinsic part 
of the job (subject to any reasonable adjustments). 

(b) Questions to establish if an applicant is fit to attend an assessment or any 
reasonable adjustments that may be needed at interview or assessment.  

(c) Positive action to recruit disabled persons. 

(d) Equal opportunities monitoring (which will not form part of the selection or 
decision-making process). 

Where necessary, job offers can be made conditional on a satisfactory medical check. 

5.6 We are required by law to ensure that all employees are entitled to work in the UK. 
Assumptions about immigration status should not be made based on appearance or 
apparent nationality. All prospective employees, regardless of nationality, must be able to 
produce original documents (such as a passport) before employment starts, to satisfy 
current immigration legislation. The list of acceptable documents is available from the 
Human Resources Department UK Visas and Immigration. 

5.7 To ensure that this policy is operating effectively, and to identify groups that may be 
underrepresented or disadvantaged in our organisation, we monitor applicants' ethnic 
group, gender, disability, sexual orientation, religion, and age as part of the recruitment 
procedure. Provision of this information is voluntary, and it will not adversely affect an 
individual's chances of recruitment or any other decision related to their employment. 
The information is removed from applications before shortlisting and kept in an 
anonymised format solely for the purposes stated in this policy. Analysing this data helps 
us take appropriate steps to avoid discrimination and improve equality and diversity. 

6 Training and promotion and conditions of service 

6.1 Training needs will be identified through regular appraisals. You will be given appropriate 
access to training to enable you to progress within the organisation and all promotion 
decisions will be made on the basis of merit.  
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6.2 Our conditions of service, benefits and facilities are reviewed regularly to ensure that they 
are available to all of you who should have access to them and that there are no unlawful 
obstacles to accessing them.  

7 Termination of employment 

7.1 We will ensure that redundancy criteria and procedures are fair and objective and are not 
directly or indirectly discriminatory. 

7.2 We will also ensure that disciplinary procedures and penalties are applied without 
discrimination, whether they result in disciplinary warnings, dismissal, or other 
disciplinary action.  

8 Disabilities 

8.1 If you are disabled or become disabled, we encourage you to tell us about your condition 
so that we can support you as appropriate.  

8.2 If you experience difficulties at work because of your disability, you may wish to contact 
your line manager or the Human Resources Department to discuss any reasonable 
adjustments that would help overcome or minimise the difficulty. Your line manager or 
The Human Resources Department may wish to consult with you and your medical 
adviser about possible adjustments. We will consider the matter carefully and try to 
accommodate your needs within reason. If we consider a particular adjustment would not 
be reasonable, we will explain our reasons and try to find an alternative solution where 
possible.  

8.3 We will monitor the physical features of our premises to consider whether they might 
place anyone with a disability at a substantial disadvantage. Where necessary, we will 
take reasonable steps to improve access. 

9 Part-time and fixed-term work 

Part-time and fixed-term staff should be treated the same as comparable full-time or 
permanent staff and enjoy no less favourable terms and conditions (on a pro-rata basis 
where appropriate) unless different treatment is justified.  

10 Breaches of this policy 

10.1 We take a strict approach to breaches of this policy, which will be dealt with in 
accordance with our Disciplinary Procedure. Serious cases of deliberate discrimination 
may amount to gross misconduct resulting in dismissal. 

10.2 If you believe that you have suffered discrimination you can raise the matter through our 
Grievance Procedure. Complaints will be treated in confidence and investigated as 
appropriate. 
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10.3 There must be no victimisation or retaliation against staff who complain about 
discrimination. However, making a false allegation deliberately and in bad faith will be 
treated as misconduct and dealt with under our Disciplinary Procedure. 

11 Related policies 

This policy is supported by the following other policies and procedures: 

(a) Grievance Procedure. 

(b) Disciplinary Procedure. 

(c) Flexible Working Procedure. 

(d) Maternity, Paternity, Adoption and Shared Parental Leave Policies. 

(e) Parental Leave Policy. 

(f) Time Off for Dependants Policy. 

(g) Dress Code. 

(h) Homeworking Policy. 
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Schedule 5 — Anti-corruption and bribery policy 

1 Policy statement 

1.1 It is our policy to conduct all of our business in an honest and ethical manner. We take a 
zero-tolerance approach to bribery and corruption and are committed to acting 
professionally, fairly and with integrity in all our business dealings and relationships 
wherever we operate and implementing and enforcing effective systems to counter 
bribery and corruption. 

1.2 We will uphold all laws relevant to countering bribery and corruption. However, we 
remain bound by UK laws, including the Bribery Act 2010, in respect of our conduct both 
at home and abroad. 

2 About this policy 

2.1 The purpose of this policy is to: 

(a) set out our responsibilities, and of those working for us, in observing and 
upholding our position on bribery and corruption; and 

(b) provide information and guidance to those working for us on how to recognise 
and deal with bribery and corruption issues. 

2.2 It is a criminal offence to offer, promise, give, request, or accept a bribe. Individuals found 
guilty can be punished by up to ten years' imprisonment and/or a fine. As an employer if 
we fail to prevent bribery we can face an unlimited fine, exclusion from tendering for 
public contracts, and damage to our reputation. We therefore take our legal 
responsibilities very seriously. 

2.3 In this policy, third party means any individual or organisation you come into contact 
with during the course of your work for us, and includes actual and potential clients, 
customers, suppliers, distributors, business contacts, agents, advisers, and government 
and public bodies, including their advisors, representatives and officials, politicians and 
political parties. 

2.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

3 Who must comply with this policy? 

This policy applies to all persons working for us or on our behalf in any capacity, including 
employees at all levels, directors, officers, agency workers, seconded workers, volunteers, 
interns, agents, contractors, external consultants, third-party representatives and 
business partners, sponsors, or any other person associated with us, wherever located.  
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4 Who is responsible for the policy? 

4.1 The board of directors has overall responsibility for ensuring this policy complies with our 
legal and ethical obligations, and that all those under our control comply with it. 

4.2 The compliance manager has primary and day-to-day responsibility for implementing this 
policy, monitoring its use and effectiveness, dealing with any queries about it, and 
auditing internal control systems and procedures to ensure they are effective in 
countering bribery and corruption. 

4.3 Management at all levels are responsible for ensuring those reporting to them 
understand and comply with this policy and are given adequate and regular training on it. 

4.4 You are invited to comment on this policy and suggest ways in which it might be 
improved. Comments, suggestions, and queries should be addressed to the compliance 
manager. 

5 What are bribery and corruption? 

5.1 Bribery is offering, promising, giving or accepting any financial or other advantage, to 
induce the recipient or any other person to act improperly in the performance of their 
functions, or to reward them for acting improperly, or where the recipient would act 
improperly by accepting the advantage. 

5.2 An advantage includes money, gifts, loans, fees, hospitality, services, discounts, the 
award of a contract or anything else of value. 

5.3 A person acts improperly where they act illegally, unethically, or contrary to an 
expectation of good faith or impartiality, or where they abuse a position of trust. The 
improper acts may be in relation to any business or professional activities, public 
functions, acts in the course of employment, or other activities by or on behalf of any 
organisation of any kind. 

5.4 Corruption is the abuse of entrusted power or position for private gain. 

Examples: 

Offering a bribe: You offer a potential client tickets to a major sporting event, but only if 
they agree to do business with us. 

This would be an offence as you are making the offer to gain a commercial and 
contractual advantage. We may also be found to have committed an offence because the 
offer has been made to obtain business for us. It may also be an offence for the potential 
client to accept your offer. 
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Receiving a bribe: A supplier gives your nephew a job but makes it clear that in return 
they expect you to use your influence in our organisation to ensure we continue to do 
business with them. 

It is an offence for a supplier to make such an offer. It would be an offence for you to 
accept the offer as you would be doing so to gain a personal advantage. 

Bribing a foreign official: You arrange for the business to pay an additional "facilitation" 
payment to a foreign official to speed up an administrative process, such as clearing our 
goods through customs. 

The offence of bribing a foreign public official is committed as soon as the offer is made. 
This is because it is made to gain a business advantage for us. We may also be found to 
have committed an offence. 

6 What you must not do 

It is not acceptable for you (or someone on your behalf) to: 

(a) give, promise to give, or offer, a payment, gift or hospitality with the 
expectation or hope that a business advantage will be received, or to reward a 
business advantage already given; 

(b) give or accept a gift or hospitality during any commercial negotiations or 
tender process, if this could be perceived as intended or likely to influence the 
outcome; 

(c) accept a payment, gift, or hospitality from a third party that you know, or 
suspect is offered with the expectation that it we will provide a business 
advantage for them or anyone else in return; 

(d) accept hospitality from a third party that is unduly lavish or extravagant under 
the circumstances. 

(e) offer or accept a gift to or from government officials or representatives, or 
politicians or political parties, without the prior approval of the Managing 
Director 

(f) threaten or retaliate against another individual who has refused to commit a 
bribery offence or who has raised concerns under this policy; or 

(g) engage in any other activity that might lead to a breach of this policy. 

7 Facilitation payments and kickbacks 

7.1 We do not make, and will not accept, facilitation payments or "kickbacks" of any kind.  
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7.2 Facilitation payments, also known as "back-handers" or "grease payments", are 
typically small, unofficial payments made to secure or expedite a routine or necessary 
action (for example by a government official). They are not common in the UK but are 
common in some other jurisdictions. 

7.3 Kickbacks are typically payments made in return for a business favour or advantage.  

7.4 You must avoid any activity that might lead to a facilitation payment or kickback being 
made or accepted by us or on our behalf, or that might suggest that such a payment will 
be made or accepted. If you are asked to make a payment on our behalf, you should 
always be mindful of what the payment is for and whether the amount requested is 
proportionate to the goods or services provided. You should always ask for a receipt 
which details the reason for the payment. If you have any suspicions, concerns, or queries 
regarding a payment, you should raise these with the Human Resource Manager.  

8 Gifts, hospitality, and expenses 

8.1 This policy allows reasonable and appropriate hospitality or entertainment given to or 
received from third parties, for the purposes of: 

(a) establishing or maintaining good business relationships; 

(b) improving or maintaining our image or reputation; or 

(c) marketing or presenting our products and/or services effectively. 

8.2  The giving and accepting of gifts are allowed if the following requirements are met: 

(a) it is not made with the intention of influencing a third party to obtain or retain 
business or a business advantage, or to reward the provision or retention of 
business or a business advantage, or in explicit or implicit exchange for favours 
or benefits; 

(b) it is given in our name, not in your name; 

(c) it does not include cash or a cash equivalent (such as gift certificates or 
vouchers); 

(d) it is appropriate in the circumstances, taking account of the reason for the gift, 
its timing and value. For example, in the UK it is customary for small gifts to be 
given at Christmas; 

(e) it is given openly, not secretly; and 

(f) it complies with any applicable local law. 
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8.3 Promotional gifts of low value such as branded stationery to or from existing customers, 
suppliers and business partners will usually be acceptable. 

8.4 Reimbursing a third party's expenses or accepting an offer to reimburse our expenses (for 
example, the costs of attending a business meeting) would not usually amount to bribery. 
However, a payment in excess of genuine and reasonable business expenses (such as the 
cost of an extended hotel stay) is not acceptable. 

8.5 We appreciate that practice varies between countries and regions and what may be 
normal and acceptable in one region may not be in another. The test to be applied is 
whether in all the circumstances the gift, hospitality or payment is reasonable and 
justifiable. The intention behind it should always be considered. 

9 Donations 

9.1 We do not make contributions to political parties.  

9.2 We only make charitable donations that are legal and ethical under local laws and 
practices. No donation must be offered or made without the prior approval of the 
Managing Director. 

10 Record-keeping 

10.1 We must keep financial records and have appropriate internal controls in place which will 
evidence the business reason for making payments to third parties. 

10.2 You must declare and keep a written record of all hospitality or gifts given or received, 
which will be subject to managerial review. 

10.3 You must submit all expenses claims relating to hospitality, gifts, or payments to third 
parties in accordance with our expenses policy and record the reason for expenditure.  

10.4 All accounts, invoices, and other records relating to dealings with third parties including 
suppliers and customers should be prepared with strict accuracy and completeness. 
Accounts must not be kept "off-book" to facilitate or conceal improper payments. 

11 Your responsibilities 

11.1 You must ensure that you read, understand, and comply with this policy. 

11.2 The prevention, detection and reporting of bribery and other forms of corruption are the 
responsibility of all those working for us or under our control. You are required to avoid 
any activity that might lead to, or suggest, a breach of this policy. 

11.3 You must notify the Human Resource Manager as soon as possible if you believe or 
suspect that a conflict with this policy has occurred or may occur in the future. For 
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example, if a client or potential client offers you something to gain a business advantage 
with us or indicates to you that a gift or payment is required to secure their business. 
Further "red flags" that may indicate bribery or corruption are set out in paragraph 16. 

12 How to raise a concern 

12.1 You are encouraged to raise concerns about any issue or suspicion of bribery or 
corruption at the earliest possible stage.  

12.2 If you are offered a bribe, or are asked to make one, or if you believe or suspect that any 
bribery, corruption or other breach of this policy has occurred or may occur, you must 
report it in accordance with our Whistleblowing Policy as soon as possible. 

12.3 If you are unsure about whether a particular act constitutes bribery or corruption, raise it 
with your manager or Human Resource Manager.  

13 Protection 

13.1 Individuals who refuse to accept or offer a bribe, or who raise concerns or report 
another's wrongdoing, are sometimes worried about possible repercussions. We aim to 
encourage openness and will support anyone who raises genuine concerns in good faith 
under this policy, even if they turn out to be mistaken. 

13.2 We are committed to ensuring no one suffers any detrimental treatment as a result of 
refusing to take part in bribery or corruption, or because of reporting in good faith their 
suspicion that an actual or potential bribery or other corruption offence has taken place, 
or may take place in the future. Detrimental treatment includes dismissal, disciplinary 
action, threats, or other unfavourable treatment connected with raising a concern. If you 
believe that you have suffered any such treatment, you should inform the compliance 
manager immediately. If the matter is not remedied, and you are an employee, you 
should raise it formally using our Grievance Procedure, which can be found at in this 
handbook. 

14 Training and communication 

14.1 Training on this policy forms part of the induction process for all individuals who work for 
us, and regular training will be provided, as necessary. 

14.2 Our zero-tolerance approach to bribery and corruption must be communicated to all 
suppliers, contractors, and business partners at the outset of our business relationship 
with them and as appropriate thereafter. 

15 Breaches of this policy 

15.1 Any employee who breaches this policy will face disciplinary action, which could result in 
dismissal for misconduct or gross misconduct. 
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15.2 We may terminate our relationship with other individuals and organisations working on 
our behalf if they breach this policy. 

16 Potential risk scenarios: "red flags" 

The following is a list of possible red flags that may arise during the course of you working 
for us and which may raise concerns under various anti-bribery and anti-corruption laws. 
The list is not intended to be exhaustive and is for illustrative purposes only. 

If you encounter any of these red flags while working for us, you must report them 
promptly to your manager or using the procedure set out in the whistleblowing policy: 

(a) you become aware that a third party engages in, or has been accused of 
engaging in, improper business practices; 

(b) you learn that a third party has a reputation for paying bribes, or requiring 
that bribes be paid to them, or has a reputation for having a "special 
relationship" with foreign government officials; 

(c) a third party insists on receiving a commission or fee payment before 
committing to sign up to a contract with us, or carrying out a government 
function or process for us; 

(d) a third-party requests payment in cash and/or refuses to sign a formal 
commission or fee agreement, or to provide an invoice or receipt for a 
payment made; 

(e) a third-party request that payment is made to a country or geographic 
location different from where the third party resides or conducts business; 

(f) a third party requests an unexpected additional fee or commission to 
"facilitate" a service; 

(g) a third party demands lavish entertainment or gifts before commencing or 
continuing contractual negotiations or provision of services; 

(h) a third-party request that a payment is made to "overlook" potential legal 
violations; 

(i) a third-party request that you provide employment or some other advantage 
to a friend or relative; 

(j) you receive an invoice from a third party that appears to be non-standard or 
customised; 

(k) a third party insists on the use of side letters or refuses to put terms agreed in 
writing; 
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(l) you notice that we have been invoiced for a commission or fee payment that 
appears large given the service stated to have been provided; 

(m) a third party requests or requires the use of an agent, intermediary, 
consultant, distributor or supplier that is not typically used by or known to us; 

(n) you are offered an unusually generous gift or offered lavish hospitality by a 
third party; or 
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Schedule 6 — Anti-facilitation of tax evasion policy 

1 Policy statement 

1.1 It is our policy to conduct all of our business in an honest and ethical manner. We take a 
zero-tolerance approach to facilitation of tax evasion, whether under UK law or under the 
law of any foreign country. 

1.2 We are committed to acting professionally, fairly and with integrity in all our business 
dealings and relationships wherever we operate and implementing and enforcing 
effective systems to counter tax evasion facilitation. 

1.3 We will uphold all laws relevant to countering tax evasion, including the Criminal Finances 
Act 2017. 

2 About this policy 

2.1 The purpose of this policy is to: 

(a) set out our responsibilities, and of those working for us, in observing and 
upholding our position on preventing the criminal facilitation of tax evasion; 
and 

(b) provide information and guidance to those working for us on how to recognise 
and avoid tax evasion. 

2.2 As an employer, if we fail to prevent our employees, workers, agents, or service providers 
facilitating tax evasion, we can face criminal sanctions including an unlimited fine, as well 
as exclusion from tendering for public contracts and damage to our reputation. We 
therefore take our legal responsibilities seriously. 

2.3 In this policy, third party means any individual or organisation you come into contact with 
during the course of your work for us, and includes actual and potential clients, 
customers, suppliers, distributors, business contacts, agents, advisers, and government 
and public bodies, including their advisers, representatives and officials, politicians and 
political parties. 

2.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

3 Who must comply with this policy? 

This policy applies to all persons working for us or on our behalf in any capacity, including 
employees at all levels, directors, officers, agency workers, seconded workers, volunteers, 
interns, agents, contractors, external consultants, third-party representatives and 
business partners, sponsors, or any other person associated with us, wherever located. 
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4 Who is responsible for the policy? 

4.1 The board of directors has overall responsibility for ensuring this policy complies with our 
legal and ethical obligations, and that all those under our control comply with it. 

4.2 The compliance manager has primary and day-to-day responsibility for implementing this 
policy, monitoring its use and effectiveness, dealing with any queries about it, and 
auditing internal control systems and procedures to ensure they are effective in 
preventing the facilitation of tax evasion. 

4.3 Management at all levels are responsible for ensuring those reporting to them 
understand and comply with this policy and are given adequate and regular training on it. 

4.4 You are invited to comment on this policy and suggest ways in which it might be 
improved. Comments, suggestions, and queries should be addressed to the compliance 
manager. 

5 What is tax evasion facilitation? 

5.1 For the purposes of this policy: 

(a) Tax evasion means the offence of cheating the public revenue or fraudulently 
evading UK tax, and is a criminal offence. The offence requires an element of 
fraud, which means there must be deliberate action, or omission with 
dishonest intent; 

(b) Foreign tax evasion means evading tax in a foreign country, provided that 
conduct is an offence in that country and would be a criminal offence if 
committed in the UK. As with tax evasion, the element of fraud means there 
must be deliberate action, or omission with dishonest intent; and 

(c) Tax evasion facilitation means being knowingly concerned in, or taking steps 
with a view to, the fraudulent evasion of tax (whether UK tax or tax in a 
foreign country) by another person, or aiding, abetting, counselling or 
procuring the commission of that offence. Tax evasion facilitation is a criminal 
offence, where it is done deliberately and dishonestly. 

5.2 Under the Criminal Finances Act 2017, a separate criminal offence is automatically 
committed by a corporate entity or partnership where the tax evasion is facilitated by a 
person acting in the capacity of an "associated person" to that body. For the offence to be 
made out, the associated person must deliberately and dishonestly take action to 
facilitate the tax evasion by the taxpayer. If the associated person accidentally, ignorantly, 
or negligently facilitates the tax evasion, then the corporate offence will not have been 
committed. The company does not have to have deliberately or dishonestly facilitated the 
tax evasion itself; the fact that the associated person has done so creates the liability for 
the company. 
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5.3 Tax evasion is not the same as tax avoidance or tax planning. Tax evasion involves 
deliberate and dishonest conduct. Tax avoidance is not illegal and involves taking steps, 
within the law, to minimise tax payable (or maximise tax reliefs). 

5.4 In this policy, all references to tax include national insurance contributions. 

6 What you must not do 

6.1 It is not acceptable for you (or someone on your behalf) to: 

(a) engage in any form of facilitating tax evasion or foreign tax evasion; 

(b) aid, abet, counsel, or procure the commission of a tax evasion offence or 
foreign tax evasion offence by another person; 

(c) fail to promptly report any request or demand from any third party to 
facilitate the fraudulent evasion of tax (whether UK tax or tax in a foreign 
country), or any suspected fraudulent evasion of tax (whether UK tax or tax in 
a foreign country) by another person, in accordance with this policy; 

(d) engage in any other activity that might lead to a breach of this policy; or 

(e) threaten or retaliate against another individual who has refused to commit a 
tax evasion offence or a foreign tax evasion offence or who has raised 
concerns under this policy. 

7 Your responsibilities 

7.1 You must ensure that you read, understand, and comply with this policy. 

7.2 The prevention, detection and reporting of tax evasion and foreign tax evasion are the 
responsibility of all those working for us or under our control. You are required to avoid 
any activity that might lead to, or suggest, a breach of this policy. 

7.3 You must notify The Financial Controller or the Human Resource Manager as soon as 
possible if you believe or suspect that a conflict with this policy has occurred or may occur 
in the future. For example, if an employee or supplier asks to be paid into an offshore 
bank account, without good reason, or a supplier asks to be paid in cash, indicating that 
this will mean the payment is not subject to VAT or other relevant tax. Further "red flags" 
that may indicate potential tax evasion or foreign tax evasion are set out in Clause 12. 

8 How to raise a concern 

8.1 You are encouraged to raise concerns about any issue or suspicion of tax evasion or 
foreign tax evasion at the earliest possible stage. 
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8.2 If you become aware of any fraudulent evasion of tax (whether UK tax or tax in a foreign 
country) by another person in the course of your work, or you are asked to assist another 
person in their fraudulent evasion of tax (whether directly or indirectly), or if you believe 
or suspect that any fraudulent evasion of tax has occurred or may occur, whether in 
respect to UK tax or tax in a foreign country, you must notify your manager or report it in 
accordance with our Whistleblowing Policy as soon as possible. 

8.3 If you are unsure about whether a particular act constitutes tax evasion or foreign tax 
evasion, raise it with the Financial Controller as soon as possible. You should note that the 
corporate offence is only committed where you deliberately and dishonestly take action 
to facilitate the tax evasion or foreign tax evasion. If you do not take any such action, then 
the offence will not be made out. However, a deliberate failure to report suspected tax 
evasion or foreign tax evasion, or "turning a blind eye" to suspicious activity could amount 
to criminal facilitation of tax evasion. 

9 Protection 

9.1 Individuals who raise concerns or report another's wrongdoing, are sometimes worried 
about possible repercussions. We aim to encourage openness and will support anyone 
who raises genuine concerns in good faith under this policy, even if they turn out to be 
mistaken. 

9.2 We are committed to ensuring no one suffers any detrimental treatment as a result of: 

(a) refusing to take part in, be concerned in, or facilitate tax evasion or foreign tax 
evasion by another person; 

(b) refusing to aid, abet, counsel, or procure the commission of a tax evasion 
offence or a foreign tax evasion offence by another person; or 

(c) reporting in good faith their suspicion that an actual or potential tax evasion 
offence or foreign tax evasion offence has taken place or may take place in the 
future. 

9.3 Detrimental treatment includes dismissal, disciplinary action, threats, or other 
unfavourable treatment connected with raising a concern. If you believe that you have 
suffered any such treatment, you should inform the compliance manager immediately. If 
the matter is not remedied, and you are an employee, you should raise it formally using 
our Grievance Procedure, which can be found at in this handbook. 

10 Training and communication 

10.1 Training on this policy forms part of the induction process for all individuals who work for 
us, and regular training will be provided, as necessary. Such training may form part of 
wider financial crime detection and prevention training. 
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10.2 Our zero-tolerance approach to tax evasion and foreign tax evasion must be 
communicated to all suppliers, contractors, and business partners at the outset of our 
business relationship with them and as appropriate after that. 

11 Breaches of this policy 

11.1 Any employee who breaches this policy will face disciplinary action, which could result in 
dismissal for misconduct or gross misconduct. 

11.2 We may terminate our relationship with other individuals and organisations working on 
our behalf if they breach this policy. 

12 Potential risk scenarios: "red flags" 

The following is a list of possible red flags that may arise during the course of you working 
for us and which may raise concerns related to tax evasion or foreign tax evasion. The list 
is not intended to be exhaustive and is for illustrative purposes only. 

If you encounter any of these red flags while working for us, you must report them 
promptly to your manager or using the procedure set out in the whistleblowing policy: 

12.1 you become aware, in the course of your work, that a third party has made or intends to 
make a false statement relating to tax, has failed to disclose income or gains to, or to 
register with, HMRC (or the equivalent authority in any relevant non-UK jurisdiction), has 
delivered or intends to deliver a false document relating to tax, or has set up or intends to 
set up a structure to try to hide income, gains or assets from a tax authority; 

12.2 you become aware, in the course of your work, that a third party has deliberately failed to 
register for VAT (or the equivalent tax in any relevant non-UK jurisdiction) or failed to 
account for VAT; 

12.3 a third-party requests payment in cash and/or refuses to sign a formal commission or fee 
agreement, or to provide an invoice or receipt for a payment made; 

12.4 you become aware, in the course of your work, that a third party working for us as an 
employee asks to be treated as a self-employed contractor, but without any material 
changes to their working conditions; 

12.5 a supplier or other subcontractor is paid gross when they should have been paid net, 
under a scheme such as the Construction Industry Scheme; 

12.6 a third-party request that payment is made to a country or geographic location different 
from where the third party resides or conducts business; 

12.7 a third party to whom we have provided services requests that their invoice is addressed 
to a different entity, where we did not provide services to such entity directly; 
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12.8 a third party to whom we have provided services asks us to change the description of 
services rendered on an invoice in a way that seems designed to obscure the nature of 
the services provided; 

12.9 you receive an invoice from a third party that appears to be non-standard or customised; 

12.10 a third party insists on the use of side letters or refuses to put terms agreed in writing or 
asks for contracts or other documentation to be backdated; 

12.11 you notice that we have been invoiced for a commission or fee payment that appears too 
large or too small, given the service stated to have been provided; 

12.12 a third party requests or requires the use of an agent, intermediary, consultant, 
distributor or supplier that is not typically used by or known to us; 
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Schedule 7 — Sickness absence policy 

1 About this policy 

1.1 This Sickness Absence Policy sets out our procedures for reporting sickness absence and 
for the management of sickness absence in a fair and consistent way. 

1.2 Sickness absence can vary from short intermittent periods of ill-health to a continuous 
period of long-term absence and have a number of different causes (for example, injuries, 
recurring conditions, or a serious illness requiring lengthy treatment). 

1.3 We wish to ensure that the reasons for sickness absence are understood in each case and 
investigated where necessary. In addition, where needed and reasonably practicable, 
measures will be taken to assist those who have been absent by reason of sickness to 
return to work. 

1.4 This policy applies to all employees. It does not apply to agency workers, consultants, or 
self-employed contractors. 

1.5 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

1.6 Any information you provide to us about your health will be processed in accordance with 
our Data Protection Policy. We recognise that such data is sensitive and will handle it in a 
confidential manner.  

2 Personnel responsible for this policy 

2.1 Our board of directors has overall responsibility for the effective operation of this policy 
and for ensuring compliance with the relevant statutory framework. Day-to-day 
responsibility for operating the policy and ensuring its maintenance and review has been 
delegated to Human Resource Manager.  

2.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

3 Disabilities 

3.1 We are aware that sickness absence may result from a disability. At each stage of the 
sickness absence meetings procedure (set out in paragraph 15 of this policy), particular 
consideration will be given to whether there are reasonable adjustments that could be 
made to the requirements of a job or other aspects of working arrangements that will 
provide support at work and/or assist a return to work. 

3.2 If you consider that you are affected by a disability or any medical condition which affects 
your ability to undertake your work, you should inform the Human Resource Manager or 
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your line manager. Any information you provide will be handled in a confidential manner 
and proceed in accordance with our Data Protection Policy. 

4 Sickness absence reporting procedure 

If you do not have a sickness absence reporting procedure in your contract, you should 
follow the procedure set out below. 

If you are taken ill or injured while at work you should report or be taken to your line 
manager and be given permission to leave work. Managers should contact HR 
Department to make arrangements for anyone who is unwell to be accompanied home or 
to receive medical treatment where necessary. 

If you cannot attend work because you are ill or injured you should telephone the 
Accounts/Payroll department as early as possible and no later than 90 minutes prior to 
the time when you are normally expected to start work. If you are a shift worker, you are 
required to notify your Line Manager prior to the commencement of your normal shift 
starting time. 

The following details should be provided: 

(a) The nature of your illness or injury. 

(b) The expected length of your absence from work. 

(c) Contact details. 

(d) Any outstanding or urgent work that requires attention. 

4.2 Managers should ensure that: 

(a) Any sickness absence that is notified to them is recorded and reported to 
Accounts and Payroll Department. 

(b) Arrangements are made, where necessary, to cover work and to inform 
colleagues and clients (while maintaining confidentiality). 

4.3 You should expect to be contacted during your absence by your line manager who will 
want to enquire after your health and be advised, if possible, as to your expected return 
date. 

4.4 You must inform the Company by 4.30pm on the working day before the day you intend 
to return to work. 

5 Evidence of incapacity 

5.1 For sickness absence of up to seven calendar days you must complete a self-certification 
form which is available from HR Department.  
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5.2 For absence of more than a week you must obtain a certificate from your doctor (a 
"Statement of Fitness for Work") stating that you are not fit for work and the reason(s) 
why. This should be forwarded to HR Department as soon as possible. If your absence 
continues, further medical certificates must be provided to cover the whole period of 
absence. 

5.3 If your doctor provides a certificate stating that you "may be fit for work" you should 
inform HR Department immediately. We will discuss with you any additional measures 
that may be needed to facilitate your return to work, taking account of your doctor's 
advice. This may take place at a return-to-work interview (see paragraph 12). If 
appropriate measures cannot be taken, you will remain on sick leave and we will set a 
date to review the situation. 

5.4 Where we are concerned about the reason for absence, or frequent short-term absence, 
we may require a medical certificate for each absence regardless of duration. In such 
circumstances, we will cover any costs incurred in obtaining such medical certificates, for 
absences of a week or less, on production of a doctor's invoice. 

6 Unauthorised absence 

6.1 Cases of unauthorised absence will be dealt with under our Disciplinary Procedure. 

6.2 Absence that has not been notified according to the sickness absence reporting 
procedure will be treated as unauthorised absence. 

6.3 If you do not report for work and have not telephoned the Accounts and Payroll 
department to explain the reason for your absence, HR Department will try to contact 
you, by telephone and in writing if necessary. This should not be treated as a substitute 
for reporting sickness absence. 

7 Time off for medical appointments 

7.1 Appointments to attend the Doctor, Dentist etc. should be carried out in your own 
time. Where this is not possible appointments should be made at the start or the 
end of the working day. There is no right to be paid whilst attending such 
appointments unless it is covered under the Maternity Policy. 

8 Sick pay 

8.1 You may be entitled to Statutory Sick Pay (SSP) if you satisfy the relevant statutory 
requirements. Qualifying days for SSP are Monday to Friday, or as set out in your 
employment contract. The rate of SSP is set by the government in April each year. No SSP 
is payable for the first three consecutive days of absence. It starts on the fourth day of 
absence and may be payable for up to 28 weeks. If you are not eligible for SSP or if your 
SSP entitlement is coming to an end we will give you a form SSP1 telling you the reasons. 
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8.2 If a period of sickness absence is or appears to be occasioned by actionable negligence, 
nuisance or breach of any statutory duty on the part of a third party, in respect of which 
damages are or may be recoverable, you must immediately notify Human Resource 
Manager of that fact and of any claim, compromise, settlement or judgment made or 
awarded in connection with it and all relevant particulars that we may reasonably require. 
If we require you to do so, you must co-operate in any related legal proceedings and 
refund to us that part of any damages or compensation you recover that relates to lost 
earnings for the period of sickness absence as we may reasonably determine, less any 
costs you incurred in connection with the recovery of such damages or compensation, 
provided that the amount to be refunded to us shall not exceed the total amount we paid 
to you in respect of the period of sickness absence. 

8.3 Any employer and employee pension contributions will continue subject to the relevant 
scheme rules during any period of company sick pay or SSP. 

9 Sick leave and holidays 

9.1 If you become sick or injured while on annual leave such that you would be unfit for work 
you may ask us to treat the period of incapacity as sick leave and reclaim the annual 
leave. 

9.2 To be able to claim sick pay you must notify your manager of your incapacity immediately, 
and the usual requirements for medical evidence in this policy will also apply, even if you 
are abroad. 

9.3 If you are on sick leave you may choose to cancel any pre-arranged annual leave that 
would otherwise coincide with your sick leave. You should notify your manager as soon as 
possible that you wish to do this. 

9.4 If your period of sick leave extends into the next holiday year, or if there is not enough 
time left in the current holiday year to make it practicable to take your remaining holiday 
entitlement, you can carry any unused holiday entitlement over to the following leave 
year to be used within three months of your return to work in agreement with your line 
manager. Any annual leave not taken within 18 months of the end of the holiday year in 
which it accrues (whether or not you have returned to work) will be lost. 

10 Keeping in contact during sickness absence 

10.1 If you are absent on sick leave you should expect to be contacted from time to time by 
your line manager in order to discuss your wellbeing, expected length of continued 
absence from work and any of your work that requires attention. Such contact is intended 
to provide reassurance and will be kept to a reasonable minimum. 
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10.2 If you have any concerns while absent on sick leave, whether about the reason for your 
absence or your ability to return to work, you should feel free to contact your line 
manager at any time within your normal shift working hours. 

11 Medical examinations 

11.1 We may, at any time in operating this policy, require you to consent to a medical 
examination by our Occupational Health service or a doctor nominated by us at our 
expense. 

11.2 You will be asked to agree that any report produced in connection with any such 
examination may be disclosed to us and that we may discuss the contents of the report 
with our advisers and the relevant doctor. 

12 Return-to-work interviews 

12.1 If you have been absent on sick leave we will arrange for you to have a return-to-work 
interview with your line manager.  

12.2 A return-to-work interview enables us to confirm the details of your absence. It also gives 
you the opportunity to raise any concerns or questions you may have, and to bring any 
relevant matters to our attention. 

12.3 Where your doctor has provided a certificate stating that you "may be fit for work" we 
will usually hold a return-to-work interview to discuss any additional measures that may 
be needed to facilitate your return to work, taking account of your doctor's advice.  

13 Returning to work from long-term sickness absence 

13.1 We are committed to helping employees return to work from long-term sickness absence. 
As part of our sickness absence meetings procedure (see paragraph 15), we will, where 
appropriate and possible, support returns to work by: 

(a) obtaining medical advice; 

(b) making reasonable adjustments to the workplace, working practices, and 
working hours; 

(c) considering redeployment; and/or 

(d) agreeing a return-to-work programme with everyone affected. 

13.2 If you are unable to return to work in the longer term, we will consider whether you are 
entitled to any benefits under your contract and/or any insurance schemes we operate. 
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14 Attendance Monitoring (Bradford Score Factor) 

14.1 Victorian House Sales operates a policy to measure the absence rates of individual 
employees. This will form the basis for an individual absence index score for each 
employee. The index score will be calculated as follows: 

— I = D x O x O where: 
o I = absence index. 
o D = number of days absent for each occurrence. 
o O = number of occurrences. 

— The minimum unit of measurement = 0.5 days. 

14.2 Each employee absence will still instigate a return to work interview where the reasons 
for the absence will be discussed with the employee, together with any requisite support 
from the Company can be determined along with the current absence index score. The 
meeting will also discuss any trends in the absences, if applicable.  

14.3 The Company will operate the following triggers points, the stated associated actions will 
apply to the absence index score, although the Company will always remain sensitive to 
the individual circumstances of each employee: 

— 51 points = stage 1 first sickness meeting. 
— 201 points = Official warning  
— 401 = final sickness meeting and next stage of disciplinary process 
— 601 = possible dismissal. 

15 Sickness absence meetings procedure 

15.1 We may apply this procedure whenever we consider it necessary, including, for example, 
if you: 

(a) have been absent due to illness on a number of occasions and hit a trigger on 
the absence index score; 

(b) have discussed matters at a return-to-work interview that require 
investigation; and/or 

(c) have been absent for more than 30 days. 

15.2 Unless it is impractical to do so, we will give you 24 hours written notice of the date, time, 
and place of a sickness absence meeting. We will put any concerns about your sickness 
absence and the basis for those concerns in writing or otherwise advise why the meeting 
is being called. A reasonable opportunity for you to consider this information before a 
meeting will be provided. 
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15.3 The meeting will be conducted by your line manager supported by the HR Department. 
You may bring a companion with you to the meeting (see paragraph 16). 

15.4 You must take all reasonable steps to attend a meeting. Failure to do so without good 
reason may be treated as misconduct. If you or your companion are unable to attend at 
the time specified you should immediately inform your line manager who will seek to 
agree an alternative time. 

15.5 A meeting may be adjourned if your line manager is awaiting receipt of information, 
needs to gather any further information or consider matters discussed at a previous 
meeting. You will be given a reasonable opportunity to consider any new information 
obtained before the meeting is reconvened. 

15.6 Confirmation of any decision made at a meeting, the reasons for it, and of the right of 
appeal will be given to you in writing within 7 days of a sickness absence meeting (unless 
this time scale is not practicable, in which case it will be provided as soon as is 
practicable). 

15.7 If, at any time, your line manager considers that you have taken or are taking sickness 
absence when you are not unwell, they may refer matters to be dealt with under our 
Disciplinary Procedure. 

16 Right to be accompanied at meetings 

16.1 You may bring a companion to any meeting or appeal meeting under this procedure. 

16.2 Your companion may be either a trade union representative or a colleague. Their details 
must be given to the manager conducting the meeting, in good time before it takes place. 

16.3 Employees are allowed reasonable time off from duties without loss of pay to act as a 
companion. However, they are not obliged to act as a companion and may decline a 
request if they so wish. 

16.4 We may at our discretion permit other companions (for example, a family member) 
where this will help overcome particular difficulties caused by a disability, or difficulty 
understanding English. 

16.5 A companion may make representations, ask questions, and sum up your position, but 
will not be allowed to answer questions on your behalf. You may confer privately with 
your companion at any time during a meeting. 

17 Stage 1: first sickness absence meeting 

17.1 This will follow the procedure set out in paragraphs above on the arrangements for and 
right to be accompanied at sickness absence meetings. 
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17.2 The purposes of a first sickness absence meeting may include: 

(a) Discussing the reasons for absence. 

(b) Where you are on long-term sickness absence, determining how long the 
absence is likely to last. 

(c) Where you have been absent on a number of occasions, determining the 
likelihood of further absences. 

(d) Considering whether medical advice is required. 

(e) Considering what, if any, measures might improve your health and/or 
attendance. 

(f) Agreeing a way forward, action that will be taken and a timescale for review 
and/or a further meeting under the sickness absence procedure. 

18 Stage 2: further sickness absence meeting(s) 

18.1 Depending on the matters discussed at the first stage of the sickness absence procedure, 
a further meeting or meetings may be necessary. Arrangements for meetings under the 
second stage of the sickness absence procedure will follow the procedure set out in 
paragraphs above on the arrangements for and right to be accompanied at sickness 
absence meetings. 

18.2 The purposes of further meeting(s) may include: 

(a) Discussing the reasons for and impact of your ongoing absence(s). 

(b) Where you are on long-term sickness absence, discussing how long your 
absence is likely to last. 

(c) Where you have been absent on a number of occasions, discussing the 
likelihood of further absences. 

(d) If it has not been obtained, considering whether medical advice is required. If 
it has been obtained, considering the advice that has been given and whether 
further advice is required. 

(e) Considering your ability to return to/remain in your job in view both of your 
capabilities and our business needs and any adjustments that can reasonably 
be made to your job to enable you to do so. 

(f) Considering possible redeployment opportunities and whether any 
adjustments can reasonably be made to assist in redeploying you. 
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(g) Where you are able to return from long-term sick leave, whether to your job 
or a redeployed job, agreeing a return-to-work programme. 

(h) If it is considered that you are unlikely to be able to return to work from long-
term absence, whether there are any benefits for which you should be 
considered. 

(i) Agreeing a way forward, action that will be taken and a timescale for review 
and/or a further meeting(s). This may, depending on steps we have already 
taken, include warning you that you are at risk of dismissal. 

19 Stage 3: final sickness absence meeting 

19.1 Where you have been warned that you are at risk of dismissal, we may invite you to a 
meeting under the third stage of the sickness absence procedure. Arrangements for this 
meeting will follow the procedure set out in the paragraphs above on the arrangements 
for and right to be accompanied at sickness absence meetings. 

19.2 The purposes of the meeting will be: 

(a) To review the meetings that have taken place and matters discussed with you. 

(b) Where you remain on long-term sickness absence, to consider whether there 
have been any changes since the last meeting under stage two of the 
procedure, either as regards your possible return to work or opportunities for 
return or redeployment. 

(c) To consider any further matters that you wish to raise. 

(d) To consider whether there is a reasonable likelihood of you returning to work 
or achieving the desired level of attendance in a reasonable time. 

(e) To consider the possible termination of your employment. 

19.3 Termination will normally be with full notice or payment in lieu of notice. 

20 Appeals 

20.1 You may appeal against the outcome of any stage of this procedure and you may bring a 
companion to an appeal meeting (see paragraph 16). 

20.2 An appeal should be made in writing, stating the full grounds of appeal, to the HR 
Department within 7 days of the date on which the decision was sent to you. 

20.3 Unless it is not practicable, you will be given written notice of an appeal meeting within 
one week of the meeting. In cases of dismissal the appeal will be held as soon as possible. 
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Any new matters raised in an appeal may delay an appeal meeting if further investigation 
is required. 

20.4 You will be provided with written details of any new information which comes to light 
before an appeal meeting. You will also be given a reasonable opportunity to consider this 
information before the meeting. 

20.5 Where practicable, an appeal meeting will be conducted by a manager senior to the 
individual who conducted the sickness absence meeting. 

20.6 Depending on the circumstances, an appeal meeting may be a complete rehearing of the 
matter or a review of the original decision. 

20.7 The final decision will be confirmed in writing, if possible within one week of the appeal 
meeting. There will be no further right of appeal. 

20.8 The date that any dismissal takes effect will not be delayed pending the outcome of an 
appeal. However, if the appeal is successful, the decision to dismiss will be revoked with 
no loss of continuity or pay. 
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Schedule 8 — Capability procedure 

1 About this procedure 

1.1 The primary aim of this procedure is to provide a framework within which managers can 
work with employees to maintain satisfactory performance standards and to encourage 
improvement where necessary. 

1.2 It is our policy to ensure that concerns over performance are dealt with fairly and that 
steps are taken to establish the facts and to give employees the opportunity to respond at 
a hearing before any formal action is taken.  

1.3 This policy does not apply to cases involving genuine sickness absence, proposed 
redundancies, or misconduct. In those cases, reference should be made to the 
appropriate policy or procedure in this handbook. 

1.4 This procedure applies to all employees regardless of length of service. However, we may 
depart from this procedure where appropriate (including but not limited to during an 
employee's probationary period). It does not apply to agency workers or self-employed 
contractors. 

1.5 Employees within their probationary period will normally only receive one formal warning 
for poor performance under the Performance Review Procedure during their 
probationary service. If the Employee's performance fails to meet the required standard 
after the formal warning, then the Employee will be liable to dismissal with due notice or 
payment in lieu. There will be no right of appeal against any such decision to dismiss in 
such circumstances. 

1.6 This procedure does not form part of any employee's contract of employment and it may 
be amended at any time. 

2 Identifying performance issues 

(a) In the first instance, performance issues should normally be dealt with 
informally between you and your line manager as part of day-to-day 
management. Where appropriate, a note of any such informal discussions may 
be placed on your personnel file but will be ignored for the purposes of any 
future capability hearings. The formal procedure should be used for more 
serious cases, or in any case where an earlier informal discussion has not 
resulted in a satisfactory improvement. Informal discussions or counselling 
sessions may help: 

(b) clarify the required standards; 

(c) identify areas of concern; 



56 

(d) establish the likely causes of poor performance and identify any training 
needs; and/or 

(e) set targets for improvement and a timescale for review. 

2.2 Employees will not normally be dismissed for performance reasons without previous 
warnings. However, in serious cases of gross negligence, or in any case involving an 
employee who has not yet completed their probationary period, dismissal without 
previous warnings may be appropriate. 

2.3 If we have concerns about your performance, we will undertake an assessment to decide 
if there are grounds for taking formal action under this procedure. The procedure 
involved will depend on the circumstances but may involve reviewing your personnel file 
including any appraisal records, gathering any relevant documents, monitoring your work 
and, if appropriate, interviewing you and/or other individuals confidentially regarding 
your work. 

3 Disabilities 

3.1 Consideration will be given to whether poor performance may be related to a disability 
and, if so, whether there are reasonable adjustments that could be made to your working 
arrangements, including changing your duties or providing additional equipment or 
training. We may also consider adjusting this procedure in appropriate cases. 

3.2 If you wish to discuss this or inform us of any medical condition you consider relevant, 
you should contact your line manager or a member of the Human Resources Department. 

4 Confidentiality 

4.1 Our aim is to deal with performance matters sensitively and with due respect for the 
privacy of any individuals involved. All employees must treat as confidential any 
information communicated to them in connection with a matter which is subject to this 
capability procedure.  

4.2 You, and anyone accompanying you (including witnesses), must not make electronic 
recordings of any meetings or hearings conducted under this procedure.  

4.3 You will normally be told the names of any witnesses whose evidence is relevant to your 
capability hearing, unless we believe that a witness's identity should remain confidential. 

5 Notification of a capability hearing 

5.1 If we consider that there are grounds for taking formal action over alleged poor 
performance, you will be required to attend a capability hearing. We will notify you in 
writing of our concerns over your performance, the reasons for those concerns, and the 
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likely outcome if we decide after the hearing that your performance has been 
unsatisfactory. We will also include the following where appropriate: 

(a) A summary of relevant information gathered as part of any investigation. 

(b) A copy of any relevant documents which will be used at the capability hearing. 

(c) A copy of any relevant witness statements, except where a witness's identity is 
to be kept confidential, in which case we will give you as much information as 
possible while maintaining confidentiality. 

5.2 We will give you written notice of the date, time, and place of the capability hearing. The 
hearing will be held as soon as reasonably practicable, but you will be given a reasonable 
amount of time, usually two to seven days, to prepare your case based on the 
information we have given you. 

6 Right to be accompanied at hearings 

6.1 You may bring a companion to any capability hearing or appeal hearing under this 
procedure. The companion may be either a trade union representative or a colleague. 
You must tell the manager conducting the hearing who your chosen companion is, in 
good time before the hearing. 

6.2 A companion is allowed reasonable time off from duties without loss of pay but no-one is 
obliged to act as a companion if they do not wish to do so. 

6.3 If your companion is unavailable at the time a hearing is scheduled and will not be 
available for more than five working days we may require you to choose someone else. 

6.4 We may, at our discretion, allow you to bring a companion who is not a colleague or 
union representative (for example, a member of your family) where this will help 
overcome a particular difficulty caused by a disability, or where you have difficulty 
understanding English. 

7 Procedure at capability hearings 

7.1 If you or your companion cannot attend the hearing you should inform us immediately 
and we will usually arrange an alternative time. You must make every effort to attend the 
hearing, and failure to attend without good reason may be treated as misconduct. If you 
fail to attend without good reason or are persistently unable to do so (for example, for 
health reasons), we may have to take a decision based on the available evidence including 
any written representations you have made. 

7.2 The hearing will normally be held by your line manager or a more senior manager and will 
normally be attended by a member of the Human Resources Department. You may bring 
a companion with you to the hearing (see paragraph 6). Your companion may make 
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representations, ask questions, and sum up your case, but will not be allowed to answer 
questions on your behalf. You may confer privately with your companion at any time 
during the hearing. 

7.3 You may ask relevant witnesses to appear at the hearing, provided you give us sufficient 
advance notice to arrange their attendance. You will be given the opportunity to respond 
to any information given by a witness. However, you will not normally be permitted to 
cross-examine witnesses unless, in exceptional circumstances, we decide that a fair 
hearing could not be held otherwise. 

7.4 The aims of a capability hearing will usually include: 

(a) Setting out the required standards that we believe you may have failed to 
meet and going through any relevant evidence that we have gathered. 

(b) Allowing you to ask questions, present evidence, call witnesses, respond to 
evidence and make representations. 

(c) Establishing the likely causes of poor performance including any reasons why 
any measures taken so far have not led to the required improvement. 

(d) Identifying whether there are further measures, such as additional training or 
supervision, which may improve performance. 

(e) Where appropriate, discussing targets for improvement and a timescale for 
review. 

(f) If dismissal is a possibility, establishing whether there is any likelihood of a 
significant improvement being made within a reasonable time and whether 
there is any practical alternative to dismissal, such as redeployment. 

7.5 A hearing may be adjourned if we need to gather any further information or consider 
matters discussed at the hearing. You will be given a reasonable opportunity to consider 
any new information obtained before the hearing is reconvened. 

7.6 We will inform you in writing of our decision and our reasons for it, usually within one 
week of the capability hearing. Where possible we will also explain this information to 
you in person. 

8 Stage 1 hearing: first written warning  

8.1 Following a Stage 1 capability hearing, if we decide that your performance is 
unsatisfactory, we will give you a first written warning, setting out: 

(a) The areas in which you have not met the required performance standards. 

(b) Targets for improvement. 
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(c) Any measures, such as additional training or supervision, which will be taken 
with a view to improving performance. 

(d) A period for review. 

(e) The consequences of failing to improve within the review period, or of further 
unsatisfactory performance. 

8.2 The warning will normally remain active for six months from the end of the review period. 
After the active period, the warning will remain permanently on your personnel file but 
will be disregarded in deciding the outcome of any future capability proceedings. 

(a) Your performance will be monitored during the review period and we will 
write to inform you of the outcome: 

(b) if your line manager is satisfied with your performance, no further action will 
be taken; 

(c) if your line manager is not satisfied, the matter may be progressed to a Stage 2 
capability hearing; or 

(d) if the manager feels that there has been a substantial but insufficient 
improvement, the review period may be extended. 

9 Stage 2 hearing: final written warning 

9.1 If your performance does not improve within the review period set out in a first written 
warning, or if there is further evidence of poor performance while your first written 
warning is still active, we may decide to hold a Stage 2 capability hearing. We will send 
you written notification as set out in paragraph 5. 

9.2 Following a Stage 2 capability hearing, if we decide that your performance is 
unsatisfactory, we will give you a final written warning, setting out: 

(a) the areas in which you have not met the required performance standards; 

(b) targets for improvement; 

(c) any measures, such as additional training or supervision, which will be taken 
with a view to improving performance; 

(d) a period for review; and 

(e) the consequences of failing to improve within the review period, or of further 
unsatisfactory performance. 

9.3 A final written warning will normally remain active for 12 months from the end of the 
review period. After the active period, the warning will remain permanently on your 
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personnel file but will be disregarded in deciding the outcome of future capability 
proceedings. 

(a) Your performance will be monitored during the review period and we will 
write to inform you of the outcome: 

(b) if your line manager is satisfied with your performance, no further action will 
be taken; 

(c) if your line manager is not satisfied, the matter may be progressed to a Stage 3 
capability hearing; or 

(d) if the manager feels that there has been a substantial but insufficient 
improvement, the review period may be extended. 

10 Stage 3 hearing: dismissal or redeployment 

10.1 We may decide to hold a Stage 3 capability hearing if we have reason to believe: 

(a) your performance has not improved sufficiently within the review period set 
out in a final written warning; 

(b) your performance is unsatisfactory while a final written warning is still active; 
or 

(c) your performance has been grossly negligent such as to warrant dismissal 
without the need for a final written warning. 

We will send you written notification of the hearing as set out in paragraph 5. 

10.2 Following the hearing, if we find that your performance is unsatisfactory, we may 
consider a range of options including: 

(a) Dismissing you. 

(b) Redeploying you into another suitable job at the same or a lower grade (if 
your contract permits). 

(c) Extending an active final written warning and setting a further review period 
(in exceptional cases where we believe a substantial improvement is likely 
within the review period). 

(d) Giving a final written warning (where no final written warning is currently 
active). 

10.3 Dismissal will normally be with full notice or payment in lieu of notice, unless your 
performance has been so negligent as to amount to gross misconduct, in which case we 
may dismiss you without notice or any pay in lieu. 
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11 Appeals against action for poor performance 

11.1 If you feel that a decision about poor performance under this procedure is wrong or 
unjust you should appeal in writing, stating your full grounds of appeal, to Human 
Resource Manager within one week of the date on which you were informed in writing of 
the decision. 

11.2 If you are appealing against dismissal, the date on which dismissal takes effect will not be 
delayed pending the outcome of the appeal. However, if your appeal is successful you will 
be reinstated with no loss of continuity or pay. 

11.3 If you raise any new matters in your appeal, we may need to carry out further 
investigation. If any new information comes to light we will provide you with a summary 
including, where appropriate, copies of additional relevant documents and witness 
statements. You will have a reasonable opportunity to consider this information before 
the hearing. 

11.4 We will give you written notice of the date, time, and place of the appeal hearing. This 
will normally be two to seven days after you receive the written notice.  

11.5 The appeal hearing may be a complete re-hearing of the matter or it may be a review of 
the fairness of the original decision in the light of the procedure that was followed and 
any new information that may have come to light. This will be at our discretion depending 
on the circumstances of your case. In any event the appeal will be dealt with as 
impartially as possible. 

11.6 Where possible, the appeal hearing will be conducted by a more senior manager who has 
not been previously involved in the case. A member of the Human Resources Department 
and/or the manager who conducted the capability hearing may also be present. You may 
bring a companion with you to the appeal hearing (see paragraph 6).  

11.7 A hearing may be adjourned if we need to gather any further information or consider 
matters discussed at the hearing. You will be given a reasonable opportunity to consider 
any new information obtained before the hearing is reconvened. 

11.8 Following the appeal hearing we may: 

(a) confirm the original decision; 

(b) revoke the original decision; or 

(c) substitute a different penalty. 

11.9 We will inform you in writing of our final decision as soon as possible, usually within one 
week of the appeal hearing. Where possible we will also explain this to you in person. 
There will be no further right of appeal. 
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12 Internal Promotions 

12.1 Where the Employee is promoted, the consequences of 'failing to make the grade' should 
be explained. In some cases, the Employee will be promoted on the basis of a 
probationary period with the condition that the Company has the right to transfer or 
downgrade should the Employee fail to satisfy the General Manager and/ or a Director 
that he/she is competent in the promoted post. In other cases, the 'promoted' member of 
staff will remain on the same grade and salary for the duration of the probationary period 
and will receive an 'acting up' allowance during such time. If the probationary period is 
not confirmed, the Employee will not transfer to the higher grade.  
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Schedule 9 — Disciplinary rules 

1 Policy statement 

1.1 These Disciplinary Rules should be read in conjunction with our Disciplinary Procedure. 
The aim of the Disciplinary Rules and Disciplinary Procedure is to set out the standards of 
conduct expected of all staff and to provide a framework within which managers can 
work with staff to maintain those standards and encourage improvement where 
necessary. 

1.2 It is our policy to ensure that any disciplinary matter is dealt with fairly and in accordance 
with the Disciplinary Procedure. 

1.3 If you are in any doubt as to your responsibilities or the standards of conduct expected 
you should speak to your line manager or a member of Human Resources. 

1.4 We may amend our Disciplinary Rules at any time. 

2 Rules of conduct 

2.1 While working for us you should at all times maintain professional and responsible 
standards of conduct. In particular you should observe the terms and conditions of your 
contract, particularly: 

(a) You must not endanger the health and safety of any other employee whilst at 
work. 

(b) Where you are issued with any protective and/or safety clothing, equipment 
etc. you must use it at all times as instructed. 

(c) Accidents, no matter how slight, must be reported immediately. 

(d) You must, at all times, create and maintain a safe working environment within 
your place of work. 

(e) You must observe all rules dealing with smoking and fire hazards. 

(f) You must at all times be punctual and work to the hours defined in your 
contract of employment. 

(g) You must not leave your place of work before your normal finishing time 
without permission. 

(h) Where you are authorised to leave work during normal working hours, you 
must report to your immediate Supervisor leaving and on returning to work. 

(i) Lateness in reporting for work will not be acceptable. 
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(j) You are expected to show the skill or aptitude required for the job, particularly 
where those skills were claimed at the time of you commencing the job. 

(k) You should acquaint yourself with all authorised notices displayed within your 
place of work. 

(l) You should ensure you comply with all Company policies and procedures as 
communicated to you from time to time, as well as any other requirements 
placed on you by regulating authorities including but not limited to the Health 
and Safety Executive. 

(m) You must be prepared to undertake reasonable duties other than those for 
which you have been specifically employed. 

(n) You must comply with all duties and responsibilities placed on you by any 
statutory enactment and in accordance with any professional body to which 
you belong during the course of your employment. 

(o) You must contact the Company as soon as possible on the first day of any 
absence. It is your responsibility to keep the Company informed of the reason 
for the absence and of the likely return date. 

(p) Persistent absenteeism which appears to be unreasonable will not be 
acceptable. 

(q) In the event of persistent absence for reasons of ill-health, you may be 
required to undergo an independent medical examination. 

(r) You must inform the Company if you contract a contagious or otherwise 
injurious illness. 

(s) You are not permitted to remove any material or equipment from your place 
of work without prior permission. 

(t) You must not use Company time, material, or equipment for unauthorised 
work. 

(u) Where you drive a Company vehicle you must observe all operating 
procedures such as; regular checks on tyre pressures, fuel, oil, water, lights, 
battery levels, securing and safeguarding loads etc. Any defects or problems 
must be reported immediately. 

(v) You must report any convictions for driving offences and/or endorsements. 

(w) You will be held responsible for any fines incurred through the wrongful or 
illegal use of a vehicle. 
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(x) You must comply with all Statutory and/or Company regulations regarding 
recording of daily mileages, journeys undertaken, actual driving hours etc. 

(y) You must not carry unauthorised passengers or use a Company vehicle for 
personal gain without permission. 

(z) No music, such as a radio or other forms of media entertainment including 
computer games are permitted during working hours on ANY shift pattern.  

(aa) You are expected to attend for work if you are capable of working. Misuse of 
the sick-pay scheme is not acceptable. 

2.2 The above list is not exhaustive, you should observe all our policies, procedures and 
regulations which are included in the Employee Handbook or notified to you from time to 
time by means of notice boards, email, the intranet or otherwise; 

(a) take reasonable care in respect of the health and safety of colleagues and 
third parties and comply with our Health and Safety Policy; 

(b) comply with all reasonable instructions given by managers; and 

(c) act at all times in good faith and in the best interests of our business, 
customers, and staff. 

2.3 Failure to maintain satisfactory standards of conduct may result in action being taken 
under our Disciplinary Procedure. 

3 Misconduct 

The following are examples of matters that will normally be regarded as misconduct and 
will be dealt with under our Disciplinary Procedure: 

(a) Minor breaches of our policies; 

(b) Minor breaches of your contract; 

(c) Damage to, or unauthorised use of, our property; 

(d) Poor timekeeping; 

(e) Time wasting; 

(f) Unauthorised absence from work; 

(g) Refusal to follow instructions; 

(h) Excessive use of our telephones for personal calls; 

(i) Excessive personal email or internet usage; 
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(j) Obscene language or other offensive behaviour; 

(k) Negligence in the performance of your duties; or 

(l) Smoking in no-smoking areas. 

This list is intended as a guide and is not exhaustive.  

4 Gross misconduct 

4.1 Gross misconduct is a serious breach of contract and includes misconduct which, in our 
opinion, is likely to prejudice our business or reputation or irreparably damage the 
working relationship and trust between us. Gross misconduct will be dealt with under our 
Disciplinary Procedure and will normally lead to dismissal without notice or pay in lieu of 
notice (summary dismissal). 

4.2 The following are examples of matters that are normally regarded as gross misconduct: 

(a) Theft; 

(b) Unauthorised removal of our property or the property of a colleague, 
contractor, customer, or member of the public;  

(c) Fraud, forgery, or other dishonesty, including fabrication of expense claims 
and time sheets; 

(d) Physical violence or bullying; including actual or threatened violence, or 
behaviour which provokes violence; 

(e) Deliberate and serious damage to property; including damage to our buildings, 
fittings, property or equipment, or the property of a colleague, contractor, 
customer, or member of the public; 

(f) Serious misuse of our property or name; 

(g) Deliberately accessing internet sites containing pornographic, offensive, or 
obscene material; 

(h) Serious insubordination; or repeated or serious failure to obey instructions, or 
any other serious act of insubordination; 

(i) Unlawful discrimination or harassment; 

(j) Bringing the organisation into serious disrepute; 

(k) Serious incapability at work brought on by alcohol or illegal drugs; or being 
under the influence of alcohol, illegal drugs, or other substances during 
working hours; 
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(l) Causing loss, damage, or injury through serious negligence; 

(m) Serious or repeated breach of health and safety rules or serious misuse of 
safety equipment; 

(n) Serious breach of confidence; or unauthorised use or disclosure of confidential 
information or failure to ensure that confidential information in your 
possession is kept secure; 

(o) Accepting or offering a bribe or other secret payment or any other breach of 
our Anti-corruption and bribery policy 

(p) Conviction for a criminal offence that in our opinion may affect our reputation 
or our relationships with our staff, customers, or the public, or otherwise 
affects your suitability to continue to work for us; 

(q) Possession, use, supply, or attempted supply of illegal drugs; 

(r) Serious neglect of duties, or a serious or deliberate breach of your contract or 
operating procedures; 

(s) Knowing breach of statutory rules affecting your work; 

(t) Unauthorised use, processing, or disclosure of personal data contrary to our 
Data Protection Policy; 

(u) Harassment of, or discrimination against, employees, contractors, clients or 
members of the public, related to gender, marital or civil partner status, 
gender reassignment, race, colour, nationality, ethnic or national origin, 
disability, religion or belief or age contrary to our Equal Opportunities Policy or 
our Grievance Procedure; 

(v) Refusal to disclose any of the information required by your employment or 
any other information that may have a bearing on the performance of your 
duties; 

(w) Giving false information as to qualifications or entitlement to work (including 
immigration status) in order to gain employment or other benefits; 

(x) Knowingly taking parental, paternity or adoption leave when not eligible to do 
so or for a purpose other than supporting a child; 

(y) Making a disclosure of false or misleading information under our 
Whistleblowing Policy maliciously, for personal gain, or otherwise in bad faith; 

(z) Making untrue allegations in bad faith against a colleague; 
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(aa) Victimising a colleague who has raised concerns, made a complaint or given 
evidence or information under our Whistleblowing Policy, Anti-corruption and 
bribery policy, Grievance Procedure, Grievance Procedure, Disciplinary 
Procedure or otherwise; 

(bb) Serious misuse of our information technology systems (including misuse of 
developed or licensed software, use of unauthorised software and misuse of 
email and the internet); 

(cc) Undertaking unauthorised paid or unpaid employment during your working 
hours; 

(dd) Unauthorised entry into an area of the premises to which access is prohibited; 

(ee) Making unauthorised video or audio recordings of your colleagues, our 
customers or suppliers. 

This list is intended as a guide and is not exhaustive. 
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Schedule 10 — Disciplinary procedure 

1 About this procedure 

1.1 The aims of this Disciplinary Procedure are to provide a framework within which 
managers can work with employees to maintain satisfactory standards of conduct and to 
encourage improvement where necessary. The standards of conduct expected of all 
employees are set out in the Disciplinary Rules which are set out in this handbook.  

1.2 It is our policy to ensure that any disciplinary matter is dealt with fairly and that steps are 
taken to establish the facts and to give employees the opportunity to respond before 
taking any formal action.  

1.3 The procedure applies to all employees regardless of length of service. It does not apply 
to agency workers or self-employed contractors. 

1.4 This procedure is used to deal with misconduct. It does not apply to cases involving 
genuine sickness absence, proposed redundancies, or poor performance. In those cases, 
reference should be made to the appropriate policy or procedure in the employee 
Handbook. 

1.5 This procedure does not form part of any employee's contract of employment and it may 
be amended at any time. We may also vary this procedure, including any time limits, as 
appropriate in any case. 

2 Minor conduct issues 

2.1 Minor conduct issues can often be resolved informally between you and your line 
manager. These discussions should be held in private and without undue delay whenever 
there is cause for concern. Where appropriate, a note of any such informal discussions 
may be placed on your personnel file but will be ignored for the purposes of any future 
disciplinary hearings. In some cases, an informal verbal warning may be given, which will 
not form part of your disciplinary records. Formal steps will be taken under this procedure 
if the matter is not resolved, or if informal discussion is not appropriate (for example, 
because of the seriousness of the allegation). 

2.2 If you have difficulty at any stage of the procedure because of a disability, you should 
discuss the situation with a member of the Human Resources Department as soon as 
possible. 

3 Confidentiality 

3.1 Our aim is to deal with disciplinary matters sensitively and with due respect for the 
privacy of any individuals involved. All employees must treat as confidential any 
information communicated to them in connection with an investigation or disciplinary 
matter.  
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3.2 You, and anyone accompanying you (including witnesses), must not make electronic 
recordings of any meetings or hearings conducted under this procedure. Making an 
unauthorised recording may be treated as gross misconduct and will potentially be a 
breach of our data protection policy. By way of making a reasonable adjustment, we may, 
at our sole and absolute discretion, allow you to make a recording of a meeting under this 
procedure. Express authorisation for an adjustment to be made must be sought in such 
circumstances. 

3.3 You will normally be told the names of any witnesses whose evidence is relevant to 
disciplinary proceedings against you, unless we believe that a witness's identity should 
remain confidential. 

4 Probationary Employees 

4.1 The formal Disciplinary Procedure does not apply to probationary employees who may be 
dismissed summarily for committing an act of misconduct during their probationary 
period. There will be no right of appeal against any such decision to dismiss in such 
circumstances. 

4.2 The Company reserves the right to use a truncated version of this Policy during the initial 
24 months of an employee’s employment or to dispense with the process all together. 

5 Investigations 

5.1 The purpose of an investigation is for us to establish a fair and balanced view of the facts 
relating to any disciplinary allegations against you, before deciding whether to proceed 
with a disciplinary hearing. The amount of investigation required will depend on the 
nature of the allegations and will vary from case to case. It may involve interviewing and 
taking statements from you and any witnesses, and/or reviewing relevant documents.  

5.2 Investigative interviews are solely for the purpose of fact-finding and no decision on 
disciplinary action will be taken until after a disciplinary hearing has been held. 

5.3 You do not normally have the right to bring a companion to an investigative interview. 
However, we may allow you to bring a companion if it helps you to overcome any 
disability, or any difficulty in understanding English.  

5.4 You must co-operate fully and promptly in any investigation. This will include informing us 
of the names of any relevant witnesses, disclosing any relevant documents to us and 
attending investigative interviews if required. 

6 Criminal allegations 

6.1 Where your conduct is the subject of a criminal investigation, charge, or conviction we 
will investigate the facts before deciding whether to take formal disciplinary action. 
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6.2 We will not usually wait for the outcome of any prosecution before deciding what action, 
if any, to take. Where you are unable or have been advised not to attend a disciplinary 
hearing or say anything about a pending criminal matter, we may have to take a decision 
based on the available evidence. 

6.3 A criminal investigation, charge or conviction relating to conduct outside work may be 
treated as a disciplinary matter if we consider that it is relevant to your employment. 

7 Suspension 

7.1 In some circumstances we may need to suspend you from work. The suspension will be 
for no longer than is necessary to investigate the allegations and we will confirm the 
arrangements to you in writing. While suspended you should not visit our premises or 
contact any of our clients, customers, suppliers, contractors, or staff, unless you have 
been authorised to do so by Managing Director. 

7.2 Suspension of this kind is not a disciplinary penalty and does not imply that any decision 
has already been made about the allegations. You will continue to receive your full basic 
salary and benefits during the period of suspension. 

8 Notification of a hearing 

8.1 Following any investigation, if we consider there are grounds for disciplinary action, you 
will be required to attend a disciplinary hearing. We will inform you in writing of the 
allegations against you, the basis for those allegations, and what the likely range of 
consequences will be if we decide after the hearing that the allegations are true. We will 
also include the following where appropriate: 

(a) a summary of relevant information gathered during the investigation; 

(b) a copy of any relevant documents which will be used at the disciplinary 
hearing; and 

(c) a copy of any relevant witness statements, except where a witness's identity is 
to be kept confidential, in which case we will give you as much information as 
possible while maintaining confidentiality. 

8.2 We will give you written notice of the date, time, and place of the disciplinary hearing. 
The hearing will be held as soon as reasonably practicable, but you will be given a 
reasonable amount of time, usually two to seven days, to prepare your case based on the 
information we have given you.  

9 The right to be accompanied 

9.1 You may bring a companion to any disciplinary hearing or appeal hearing under this 
procedure. The companion may be either a trade union representative or a colleague. 
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You must tell the hearing manager who your chosen companion is, in good time before 
the hearing. 

9.2 A companion is allowed reasonable time off from duties without loss of pay but no-one is 
obliged to act as a companion if they do not wish to do so. 

9.3 If your companion is unavailable at the time a meeting is scheduled and will not be 
available for more than five working days afterwards, we may ask you to choose someone 
else. 

9.4 We may, at our discretion, allow you to bring a companion who is not a colleague or 
union representative (for example, a member of your family) if this will help overcome a 
disability, or if you have difficulty understanding English. 

10 Procedure at disciplinary hearings 

10.1 If you or your companion cannot attend the hearing you should inform us immediately 
and we will arrange an alternative time. You must make every effort to attend the 
hearing, and failure to attend without good reason may be treated as misconduct in itself. 
If you fail to attend without good reason or are persistently unable to do so (for example 
for health reasons), we may have to take a decision based on the available evidence. 

10.2 The hearing will be chaired by a manager. The Investigating Officer and/or a member of 
the Human Resources Department will also be present. You may bring a companion with 
you to the disciplinary hearing (see paragraph 9).  

10.3 At the disciplinary hearing we will go through the allegations against you and the 
evidence that has been gathered. You will be able to respond and present any evidence of 
your own. Your companion may make representations to us and ask questions but should 
not answer questions on your behalf. You may confer privately with your companion at 
any time during the hearing.  

10.4 You may ask relevant witnesses to appear at the hearing, provided you give us sufficient 
advance notice to arrange their attendance. You will be given the opportunity to respond 
to any information given by a witness. However, you will not normally be permitted to 
cross-examine witnesses unless, in exceptional circumstances, we decide that a fair 
hearing could not be held otherwise.  

10.5 We may adjourn the disciplinary hearing if we need to carry out any further investigations 
such as re-interviewing witnesses in the light of any new points you have raised at the 
hearing. You will be given a reasonable opportunity to consider any new information 
obtained before the hearing is reconvened. 

10.6 We will inform you in writing of our decision and our reasons for it, usually within one 
week of the disciplinary hearing. Where possible we will also explain this information to 
you in person. 
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11 Disciplinary penalties 

11.1 The usual penalties for misconduct are set out below. No penalty should be imposed 
without a hearing. We aim to treat all employees fairly and consistently, and a penalty 
imposed on another employee for similar misconduct will usually be considered but 
should not be treated as a precedent. Each case will be assessed on its own merits. 

11.2 You will not normally be dismissed for a first act of misconduct, unless we decide it 
amounts to gross misconduct or you have not yet completed your probationary period.  

11.3 Stage 1 – Verbal warning. It will usually be given as a result of a first, or minor, 
infringement of you working practices.  

11.4 Stage 2 - First written warning. It will usually be appropriate following a verbal warning 
for anact of misconduct where there are no other active written warnings on your 
disciplinary record. 

11.5 Stage 3 – Second Written Warning. It will usually be appropriate for: 

(a)  there is already an active first written warning on your records; or 

(b) Misconduct that we consider sufficiently serious to warrant a second written 
warning even though there are no other active warnings on your record. 

11.6 Stage 4 - Final written warning. It will usually be appropriate for: 

(a) misconduct where there is already an active written warning on your record; 
or 

(b) misconduct that we consider sufficiently serious to warrant a final written 
warning even though there are no other active warnings on your record. 

11.7 Stage 5 - Dismissal. It will usually only be appropriate for: 

(a) any misconduct during your probationary period; 

(b) further misconduct where there is an active final written warning on your 
record; or 

(c) any gross misconduct regardless of whether there are active warnings on your 
record. Gross misconduct will usually result in immediate dismissal without 
notice or payment in lieu of notice (summary dismissal). Examples of gross 
misconduct are set out in our Disciplinary Rules, which are contained in the 
Employee Handbook. 
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11.8 Alternatives to dismissal. 

In some cases, we may at our discretion consider alternatives to dismissal. These will 
usually be accompanied by a final written warning. Examples include: 

(a) Demotion. 

(b) Transfer to another department or job. 

(c) A period of suspension without pay. 

(d) Loss of seniority. 

(e) Reduction in pay. 

(f) Loss of future pay increment or bonus. 

(g) Loss of overtime. 

12 The effect of a warning 

12.1 Written warnings will set out the nature of the misconduct, the change in behaviour 
required, the period for which the warning will remain active, and the likely consequences 
of further misconduct in that active period.  

12.2 A first written warning will usually remain active for six months and a final written 
warning will usually remain active for 12 months. In exceptional cases verging on gross 
misconduct, a final written warning may state that it will remain active indefinitely. Your 
conduct may be reviewed at the end of a warning's active period and if it has not 
improved sufficiently we may decide to extend the active period.  

12.3 After the active period, the warning will remain permanently on your personnel file but 
will be disregarded in deciding the outcome of future disciplinary proceedings.  

13 Appeals 

13.1 If you feel that disciplinary action taken against you is wrong or unjust you should appeal 
in writing, stating your full grounds of appeal, to Human Resource Manager within one 
week of the date on which you were informed of the decision. 

13.2 If you are appealing against dismissal, the date on which dismissal takes effect will not be 
delayed pending the outcome of the appeal. However, if your appeal is successful you will 
be reinstated with no loss of continuity or pay. 

13.3 If you raise any new matters in your appeal, we may need to carry out further 
investigation. If any new information comes to light, we will provide you with a summary 
including, where appropriate, copies of additional relevant documents and witness 
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statements. You will have a reasonable opportunity to consider this information before 
the hearing, and you or your companion may comment on any new evidence arising 
during the appeal before any decision is taken. 

13.4 We will give you written notice of the date, time, and place of the appeal hearing. This 
will normally be two to seven days after you receive the written notice.  

13.5 The appeal hearing may be a complete re-hearing of the matter or it may be a review of 
the fairness of the original decision in the light of the procedure that was followed and 
any new information that may have come to light. This will be at our discretion depending 
on the circumstances of your case. In any event the appeal will be dealt with as 
impartially as possible. 

13.6 Where possible, the appeal hearing will be conducted impartially by a more senior 
manager who has not been previously involved in the case. The Investigating Officer 
and/or a member of the Human Resources Department, and/or the manager who 
conducted the disciplinary hearing may also usually be present. You may bring a 
companion with you to the appeal hearing (see paragraph 9).  

13.7 We may adjourn the appeal hearing if we need to carry out any further investigations in 
the light of any new points you have raised at the hearing. You will be given a reasonable 
opportunity to consider any new information obtained before the hearing is reconvened. 

13.8 Following the appeal hearing we may: 

(a) confirm the original decision; 

(b) revoke the original decision; or 

(c) substitute a different penalty. 

13.9 We will inform you in writing of our final decision as soon as possible, usually within one 
week of the appeal hearing. Where possible we will also explain this to you in person. 
There will be no further right of appeal. 
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Schedule 11 — Grievance procedure 

1 About this procedure 

1.1 It is our policy to ensure that all employees have access to a procedure to help deal with 
any grievances relating to their employment fairly and without unreasonable delay. We 
aim to investigate any formal grievance you raise, hold a meeting to discuss it with you, 
inform you in writing of the outcome, and give you a right of appeal if you are not 
satisfied. 

1.2 This procedure applies to all employees regardless of length of service. It does not apply 
to agency workers or self-employed contractors. 

1.3 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Using this procedure 

2.1 Issues that could cause grievances may include: 

(a) terms and conditions of employment; 

(b) health and safety; 

(c) work relations; 

(d) bullying and harassment; 

(e) new working practices; 

(f) working environment; 

(g) organisational change; and 

(h) discrimination. 

2.2 This Grievance Procedure should not be used to complain about dismissal or disciplinary 
action. If you are dissatisfied with any disciplinary action, you should submit an appeal 
under the appropriate procedure in the Employee Handbook. 

2.3 We have an Anti-harassment and Bullying Policy within this Procedure that may be useful 
if you have been the victim of bullying or harassment or wish to report an incident of 
bullying or harassment involving other people.  

2.4 We operate a separate Whistleblowing Policy to enable employees to report illegal 
activities, wrongdoing, or malpractice. However, where you are directly affected by the 
matter in question, or where you feel you have been victimised for an act of 
whistleblowing, you may raise the matter under this Grievance Procedure. 
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2.5 If you have difficulty at any stage of the Grievance Procedure because of a disability or 
because English is not your first language, you should discuss the situation with your line 
manager as soon as possible. 

2.6 Written grievances will be placed on your personnel file along with a record of any 
decisions taken and any notes or other documents compiled during the grievance 
process. These will be processed in accordance with our Data Protection Policy. 

3 Bullying and Harassment Procedure 

3.1 Victorian House Sales Ltd is committed to providing a working environment free from 
harassment and bullying and ensuring all staff are treated, and treat others, with dignity 
and respect. 

3.2 This policy covers harassment or bullying which occurs at work and out of the workplace, 
such as on business trips or at work-related events or social functions. It covers bullying 
and harassment by staff (which may include consultants, contractors, and agency 
workers) and also by third parties such as customers, suppliers, or visitors to our 
premises.  

3.3 This policy covers all employees, officers, consultants, contractors, casual workers, and 
agency workers. 

3.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

3.5 Harassment 

3.5.1 The harassment of any of our employees is unacceptable behaviour. Anyone found 
to be in breach of this policy will be liable to disciplinary action, which could result 
in dismissal without notice.  

3.5.2 Harassment is any unwanted physical, verbal, or non-verbal conduct that has the 
purpose or effect of violating a person's dignity or creating an intimidating, hostile, 
degrading, humiliating or offensive environment for them. A single incident can 
amount to harassment. 

3.5.3 It also includes treating someone less favourably because they have submitted or 
refused to submit to such behaviour in the past. 

3.5.4 Unlawful harassment may involve conduct of a sexual nature (sexual harassment), 
or it may be related to age, disability, gender reassignment, marital or civil partner 
status, pregnancy or maternity, race, colour, nationality, ethnic or national origin, 
religion or belief, sex or sexual orientation. Harassment is unacceptable even if it 
does not fall within any of these categories. 
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3.5.5 Harassment may include, for example: 

(a) unwanted physical conduct or "horseplay", including touching, pinching, 
pushing, and grabbing; 

(b) continued suggestions for social activity after it has been made clear that such 
suggestions are unwelcome;  

(c) sending or displaying material that is pornographic or that some people may 
find offensive (including emails, text messages, video clips and images sent by 
mobile phone or posted on the internet); 

(d) unwelcome sexual advances or suggestive behaviour (which the harasser may 
perceive as harmless); 

(e) racist, sexist, homophobic or ageist jokes, or derogatory or stereotypical 
remarks about a particular ethnic or religious group or gender; 

(f) outing or threatening to out someone as gay or lesbian; 

(g) offensive emails, text messages or social media content; or 

(h) mocking, mimicking, or belittling a person's disability. 

3.5.6 A person may be harassed even if they were not the intended "target". For 
example, a person may be harassed by racist jokes about a different ethnic group if 
the jokes create an offensive environment. 

3.6 Bullying 

3.6.1 Bullying is offensive, intimidating, malicious or insulting behaviour involving the 
misuse of power that can make a person feel vulnerable, upset, humiliated, 
undermined or threatened. Power does not always mean being in a position of 
authority but can include both personal strength and the power to coerce through 
fear or intimidation. 

3.6.2 Bullying can take the form of physical, verbal, and non-verbal conduct. Bullying 
may include, by way of example: 

(a) physical or psychological threats; 

(b) overbearing and intimidating levels of supervision; 

(c) inappropriate derogatory remarks about someone's performance; 

3.6.3 Legitimate, reasonable, and constructive criticism of a worker's performance or 
behaviour, or reasonable instructions given to workers in the course of their 
employment, will not amount to bullying on their own. 
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3.7 All allegations of harassment and/or bullying will be dealt with seriously, promptly and in 
confidence. Employees who feel they have been subject 
to harassment and/or bullying must not hesitate in using this procedure nor fear 
victimisation. Retaliation against an employee who brings a complaint 
of harassment and/or bullying is a serious disciplinary offence which may constitute gross 
misconduct and could result in dismissal. 

3.8 The [Human Resources Manager] will provide, in confidence, advice and assistance to 
employees subjected to harassment and/or bullying and assist in the resolution of any 
problems. If you are in any doubt as to whether an incident or series of incidents which 
have occurred constitute harassment and/or bullying, then in the first instance you 
should approach the [Human Resources Manager] on an informal confidential basis. They 
will be able to advise you as to whether the complaint necessitates further action, in 
which case the matter will be dealt with formally/informally as appropriate. 

3.9 If an incident happens which you think may be harassment or bullying, you may prefer 
initially to attempt to resolve the problem informally, if you feel able to do so. In some 
cases it may be possible and sufficient to explain clearly to the person engaging in the 
unwanted conduct that the behaviour in question is not welcome, that it offends you or 
makes you uncomfortable and that it interferes with your work. You should make it clear 
that you want the behaviour to stop. 

3.10 In circumstances where this is too difficult or embarrassing for you to do on your own, 
you could seek support from a friend at work [or the HR Manager]. If the incident 
concerns a customer or client or other third party, you may wish to ask your manager to 
intervene for you on an informal basis. 

3.11 If the conduct continues or if it is not appropriate to resolve the problem informally or 
you do not feel able to raise it informally, you should raise a formal complaint, using the 
procedure set out in this Grievance Procedure below. 

 

   

4 Raising grievances informally 

Most grievances can be resolved quickly and informally through discussion with your line 
manager. If you feel unable to speak to your manager, for example, because the 
complaint concerns him or her, then you should speak informally to a more Human 
Resource manager If this does not resolve the issue, you should follow the formal 
procedure below. 
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5 Formal written grievances 

5.1 If your grievance cannot be resolved informally you should put it in writing and submit it 
to the Human Resource manager, indicating that it is a formal grievance.  

5.2 The written grievance should contain a brief description of the nature of your complaint, 
including any relevant facts, dates, and names of individuals involved. In some situations, 
we may ask you to provide further information. 

6 Investigations 

6.1 It may be necessary for us to carry out an investigation into your grievance. The amount 
of any investigation required will depend on the nature of the allegations and will vary 
from case to case. It may involve interviewing and taking statements from you and any 
witnesses, and/or reviewing relevant documents. The investigation may be carried out by 
your line manager or someone else appointed by us. 

6.2 You must co-operate fully and promptly in any investigation. This may include informing 
us of the names of any relevant witnesses, disclosing any relevant documents to us and 
attending interviews, as part of our investigation. 

6.3 We may initiate an investigation before holding a grievance meeting where we consider 
this appropriate. In other cases, we may hold a grievance meeting before deciding what 
investigation (if any) to carry out. In those cases, we will hold a further grievance meeting 
with you after our investigation and before we reach a decision. 

7 Right to be accompanied 

7.1 You may bring a companion to any grievance meeting or appeal meeting under this 
procedure. The companion may be either a trade union representative or a colleague. 
You must tell the person holding the grievance meeting who your chosen companion is, in 
good time before the meeting. 

7.2 At the meeting, your companion may make representations to us and ask questions but 
should not answer questions on your behalf. You may talk privately with them at any time 
during the meeting. 

7.3 Acting as a companion is voluntary and your colleagues are under no obligation to do so. 
If they agree to do so they will be allowed reasonable time off from duties without loss of 
pay to act as a companion. 

7.4 If your chosen companion is unavailable at the time a meeting is scheduled and will not 
be available for more than five working days afterwards, we may ask you to choose 
someone else. 
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7.5 We may, at our discretion, allow you to bring a companion who is not a colleague or 
union representative (for example, a member of your family) if this will help overcome a 
disability, or if you have difficulty understanding English. 

8 Grievance meetings 

8.1 We will arrange a grievance meeting, normally within one week of receiving your written 
grievance. 

8.2 You and your companion (if any) should make every effort to attend grievance meetings. 
If you or your companion cannot attend at the time specified, you should inform us 
immediately and we will try, within reason, to agree an alternative time. 

8.3 The purpose of a grievance meeting is to enable you to explain your grievance and how 
you think it should be resolved, and to assist us to reach a decision based on the available 
evidence and the representations you have made. 

8.4 After an initial grievance meeting we may carry out further investigations and hold 
further grievance meetings as we consider appropriate. Such meetings will be arranged 
without unreasonable delay. 

8.5 We will write to you, usually within one week of the final grievance meeting, to inform 
you of the outcome of your grievance and any further action that we intend to take to 
resolve the grievance. We will also remind you of your right of appeal. Where appropriate 
we may hold a meeting to give you this information in person. 

9 Appeals 

9.1 If the grievance has not been resolved to your satisfaction you may appeal in writing to 
Managing Director stating your full grounds of appeal, within one week of the date on 
which the decision was sent or given to you. 

9.2 We will hold an appeal meeting, normally within one week of receiving your written 
appeal. This will be dealt with impartially by a more senior manager who has not 
previously been involved in the case (although they may ask anyone previously involved 
to be present). You have a right to bring a companion to the meeting (see paragraph 7). 

9.3 We will confirm our final decision in writing, usually within one week of the appeal 
hearing. This is the end of the procedure and there is no further appeal. 
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Schedule 12 — Whistleblowing policy 

1 About this policy 

1.1 We are committed to conducting our business with honesty and integrity, and we expect 
all staff to maintain high standards. However, all organisations face the risk of things 
going wrong from time to time, or of unknowingly harbouring illegal or unethical conduct. 
A culture of openness and accountability is essential in order to prevent such situations 
occurring and to address them when they do occur. 

1.2 The aims of this policy are: 

(a) To encourage staff to report suspected wrongdoing as soon as possible, in the 
knowledge that their concerns will be taken seriously and investigated as 
appropriate, and that their confidentiality will be respected. 

(b) To provide staff with guidance as to how to raise those concerns. 

(c) To reassure staff that they should be able to raise genuine concerns without 
fear of reprisals, even if they turn out to be mistaken. 

1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and 
agency workers. 

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Personnel responsible for the policy 

2.1 The board has overall responsibility for this policy, and for reviewing the effectiveness of 
actions taken in response to concerns raised under this policy. 

2.2 The Whistleblowing Officer has day-to-day operational responsibility for this policy and 
must ensure that all managers and other staff who may deal with concerns or 
investigations under this policy receive regular and appropriate training. 

2.3 The Whistleblowing Officer, in conjunction with the board should review this policy from 
a legal and operational perspective at least once a year. 

2.4 All staff are responsible for the success of this policy and should ensure that they use it to 
disclose any suspected danger or wrongdoing. Staff are invited to comment on this policy 
and suggest ways in which it might be improved. Comments, suggestions, and queries 
should be addressed to the Whistleblowing Officer. 
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3 What is whistleblowing? 

3.1 Whistleblowing is the disclosure of information which relates to suspected 
wrongdoing or dangers at work. This may include: 

(a) criminal activity; 

(b) failure to comply with any legal obligation or regulatory requirements; 

(c) miscarriages of justice; 

(d) danger to health and safety; 

(e) damage to the environment;  

(f) bribery under our Anti-corruption and Bribery Policy;  

(g) facilitating tax evasion; 

(h) financial fraud or mismanagement; 

(i) breach of our internal policies and procedures; 

(j) conduct likely to damage our reputation or financial wellbeing; 

(k) unauthorised disclosure of confidential information; 

(l) negligence; 

(m) the deliberate concealment of any of the above matters. 

3.2 A whistle-blower is a person who raises a genuine concern relating to any of the above. If 
you have any genuine concerns related to suspected wrongdoing or danger affecting any 
of our activities (a whistleblowing concern) you should report it under this policy. 

3.3 This policy should not be used for complaints relating to your own personal 
circumstances, such as the way you have been treated at work. In those cases, you should 
use the Grievance Procedure. 

3.4 If you are uncertain whether something is within the scope of this policy you should seek 
advice from the Whistleblowing Officer, whose contact details are at the end of this 
policy. 

4 Raising a whistleblowing concern 

4.1 We hope that in many cases you will be able to raise any concerns with your line 
manager. You may tell them in person or put the matter in writing if you prefer. They may 
be able to agree a way of resolving your concern quickly and effectively. In some cases, 
they may refer the matter to the Whistleblowing Officer. 
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4.2 However, where the matter is more serious, or you feel that your line manager has not 
addressed your concern, or you prefer not to raise it with them for any reason, you 
should contact one of the following: 

(a) The Whistleblowing Officer, Brian Newman. 

(b) The Financial Controller. 

Contact details are set out at the end of this policy. 

4.3 We will arrange a meeting with you as soon as possible to discuss your concern. You may 
bring a colleague or union representative to any meetings under this policy. Your 
companion must respect the confidentiality of your disclosure and any subsequent 
investigation. 

4.4 We will take down a written summary of your concern and provide you with a copy after 
the meeting. We will also aim to give you an indication of how we propose to deal with 
the matter. 

5 Confidentiality 

5.1 We hope that staff will feel able to voice whistleblowing concerns openly under this 
policy. However, if you want to raise your concern confidentially, we will make every 
effort to keep your identity secret. If it is necessary for anyone investigating your concern 
to know your identity, we will discuss this with you. 

5.2 We do not encourage staff to make disclosures anonymously. Proper investigation may 
be more difficult or impossible if we cannot obtain further information from you. It is also 
more difficult to establish whether any allegations are credible. Whistle-blowers who are 
concerned about possible reprisals if their identity is revealed should come forward to the 
Whistleblowing Officer and appropriate measures can then be taken to preserve 
confidentiality. If you are in any doubt you can seek advice from the independent 
whistleblowing charity, who offer a confidential helpline. Their contact details are at the 
end of this policy. 

6 Investigation and outcome 

6.1 Once you have raised a concern, we will carry out an initial assessment to determine the 
scope of any investigation. We will inform you of the outcome of our assessment. You 
may be required to attend additional meetings in order to provide further information. 

6.2 In some cases, we may appoint an investigator or team of investigators including staff 
with relevant experience of investigations or specialist knowledge of the subject matter. 
The investigator(s) may make recommendations for change to enable us to minimise the 
risk of future wrongdoing. 
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6.3 We will aim to keep you informed of the progress of the investigation and its likely 
timescale. However, sometimes the need for confidentiality may prevent us giving you 
specific details of the investigation or any disciplinary action taken as a result. You should 
treat any information about the investigation as confidential. 

6.4 If we conclude that a whistle-blower has made false allegations maliciously, the whistle-
blower will be subject to disciplinary action. 

7 If you are not satisfied 

7.1 While we cannot always guarantee the outcome you are seeking, we will try to deal with 
your concern fairly and in an appropriate way. By using this policy, you can help us to 
achieve this. 

7.2 If you are not happy with the way in which your concern has been handled, you can raise 
it with one of the other key contacts in paragraph 4. Alternatively, you may contact the 
chairman of the board of directors or our external auditors. Contact details are set out at 
the end of this policy. 

8 External disclosures 

8.1 The aim of this policy is to provide an internal mechanism for reporting, investigating, and 
remedying any wrongdoing in the workplace. In most cases you should not find it 
necessary to alert anyone externally. 

8.2 The law recognises that in some circumstances it may be appropriate for you to report 
your concerns to an external body such as a regulator. It will very rarely if ever be 
appropriate to alert the media. We strongly encourage you to seek advice before 
reporting a concern to anyone external. The independent whistleblowing charity, Protect, 
operates a confidential helpline. They also have a list of prescribed regulators for 
reporting certain types of concern. Their contact details are at the end of this policy. 

8.3 Whistleblowing concerns usually relate to the conduct of our staff, but they may 
sometimes relate to the actions of a third party, such as a customer, supplier, or service 
provider. In some circumstances the law will protect you if you raise the matter with the 
third party directly. However, we encourage you to report such concerns internally first. 
You should contact your line manager  or one of the other individuals set out in paragraph 
4 for guidance.  

9 Protection and support for whistle-blowers 

9.1 It is understandable that whistle-blowers are sometimes worried about possible 
repercussions. We aim to encourage openness and will support staff who raise genuine 
concerns under this policy, even if they turn out to be mistaken. 
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9.2 Whistle-blowers must not suffer any detrimental treatment as a result of raising a 
concern. Detrimental treatment includes dismissal, disciplinary action, threats, or other 
unfavourable treatment connected with raising a concern. If you believe that you have 
suffered any such treatment, you should inform the Whistleblowing Officer immediately. 
If the matter is not remedied you should raise it formally using our Grievance Procedure. 

9.3 You must not threaten or retaliate against whistle-blowers in any way. If you are involved 
in such conduct you may be subject to disciplinary action.  

10 Contacts 

Whistleblowing Officer Brian Newman 
01269  
Brian.newman@vhwg.co.uk 

Financial Controller David Rees 
01269 
[E-MAIL] 

Chairman of the board of directors [NAME] 
[TELEPHONE] 
[E-MAIL] 

Victorian House Sales Ltd external 
auditors 

[COMPANY NAME] 
[TELEPHONE] 
[E-MAIL] 

Protect  
(Independent whistleblowing charity) 

Helpline: 0203 117 2520 
E-mail: whistle@pcaw.co.uk 
Website: www.pcaw.co.uk 
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Schedule 13 — Holidays policy 

1 About this policy 

1.1 This policy sets out our arrangements for staff wishing to take holidays (also known as 
annual leave). 

1.2 This policy covers all employees at all levels and grades, including full-time, part-time, 
permanent, and fixed-term employees, managers, directors, trainees, and homeworkers. 

1.3 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. We may also vary the policy as appropriate in any case. 

2 Your holiday entitlement 

2.1 The company's holiday year runs from 1 January to 31 December. If your employment 
starts or finishes part way through the holiday year, your holiday entitlement during that 
year shall be calculated on a pro-rata basis, rounded up to the nearest half day. 

2.2 Unless otherwise set out in your employment contract, you are entitled to 28 days' paid 
holiday in each holiday year, or the pro rata equivalent if you work part time. This 
includes the usual public holidays in England and Wales or days in lieu where we require 
staff to work on a public holiday. 

2.3 For the avoidance of doubt, the first four weeks of the leave you take in any holiday year 
shall be deemed to be the leave derived from regulation 13 of the Working Time 
Regulations 1998 (SI 1998/1833) and the remainder shall be deemed to be derived from 
regulation 13A of those regulations. Currently, the law states that regulation 13 leave 
shall be paid at the rate of "normal remuneration" whereas regulation 13A leave may be 
paid at the rate of your basic salary only. If your remuneration normally includes variable 
elements, such as commission or overtime, we will notify you separately whether such 
payments will be included in your regulation 13 holiday pay. A decision to reflect certain 
elements of your remuneration in holiday pay on one or more occasions shall not give rise 
to an expectation on your part that it will be included on future occasions.  

2.4 You will be required to keep up to six (6) days’ holiday in reserve to take during the 
Company’s shut down periods normally over Christmas period, the dates of which will be 
notified to you on an annual basis accordingly.  

2.5 Holidays may not be taken in busy periods which for us are October 1st to December 23rd 
each year, this will be reviewed annually. 

2.6 Except as set out in this policy, holiday entitlement must be taken during the holiday year 
in which it accrues. Any holiday not taken by the end of the holiday year will be lost and 
you will not receive any payment in lieu. 
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2.7 Unused holiday can only be carried over to another holiday year: 

(a) in cases involving sickness absence, as set out in paragraph 5; 

(b) in cases of maternity, paternity, adoption, parental or shared parental leave, 
as set out in paragraph 6; 

(c) in any other special case where your line manager has given permission in 
writing and to be taken in the first three months of the next leave year 

(d) if otherwise required by law. 

3 Taking holiday 

3.1 All holiday must be approved in advance by your line manager. You should normally give 
at least 2 weeks' notice of holiday requests except for single days, when a minimum 
notice of 1 week is normally required to allow planning of rotas or work schedules where 
necessary.  You must not make travel bookings until approval has been given. 

3.2 We may require you to take (or not to take) holiday on particular dates, including when 
the business is closed, particularly busy, or during your notice period. 

4 Sickness during periods of holiday 

4.1 If you are sick or injured during a holiday period and would have been incapable of work, 
you may choose to treat the period of incapacity as sick leave and reclaim the affected 
days of holiday.  

4.2 Employees already on sick leave before a pre-arranged period of holiday may choose to 
cancel any days of holiday that coincide with the period of incapacity and treat them as 
sick leave.  

4.3 If the employee is overseas when he/she falls ill or is injured, he/she must make sure that 
medical evidence is obtained from a qualified medical practitioner confirming the illness 
or injury and the total period of incapacity due to the illness or injury. 

4.4 Dishonest claims or other abuse of this policy will be treated as misconduct under our 
disciplinary procedure. 

5 Long-term sickness absence and holiday entitlement 

5.1 Holiday entitlement continues to accrue during periods of sick leave. 

5.2 If you are on a period of sick leave which spans two holiday years, or if you return to work 
after sick leave so close to the end of the holiday year that you cannot reasonably take 
your remaining holiday, you may carry over unused holiday to the following leave year.  
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5.3 Carry over under this rule is limited to the four-week minimum holiday entitlement under 
UK law (which includes bank holidays), less any leave taken during the holiday year that 
has just ended. If you have taken four weeks' holiday by the end of the holiday year, you 
will not be allowed to carry anything over under this rule. If you have taken less than four 
weeks, the remainder may be carried over under this rule. For example, a full-time 
employee who has taken two weeks' holiday plus two bank holidays before starting long-
term sick leave can only carry over one week and three days.  

5.4 Any holiday that is carried over under this rule but is not taken within 18 months of the 
end of the holiday year in which it accrued will be lost. 

5.5 Alternatively, you can choose to take your paid holiday during your sick leave, in which 
case you will be paid at your normal rate. 

6 Family leave and holiday entitlement 

6.1 Holiday entitlement continues to accrue during periods of maternity, paternity, adoption, 
parental or shared parental leave (referred to collectively in this policy as family leave). 

6.2 If you are planning a period of family leave that is likely to last beyond the end of the 
holiday year, you should discuss your holiday plans with your manager in good time 
before starting your family leave. Any holiday entitlement for the year that cannot 
reasonably be taken before starting your family leave can be carried over to the next 
holiday year.  

6.3 For the avoidance of doubt this covers your full holiday entitlement. 

6.4 Any holiday carried over should be taken immediately before returning to work or within 
three months of returning to work after the family leave. 

7 Arrangements on termination 

7.1 On termination of employment you may be required to use any remaining holiday 
entitlement during your notice period. Alternatively, you will be paid in lieu of any 
accrued but untaken holiday entitlement for the current holiday year to date, plus any 
holiday permitted to be carried over from previous years under this policy or as required 
by law. You are entitled to be paid at a rate of 1/260th of your full-time equivalent basic 
salary for each day of untaken entitlement. 

7.2 If your normal remuneration in the twelve weeks prior to the date on which your 
employment terminates also includes any form of variable pay, these elements will be 
factored into the calculation of your final holiday payment. For each day of untaken 
holiday entitlement, you are entitled to be paid at a rate of 1/60th of your normal 
remuneration in the last 12 weeks of your employment. 
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Schedule 14 — Time off for antenatal appointments policy 

1 About this policy 

1.1 This policy outlines the statutory right to take time off to attend antenatal appointments. 

1.2 This policy applies to employees and agency workers. It does not apply to self-employed 
contractors. 

1.3 If you are an agency worker, the rights set out in this policy only apply to you once you 
have worked in the same role with us for at least 12 continuous weeks (which may 
include more than one assignment). For these purposes we will ignore any breaks due to 
holiday or other leave to which you are entitled, breaks due to workplace closure at 
Christmas. breaks due to industrial action, breaks of up to 28 weeks in cases of sickness or 
jury service, and breaks of up to six weeks for any other reason. We will treat breaks due 
to pregnancy or childbirth up to 26 weeks after birth, and any statutory maternity, 
paternity, or adoption leave, as time worked. 

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time.  

2 Time off if you are pregnant 

2.1 If you are pregnant you may take reasonable paid time off during working hours for 
antenatal appointments. This may include any relaxation or parenting classes that your 
doctor, midwife or health visitor has advised you to attend.  

2.2 Please try to give us as much notice as possible of the appointment. We may ask you to 
provide the following, unless it is the first appointment: 

(a) a certificate from the doctor, midwife or health visitor stating that you are 
pregnant; and  

(b) an appointment cards. 

3 Time off for accompanying a pregnant woman: eligibility 

You may take unpaid time off to accompany a pregnant woman to an antenatal 
appointment if you have a "qualifying relationship" with the woman or the child. This 
means that either: 

(a) you are the baby's father; 

(b) you are the pregnant woman's spouse, civil partner, or cohabiting partner; or 
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(c) she has undergone assisted conception and at that time you were her wife or 
civil partner or gave the required legal notices to be treated in law as the 
second female parent; or 

(d) you are one of the intended parents in a surrogacy arrangement and expect to 
obtain a parental order in respect of the child. 

4 Time off for accompanying a pregnant woman: how to book time off 

Please give us as much notice of the appointment as possible. You must provide us with a 
signed statement providing the date and time of the appointment and confirming: 

(a) that you meet one of the eligibility criteria in paragraph 3; 

(b) that the purpose of the time off is to accompany the pregnant woman to an 
antenatal appointment; and  

(c) that the appointment has been made on the advice of a registered medical 
practitioner, registered midwife, or registered nurse. 

5 Time off for accompanying a pregnant woman: amount of time off 

5.1 You may take time off to accompany a pregnant woman to up to two antenatal 
appointments in relation to each pregnancy. 

5.2 You must not take more than six and a half hours off for each appointment, including 
travel and waiting time. 

5.3 Time off to attend these appointments is unpaid hours' absence on no more than 5 
occasions in relation to each pregnancy. 

5.4 If you wish to take time off to attend further antenatal appointments you should request 
annual leave. 
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Schedule 15 — Time off for adoption appointments policy 

1 About this policy 

1.1 This policy outlines the statutory right to take time off to attend adoption appointments. 

1.2 This policy applies to employees and agency workers. It does not apply to self-employed 
contractors. 

1.3 If you are an agency worker, the rights set out in this policy only apply to you once you 
have worked in the same role with us for at least 12 continuous weeks (which may 
include more than one assignment). For these purposes we will ignore any breaks due to 
holiday or other leave to which you are entitled, breaks due to workplace closure at 
Christmas breaks due to industrial action, breaks of up to 28 weeks in cases of sickness or 
jury service, and breaks of up to six weeks for any other reason. We will treat breaks due 
to pregnancy or childbirth up to 26 weeks after birth, and any statutory maternity, 
paternity, or adoption leave, as time worked. 

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Time off for an adoption appointment 

2.1 An adoption appointment is an appointment arranged by an adoption agency (or at the 
agency's request) for you to have contact with a child who is to be placed with you for 
adoption, or for any other purpose related to the adoption. 

2.2 You may take time off to attend an adoption appointment once the agency has notified 
you that a child is to be placed with you for adoption but before the child is actually 
placed with you. 

3 If you are adopting a child with another person 

3.1 Where you and your partner are adopting a child, you must decide between you who will 
be treated as the primary adopter and who will be treated as the secondary adopter for 
the purposes of time off. You must tell us your decision the first time you request time off 
for an adoption appointment. This will affect how much time you can take off and 
whether it is paid. 

3.2 You will usually choose to be the primary adopter if you intend to take adoption leave 
when the child is placed with you. You would not be able to take paternity leave if you 
have elected to be the primary adopter. 

3.3 You would usually choose to be the secondary adopter if you intend to take paternity 
leave when the child is placed with you, although you may be able to take adoption leave 
if your partner is not taking it. 



93 

4 If you are adopting a child alone 

If you are adopting a child alone, you are treated as the primary adopter.  

5 If you are adopting more than one child 

If the agency is placing more than one child with you as part of the same arrangement, 
this is treated as one adoption and will not increase the number of appointments you can 
take time off to attend. Any time off under this policy must be taken before the first child 
is placed with you. 

6 Amount of time off 

6.1 If you are adopting on your own or have elected to be the primary adopter, you may take 
paid time off to attend an adoption appointment on up to five occasions in relation to any 
particular adoption.  

6.2 If you are the secondary adopter, you may take unpaid time off to attend an adoption 
appointment on up to two occasions only. 

6.3 You must not take more than six and a half hours off for each appointment, including 
travel and waiting time.  

7 How to book time off 

7.1 Please give us as much notice of the appointment as possible. You must provide your 
manager with a signed statement or an email confirming: 

(a) The date and time of the appointment. 

(b) That the appointment has been arranged or requested by the adoption 
agency. 

(c) Whether you are adopting a child alone or jointly with another person. 

(d) If you are adopting with another person, whether you are electing to take paid 
or unpaid time off. 

7.2 If you are an agency worker you may have to notify your agency as well. You should check 
with the agency. 

7.3 We may sometimes ask you to try and rearrange an appointment where it is reasonable 
to do so. In exceptional circumstances we reserve the right to refuse a request for a 
particular appointment, but we will not do so without good reason. 
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8 Maternity policy 

About this policy 

8.1 This policy outlines the statutory rights and responsibilities of employees who are 
pregnant or have recently given birth and sets out the arrangements for pregnancy-
related sickness, health and safety, and maternity leave. It does not apply to agency 
workers or the self-employed. 

8.2 Arrangements for time off for antenatal care and to accompany a pregnant woman to 
antenatal appointments are set out in our Time off for Antenatal Appointments Policy. 

8.3 In some cases, you and your spouse or partner may be eligible to opt into the shared 
parental leave (SPL) scheme which gives you more flexibility to share the leave and pay 
available in the first year after birth. However, you must take a period of compulsory 
maternity leave first. Details of SPL are set out in our Shared Parental Leave (Birth) Policy. 

8.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

9 Personnel responsible for implementing the policy 

9.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. The board 
has delegated day-to-day responsibility for operating the policy and ensuring its 
maintenance and review to HR Manager. 

9.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

10 Entitlement to maternity leave 

All employees are entitled to up to 52 weeks' maternity leave which is divided into:  

(a) Ordinary maternity leave of 26 weeks (OML).  

(b) Additional maternity leave of a further 26 weeks immediately following OML 
(AML).  

provided they comply with the notification requirements set out in paragraph 11. 

11 Notification of pregnancy 

11.1 You should inform us as soon as possible that you are pregnant. This is important as there 
may be health and safety considerations (see paragraph 13). 
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11.2 Before the end of the fifteenth week before the week that you expect to give birth 
(Qualifying Week), or as soon as reasonably practical afterwards, you must tell us: 

(a) that you are pregnant; 

(b) the week, starting on a Sunday, in which your doctor or midwife expects you 
to give birth (Expected Week of Childbirth); and 

(c) the date on which you would like to start your maternity leave (Intended 

Start Date) (see paragraph 14). 

11.3 You must provide a certificate from a doctor or midwife (usually on a MAT B1 form) 
confirming your Expected Week of Childbirth. 

12 Sickness 

12.1 Periods of pregnancy-related sickness absence shall be paid in accordance with our 
Sickness Absence Policy in the same manner as any other sickness absence.  

12.2 Periods of pregnancy-related sickness absence from the start of your pregnancy until the 
end of your maternity leave will be recorded separately from other sickness records and 
will be disregarded in any future employment-related decisions. 

12.3 If you are absent for a pregnancy-related reason during the four weeks before your 
Expected Week of Childbirth, your maternity leave will usually start automatically (see 
paragraph 14). 

13 Health and safety 

Once you have notified us of your pregnancy, we will carry out a risk assessment, and 
identify any preventive and protective measures that we consider we need to take. We 
will take such steps as necessary to avoid any risks identified affecting your health and 
safety as a new or expectant mother or that of your baby. This may involve: 

(a) changing your working conditions or hours of work; 

(b) offering you suitable alternative work on terms and conditions that are the 
same or not substantially less favourable; or 

(c) suspending you from duties, which will be on full pay unless you have 
unreasonably refused suitable alternative work. 

14 Starting maternity leave 

14.1 The earliest date you can start maternity leave is 11 weeks before the Expected Week of 
Childbirth (unless your child is born prematurely before that date). 
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14.2 You can postpone your Intended Start Date by informing us in writing at least 28 days 
before the original Intended Start Date, or if that is not possible, as soon as reasonably 
practicable. 

14.3 You can bring forward the Intended Start Date by informing us at least 28 days before the 
new start date, or if that is not possible, as soon as reasonably practicable. 

14.4 Your maternity leave will start on the earliest of: 

(a) your Intended Start Date (if notified to us in accordance with this policy). 

(b) the day after any day on which you are absent for a pregnancy-related reason 
during the four weeks before the Expected Week of Childbirth. If this happens 
you must let us know as soon as possible in writing. Maternity leave will be 
triggered unless we agree to delay it. 

(c) the day after you give birth. If you give birth before your maternity leave was 
due to start, you must let us know the date of the birth in writing as soon as 
possible. 

14.5 Shortly before your maternity leave starts we will discuss with you the arrangements for 
covering your work and the opportunities for you to remain in contact, should you wish to 
do so, during your leave. Unless you request otherwise, you will remain on circulation lists 
for internal news, job vacancies, training, and work-related social events. 

14.6 The law prohibits you from working during the two weeks following childbirth. 

15 Maternity pay 

15.1 Statutory maternity pay (SMP) is payable for up to 39 weeks. SMP will stop being 
payable if you return to work (except where you are simply keeping in touch in 
accordance with paragraph 19). You are entitled to SMP if: 

(a) you have been continuously employed for at least 26 weeks at the end of the 
Qualifying Week and are still employed by us during that week; 

(b) your average weekly earnings during the eight weeks ending with the 
Qualifying Week (the Relevant Period) are not less than the lower 
earnings limit set by the government; 

(c) you provide us with a doctor's or midwife's certificate (MAT B1 form) stating 
your Expected Week of Childbirth; 

(d) you give at least 28 days' notice (or, if that is not possible, as much notice as 
you can) of your intention to take maternity leave; and 
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(e) you are still pregnant 11 weeks before the start of the Expected Week of 
Childbirth or have already given birth. 

15.2 SMP is calculated as follows: 

(a) First six weeks: SMP is paid at the Earnings-Related Rate of 90% of your 
average weekly earnings calculated over the Relevant Period. 

(b) Remaining 33 weeks: SMP is paid at the Prescribed Rate which is set by the 
government for the relevant tax year, or the Earnings-Related Rate if this is 
lower. 

15.3 SMP accrues from the day on which you commence your OML and thereafter at the end 
of each complete week of absence. SMP payments are made on the next normal payroll 
date and income tax, National Insurance and pension contributions are deducted as 
appropriate. 

15.4 You are still eligible for SMP if you leave employment for any reason after the start of the 
Qualifying Week (for example, if you resign or are made redundant). In such cases, if your 
maternity leave has not already begun, SMP starts to accrue in whichever is the later of: 

(a) the week following the week in which employment ends; or 

(b) the eleventh week before the Expected Week of Childbirth. 

15.5 If you become eligible for a pay rise before the end of your maternity leave, you will be 
treated for SMP purposes as if the pay rise had applied throughout the Relevant Period. 
This means that your SMP will be recalculated and increased retrospectively, or that you 
may qualify for SMP if you did not previously qualify. We shall pay you a lump sum to 
make up the difference between any SMP already paid and the amount payable by virtue 
of the pay rise. Any future SMP payments at the Earnings-Related Rate (if any) will also be 
increased, as necessary. 

16 Terms and conditions during OML and AML 

All the terms and conditions of your employment remain in force during OML and AML, 
except for the terms relating to pay. In particular: 

(a) benefits in kind such as use of a company vehicle if applicable shall continue; 

(b) annual leave entitlement under your contract shall continue to accrue (see 
paragraph 17); and 

(c) pension benefits shall continue (see paragraph 18). 
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17 Annual leave 

17.1 During OML and AML, holiday entitlement will accrue at the rate provided under your 
contract. 

17.2 Our holiday year runs from 1 January to 31 December. In many cases a period of 
maternity leave will last beyond the end of the holiday year. Any holiday entitlement for 
the year that is not taken or cannot reasonably be taken before starting your maternity 
leave can be carried over to the next holiday year and must be taken immediately before 
returning to work unless your manager agrees otherwise.  

17.3 You should discuss your holiday plans with your manager in good time before starting 
your maternity leave. All holiday dates are subject to approval by your manager. 

18 Pensions 

18.1 During OML we shall continue to make any employer contributions that we usually make 
into a money-purchase pension scheme, based on what your earnings would have been if 
you had not been on maternity leave provided that you continue to make contributions 
based on the maternity pay you are receiving. If you wish to increase your contributions 
to make up any shortfall from those based on your normal salary then please contact the 
Pensions Administrator.  

18.2 During unpaid AML we shall make any payments into a money purchase scheme. You do 
not have to make any contributions, but you may do so if you wish, or you may make up 
for missed contributions at a later date. 

19 Keeping in touch 

19.1 We may make reasonable contact with you from time to time during your maternity 
leave. 

19.2 You may work (including attending training) for up to ten days during maternity leave 
without bringing your maternity leave or SMP to an end (Keeping in Touch Day). 
This is not compulsory and must be discussed and agreed with your line manager. In any 
case, you must not work in the two weeks following birth. 

19.3 You will be paid at your normal basic rate of pay for time spent working on a Keeping in 
Touch Day and this will be inclusive of any maternity pay entitlement. Alternatively, you 
may agree with your line manager to receive the equivalent paid time off in lieu. 

20 Returning to work 

20.1 Once you have notified us in writing of your Intended Start Date, we shall send you a 
letter within 28 days to inform you of your Expected Return Date. If your start date has 
been changed (either because you gave us notice to change it, or because maternity leave 
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started early due to illness or premature childbirth) we shall write to you within 28 days 
of the start of maternity leave with a revised Expected Return Date. 

20.2 Shortly before you are due to return to work, we may invite you to have a discussion 
(whether in person or by telephone) about the arrangements for your return. This may 
cover: 

(a) updating you on any changes that have occurred during your absence; 

(b) any training needs you might have; and 

(c) any changes to working arrangements (for example if you have made a 
request to work part-time; see paragraph 25). 

21 Changing your return date 

21.1 If you wish to return to work earlier than the Expected Return Date, you must give us 
eight weeks' notice. It is helpful if you give this notice in writing. If you do not give enough 
notice, we may postpone your return date until eight weeks after you gave notice, or to 
the Expected Return Date if sooner. 

21.2 If you wish to return later than the Expected Return Date, you should either: 

(a) request unpaid parental leave in accordance with our Parental Leave Policy, 
giving us as much notice as possible but not less than 21 days; or 

(b) request paid annual leave in accordance with your contract, which will be at 
our discretion. 

21.3 If you are unable to return to work due to sickness or injury, this will be treated as 
sickness absence and our Sickness Absence Policy will apply. 

22 Deciding not to return 

22.1 If you do not intend to return to work, or are unsure, it is helpful if you discuss this with 
us as early as possible. If you decide not to return you should give notice of resignation in 
accordance with your contract. The amount of maternity leave left to run when you give 
notice must be at least equal to your contractual notice period, otherwise we may require 
you to return to work for the remainder of the notice period. 

22.2 Once you have given notice that you will not be returning to work, you cannot change 
your mind without our agreement. 

22.3 This does not affect your right to receive SMP. 
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23 Your rights when you return 

23.1 You are normally entitled to return to work in the same position as you held before 
commencing leave. Your terms of employment shall be the same as they would have 
been had you not been absent. 

23.2 However, if you have taken any period of AML or more than four weeks' parental leave, 
and it is not reasonably practicable for us to allow you to return into the same position, 
we may give you another suitable and appropriate job on terms and conditions that are 
not less favourable. 

24 Switching to shared parental leave 

24.1 In some cases, you and your spouse or partner may be eligible to opt into the SPL scheme 
which gives you more flexibility to share the leave and pay available in the first year after 
birth. Your partner should check with their employer if they are eligible. 

24.2 You would need to give us at least eight weeks' written notice to end your maternity 
leave and opt into SPL. You can give this notice before or after the birth, but you must 
remain on maternity leave until at least two weeks after birth. You would then be able to 
share any remaining leave with your partner. For further information about how SPL 
works, see our Shared Parental Leave (Birth) Policy. 

25 Flexible working 

We will deal with any requests by employees to change their working patterns (such as 
working part-time) after maternity leave on a case-by-case basis. There is no absolute 
right to insist on working part-time, but you do have a statutory right to request flexible 
working and we will try to accommodate your wishes unless there is a justifiable reason 
for refusal, bearing in mind the needs of our business. It is helpful if requests are made as 
early as possible. The procedure for dealing with such requests is set out in our Flexible 
Working Policy. 
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Schedule 16 — Paternity policy 

1 About this policy 

1.1 This policy outlines employees' entitlement to paternity leave and sets out the 
arrangements for taking it.  

1.2 You will not be discriminated against or subjected to a detriment for taking leave in 
accordance with this policy. 

1.3 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

1.4 Arrangements for time off to accompany a pregnant woman to antenatal appointments 
are set out in our Time off for Antenatal Appointments Policy. 

1.5 Arrangements for time off to attend adoption appointments are set out in our Time off 
for Adoption Appointments Policy. 

1.6 In some cases, you may be eligible to opt into the shared parental leave scheme which 
gives you and your Partner more flexibility to share the leave and pay available in the first 
year. Details are set out in our Shared Parental Leave (Birth) and Shared Parental Leave 
(Adoption) Policies. 

2 Frequently used terms 

The definitions in this paragraph apply in this policy. 

 Partner 
 spouse, civil partner, or someone (of either sex) with whom you live in an enduring family 

relationship, but who is not your parent, grandparent, sister, brother, aunt, or uncle. 

 Expected Week of Childbirth 
 the week, beginning on a Sunday, in which their doctor or midwife expects your child to 

be born. 

 Expected Placement Date 
 the date on which an adoption agency expects that it will place a child into your care with 

a view to adoption. 

3 Personnel responsible for this policy 

3.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. The board 
has delegated day-to-day responsibility for operating the policy and ensuring its 
maintenance and review to Human Resource Manager. 
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3.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

4 Entitlement to paternity leave 

4.1 Paternity leave is available to employees of either gender, for the purpose of caring for a 
child, or supporting the child's other parent, in the following cases: 

(a) On the birth of a child, where either: 

(i) you are the biological father and expect to have some responsibility for the 
child's upbringing; or 

(b) you are the mother's Partner and you expect to have main responsibility with 
the mother for the child's upbringing. 

(c) On the birth of a child to a surrogate mother where you are, or your Partner is, 
one of the child's biological parents, and you expect to obtain a parental order 
giving you and your Partner responsibility for the child. 

(d) Where an adoption agency places a child with you and/or your Partner for 
adoption and you expect to have main responsibility (with your Partner) for 
the child's upbringing. 

(e) Where a local authority places a child with you and/or your Partner under a 
fostering for adoption arrangement and you expect to have main 
responsibility (with your Partner) for the child's upbringing. 

4.2 To qualify for paternity leave you must have been continuously employed by us for at 
least 26 weeks ending with the 15th week before the Expected Week of Childbirth or the 
week in which you or your Partner are notified by the adoption agency or local authority 
that you/they have been matched with a child. 

4.3 In adoption, fostering for adoption, and surrogacy cases, you may wish to consider 
adoption leave instead (see the Adoption Leave Policy). Only one parent can take 
adoption leave so you should discuss this with your Partner. You cannot take both 
paternity leave and adoption leave. 

4.4 You cannot take paternity leave if you have already taken shared parental leave in respect 
of the same child. You may be eligible to take shared parental leave after paternity leave 
(see the Shared Parental Leave Policy). 

5 Timing and length of paternity leave 

5.1 Paternity leave must be taken as a period of either one week or two consecutive weeks. It 
cannot be taken in instalments. 
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5.2 Paternity leave can start on the date of the child's birth or adoption placement, or a later 
date of your choosing. However, it must end within 56 days (8 weeks) of birth or 
placement, or within 56 days of the first day of the Expected Week of Childbirth (if the 
child was born early). 

6 Notification 

6.1 To take paternity leave you must give us written notice by the end of the 15th week 
before the Expected Week of Childbirth or no more than seven days after you and/or 
your Partner were notified of having been matched with the child, or as soon as you 
reasonably can, stating: 

(a) the Expected Week of Childbirth or the Expected Placement Date; 

(b) the date you would like your leave to start (which may be a specified date 
after the start of the Expected Week of Childbirth or the Expected Placement 
Date, the actual date of birth or a specified number of days after birth); and 

(c) whether you intend to take one week or two weeks' leave. 

6.2 We may require a signed declaration from you that you are taking paternity leave to care 
for the child or to support the child's other parent in caring for the child. 

7 Changing leave dates or cancelling leave 

7.1 You may vary the start date of your paternity leave if you give notice as follows:  

(a) If you wish to start your leave on the day of the child's birth or on the day that 
the child is placed with you or the adopter, at least 28 days before the first day 
of the Expected Week of Childbirth or the Expected Placement Date. 

(b) If you wish to start your leave on a specified number of days after the child's 
birth or placement, at least 28 days (minus the specified number of days) 
before the first day of the Expected Week of Childbirth or the Expected 
Placement Date. 

(c) If you wish to start your leave on a specific date that is different to the original 
start date you informed us of, at least 28 days before that date. 

7.2 If you are unable to give us 28 days' written notice as set out above, you should do so as 
soon as you can. 

8 Paternity pay 

8.1 In this paragraph, Relevant Period means the eight-week period ending with the 
Qualifying Week which is the 15th week before the Expected Week of Childbirth or the 
week in which you or your Partner were notified of being matched with the child. 
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8.2 If you take paternity leave in accordance with this policy, you will be entitled to statutory 
paternity pay (SPP) if, during the Relevant Period, your average weekly earnings are not 
less than the lower earnings limit set by the government. 

8.3 SPP is paid at a prescribed rate which is set by the government for the relevant tax year, 
or at 90% of your average weekly earnings calculated over the Relevant Period if this is 
lower. For details of the current prescribed rate, please contact Accounts department. 

9 Terms and conditions during paternity leave 

All the terms and conditions of your employment remain in force during paternity leave, 
except for the terms relating to pay. In particular: 

(a) Benefits in kind shall continue. 

(b) Annual leave entitlement under your contract shall continue to accrue. 

(c) Pension benefits shall continue (see paragraph 11).  

10 Annual leave 

10.1 Annual leave will accrue during paternity leave at the rate provided under your contract. 

10.2 Our holiday year runs from 1 January to 31 December. If you are taking a period of 
paternity leave that will finish very close to the end of the year or continue into the next 
holiday year, any holiday entitlement for the year that is not taken or cannot reasonably 
be taken before starting your paternity leave can be carried over to the next holiday year 
and must be taken immediately before returning to work or within three months of 
returning to work unless your manager agrees otherwise.   

10.3 You should discuss your holiday plans with your manager in good time before starting 
your paternity leave. All holiday dates are subject to approval by your manager. 

11 Pensions 

11.1 During paternity leave we shall continue to make any employer contributions that we 
usually make into a money-purchase pension scheme, based on what your earnings 
would have been if you had not been on paternity leave provided that you continue to 
make contributions based on the paternity pay you are receiving. If you wish to increase 
your contributions to make up any shortfall you should contact the accounts department. 

12 Returning to work 

12.1 You are normally entitled to return to work after paternity leave to the same position you 
held before commencing leave. Your terms of employment will be the same as if you not 
been absent.  
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12.2 However, if you have taken paternity leave straight after or straight before a period of 
parental leave of more than four weeks, and it is not reasonably practicable for us to 
allow you to return to the same job, we may give you another suitable and appropriate 
job on terms and conditions that are not less favourable. 

12.3 If you are also taking shared parental leave in respect of the same child, see the Shared 
Parental Leave (Birth) Policy or Shared Parental Leave (Adoption) Policy for information 
about rights on return to work. 

13 Flexible working 

We will deal with any requests by employees to change their working patterns (such as 
working part time) after paternity leave on a case-by-case basis. We will try to 
accommodate your wishes unless there is a justifiable reason for refusal, bearing in mind 
the needs of our business. It is helpful if requests are made as early as possible. The 
procedure for making and dealing with such requests is set out in our Flexible Working 
Policy. 
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Schedule 17 — Adoption policy 

1 About this policy 

1.1 This policy sets out the arrangements for adoption leave and pay for employees who are 

(a) Adopting a child through a UK [or overseas] adoption agency. 

(b) Fostering a child with a view to possible adoption. 

(c) Having a child through a surrogate mother. 

1.2 Arrangements for time off to attend adoption appointments are set out in our Time off 
for Adoption Appointments Policy. 

1.3 In some cases you and your spouse or partner may be eligible to opt into the shared 
parental leave (SPL) scheme which gives you more flexibility to share the leave and pay 
available in the first year after the child is placed with you. However, one of you must 
take at least two weeks' adoption leave first. Details of SPL are set out in our Shared 
Parental Leave (Adoption) Policy. 

1.4 This policy only applies to employees. It does not apply to agency workers or self-
employed contractors. It does not form part of any employee's contract of employment 
and we may amend it at any time. 

2 Personnel responsible for implementing the policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. The board 
has delegated day-to-day responsibility for operating the policy and ensuring its 
maintenance and review to HR Manager. 

2.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

3 Entitlement to adoption leave 

3.1 In adoption cases or fostering for adoption cases, you are entitled to adoption leave if you 
meet all the following conditions: 

(a) You are adopting a child through a UK adoption agency, or you are a local 
authority foster parent who has been approved as a prospective adopter. 

(b) The adoption agency or local authority has given you written notice that it has 
matched you with a child for adoption, or that it will be placing a child with 
you under a fostering for adoption arrangement, and tells you the date the 
child is expected to be placed into your care (Expected Placement Date). 



107 

(c) You have notified the agency that you agree to the child being placed with you 
on the Expected Placement Date. 

3.2 In a surrogacy case, you are entitled to adoption leave if all the following conditions are 
met: 

(a) A surrogate mother gives birth to a child who is biologically your child, the 
child of your spouse or partner, or the child of both of you. 

(b) You expect to be given parental responsibility for the child under a parental 
order from the court. The child must live with you and you must apply for the 
parental order within six months of the child's birth. 

3.3 Only one parent can take adoption leave. If your spouse or partner takes adoption leave 
with their employer you will not be entitled to adoption leave but you may be entitled to 
paternity leave (see our Paternity Leave Policy) and/or shared parental leave (see our 
Shared Parental Leave (Adoption) Policy). 

3.4 The maximum adoption leave entitlement is 52 weeks, consisting of 26 weeks' Ordinary 
Adoption Leave (OAL) and 26 weeks' Additional Adoption Leave (AAL). 

4 Notification requirements: adoption cases 

4.1 Not more than seven days after the agency or local authority notifies you in writing that it 
has matched you with a child (or where that is not reasonably practicable, as soon as 
reasonably practicable), you must give us notice in writing of the Expected Placement 
Date, and your intended start date for adoption leave (Intended Start Date). 

4.2 We will then write to you within 28 days to inform you of the date you would be due to 
return to work (your Expected Return Date) assuming you take your full entitlement 
to adoption leave. 

4.3 Once you receive the matching certificate issued by the adoption agency, you must 
provide us with a copy. 

5 Notification requirements: surrogacy cases 

5.1 In a surrogacy case, you must tell us in writing of your intention to take adoption leave 
and give the expected week of childbirth (EWC). You must give this information by the 
end of the 15th week before the EWC, or if that is not reasonably practicable, as soon as 
is reasonably practicable. You must also complete a declaration confirming your 
entitlement. 

5.2 We will write to you within 28 days of receiving your notification, to confirm your 
Expected Return Date assuming you take your full entitlement to adoption leave. 
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5.3 When the child is born you must tell us the date of birth. 

6 Starting adoption leave 

6.1 In adoption or fostering for adoption cases, OAL may start on a predetermined date no 
more than 14 days before the Expected Placement Date, or on the date of placement 
itself, but no later.  

6.2 If you want to change your Intended Start Date please tell us in writing. You should give 
us as much notice as you can, but wherever possible you must tell us at least 28 days 
before the original Intended Start Date (or the new Intended Start Date if you are bringing 
the date forward). We will then write to you within 28 days to tell you your new Expected 
Return Date. 

6.3 In a surrogacy case, OAL will start on the day the child is born, unless you are at work, in 
which case it will start on the following day. You cannot change the start date. 

6.4 Shortly before your adoption leave starts we will discuss with you the arrangements for 
covering your work and the opportunities for you to remain in contact, should you wish to 
do so, during your leave. Unless you request otherwise, you will remain on circulation lists 
for internal news, job vacancies, training, and work-related social events. 

7 Adoption Pay 

7.1 Statutory adoption pay (SAP) is payable for up to 39 weeks. It stops being payable if you 
return to work sooner or if the placement is disrupted. You are entitled to SAP if: 

(a) you have been continuously employed for at least 26 weeks ending with the 
week in which the agency notified you that you had been matched with the 
child (Qualifying Week) and are still employed by us during that week; 

(b) your average weekly earnings during the eight weeks ending with the 
Qualifying Week (Relevant Period) are not less than the lower earnings 
limit set by the government; and 

(c) you have given us the relevant notifications under paragraph 4 or, as the case 
may be, paragraph 5. 

8 SAP is calculated as follows:  

(a) First six weeks: SAP is paid at the Earnings-related Rate of 90% of your 
average earnings over the Relevant Period. 

(b) Remaining 33 weeks: SAP is paid at the Prescribed Rate which is set by the 
government for the relevant tax year, or the Earnings-related Rate if this is 
lower. 
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8.2 SAP accrues with each complete week of absence and payments are made on the next 
normal payroll date. Income tax, National Insurance and pension contributions are 
deducted as appropriate. 

8.3 If you leave employment for any reason (for example, if you resign or are made 
redundant) you are still eligible for SAP if you have already been notified by an agency 
that you have been matched with a child. In such cases, SAP starts: 

(a) 14 days before the Expected Placement Date; or  

(b) the day after your employment ends, 

whichever is the later. 

9 Terms and conditions during adoption leave 

All the terms and conditions of your employment remain in force during OAL and AAL, 
except for the terms relating to pay. In particular: 

(a) benefits in kind such as use of a company vehicle if applicable shall continue; 

(b) annual leave entitlement under your contract shall continue to accrue (see 
paragraph 10); and 

(c) pension benefits shall continue (see paragraph 11). 

10 Annual leave 

10.1 Annual leave will accrue at the rate provided under your contract. 

10.2 Our holiday year runs from 1 January to 31 December. In many cases a period of adoption 
leave will last beyond the end of the holiday year. Any holiday entitlement for the year 
that is not taken or cannot reasonably be taken before starting your adoption leave can 
be carried over to the next holiday year and must be taken immediately before returning 
to work or within three months of returning to work unless your manager agrees 
otherwise.  

10.3 You should discuss your holiday plans with your manager in good time before starting 
your adoption leave. All holiday dates are subject to approval by your manager. 

11 Pensions 

11.1 During OAL and any further period of paid adoption leave we shall continue to make any 
employer contributions that we usually make into a money-purchase pension scheme, 
based on what your earnings would have been if you had not been on adoption leave 
provided that you continue to make contributions based on the adoption pay you are 
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receiving. If you wish to increase your contributions to make up any shortfall from those 
based on your normal salary then please contact the Pensions Administrator. 

11.2 During unpaid AAL we shall not make any payments into a money purchase scheme. You 
do not have to make any contributions, but you may do so if you wish, or you may make 
up for missed contributions at a later date. 

12 Redundancies during adoption leave 

In the event that your post is affected by a redundancy situation occurring during your 
adoption leave, we shall write to inform you of any proposals and shall invite you to a 
meeting before any final decision is reached as to your continued employment. 
Employees on maternity and adoption leave shall be given first refusal on any suitable 
alternative vacancies that are appropriate to their skills. 

13 Disrupted adoption 

13.1 In an adoption or fostering for adoption case, adoption leave is disrupted if it has started 
but: 

(a) you are notified that the placement will not take place; 

(b) the child is returned to the adoption agency after placement; or 

(c) the child dies after placement. 

13.2 In a surrogacy case, adoption leave is disrupted where you do not apply for a parental 
order within the relevant time, or the court does not grant a parental order and the time 
limit for appeal or further application has expired, or where the child dies. 

13.3 In the event of disruption, your entitlement to adoption leave and pay (if applicable) will 
continue for a further eight weeks from the end of the week in which disruption occurred, 
unless your entitlement to leave or pay would have ended earlier in the normal course of 
events. 

13.4 Keeping in touch 

13.5 We may make reasonable contact with you from time to time during your adoption leave. 

13.6 You may work (including attending training) on up to ten days (Keeping in Touch 

Days) during adoption leave without bringing your adoption leave to an end. This is not 
compulsory and must be discussed and agreed with your line manager. 

13.7 You will be paid at your normal basic rate of pay for time spent working on a Keeping in 
Touch Day and this will be inclusive of any adoption pay entitlement or you may agree 
with your line manager to receive time off in lieu instead of being paid your normal basic 
rate of pay for time spent working on a Keeping in Touch Day. 
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13.8 Shortly before you are due to return to work, we may invite you to have a discussion 
(whether in person or by telephone) about the arrangements for your return. This may 
cover: 

(a) updating you on any changes that have occurred during your absence; 

(b) any training needs you might have; and 

(c) any changes to working arrangements (for example, if you have made a 
request to work part time) (see paragraph 17). 

14 Returning to work 

14.1 We will expect you back at work on your Expected Return Date unless you tell us 
otherwise. It will help us if, during your adoption leave, you are able to confirm that you 
will be returning to work as expected. 

14.2 If you wish to return to work earlier than the Expected Return Date, you must give us at 
least eight weeks' notice. It is helpful if you give this notice in writing. If you do not give 
enough notice, we may postpone your return date until eight weeks after you gave 
notice, or to the Expected Return Date if sooner. 

14.3 If you wish to return later than the Expected Return Date, you should either: 

(a) request unpaid parental leave in accordance with our Parental Leave Policy, 
giving us as much notice as possible but not less than 21 days; or 

(b) request paid annual leave in accordance with your contract, which will be at 
our discretion. 

14.4 If you are unable to return to work due to sickness or injury, this will be treated as 
sickness absence and our Sickness Absence Policy will apply. 

14.5 In any other case, late return will be treated as unauthorised absence. 

14.6 You are normally entitled to return to work in the same position as you held before 
commencing leave. Your terms of employment shall be the same as they would have 
been if you had not been absent. However, if you have taken any period of AAL or have 
combined your adoption leave with more than four weeks' parental leave, and it is not 
reasonably practicable for us to allow you to return to the same position, we may give 
you another suitable and appropriate job on terms and conditions that are not less 
favourable. 

15 Deciding not to return 

15.1 If you do not intend to return to work, or are unsure, it is helpful if you discuss this with 
us as early as possible. If you decide not to return you should give notice of resignation in 



112 

accordance with your contract. The amount of adoption leave left to run when you give 
notice must be at least equal to your contractual notice period, otherwise we may require 
you to return to work for the remainder of the notice period. 

15.2 Once you have given notice that you will not be returning to work, you cannot change 
your mind without our agreement. 

15.3 This does not affect your right to receive SAP. 

16 Switching to shared parental leave 

16.1 In some cases, you and your spouse or partner may be eligible to opt into the SPL scheme 
which gives you more flexibility to share the leave and pay available in the first year. Your 
partner should check with their employer if they are eligible. 

16.2 You would need to give us at least eight weeks' written notice to end your adoption leave 
and opt into SPL. You can give this notice before or after the child is placed with you, but 
you must take at least two weeks' adoption leave. You would then be able to share any 
remaining leave with your partner. For further information about how SPL works, see our 
Shared Parental Leave (Adoption) Policy. 

17 Flexible working 

We will deal with any requests by employees to change their working patterns (such as 
working part time) after adoption leave on a case-by-case basis. There is no absolute right 
to insist on working part time, but you do have a statutory right to request flexible 
working and we will try to accommodate your wishes unless there is a justifiable reason 
for refusal, bearing in mind the needs of our business. It is helpful if requests are made as 
early as possible. The procedure for making and dealing with such requests is set out in 
our Flexible Working Policy. 
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Schedule 18 — Shared parental leave (birth) policy 

1 About this policy 

1.1 This policy outlines the arrangements for shared parental leave and pay in relation to the 
birth of a child. If you are adopting a child please see the Shared Parental Leave 
(Adoption) Policy instead. 

1.2 This policy applies to employees. It does not apply to agency workers or self-employed 
contractors.  

1.3 This policy does not form part of any employee's contract of employment and we may 
amend it at any time.  

2 Frequently used terms 

The definitions in this paragraph apply in this policy. 

 Expected week of childbirth (EWC) 
 the week, beginning on a Sunday, in which the doctor or midwife expects your child to be 

born. 

 Parent 
 One of two people who will share the main responsibility for the child's upbringing (and 

who may be either the mother, the father, or the mother's partner if not the father). 

 Partner 
 your spouse, civil partner or someone living with you in an enduring family relationship, 

but not your sibling, child, parent, grandparent, grandchild, aunt, uncle, niece, or nephew. 

 Qualifying Week 
 the fifteenth week before the EWC.  

3 What is shared parental leave? 

3.1 Shared parental leave (SPL) is a form of leave that may be available if your child is 
expected to be born on or after 5 April 2015. 

3.2 It gives you and your partner more flexibility in how to share the care of your child in the 
first year after birth than simply taking maternity and paternity leave. Assuming you are 
both eligible, you will be able to choose how to split the available leave between you and 
can decide to be off work at the same time or at different times. You may be able to take 
leave in more than one block. 

4 Entitlement to SPL 

4.1 You are entitled to SPL in relation to the birth of a child if: 
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(a) you are the child's mother, and share the main responsibility for the care of 
the child with the child's father or with your partner; 

(b) you are the child's father and share the main responsibility for the care of the 
child with the child's mother; or 

(c) you are the mother's partner and share the main responsibility for the care of 
the child with the mother (where the child's father does not share the main 
responsibility with the mother). 

4.2 The following conditions must also be fulfilled: 

(a) you must have at least 26 weeks continuous employment with us by the end 
of the Qualifying Week, and still be employed by us in the week before the 
leave is to be taken; 

(b) the other parent must have worked (in an employed or self-employed 
capacity) in at least 26 of the 66 weeks before the EWC and had average 
weekly earnings of at least £30 during 13 of those weeks; and 

(c) you and the other parent must give the necessary statutory notices and 
declarations as summarised below, including notice to end any maternity 
leave, statutory maternity pay (SMP) or maternity allowance (MA) periods. 

4.3 The total amount of SPL available is 52 weeks, less the weeks spent by the child's mother 
on maternity leave (or the weeks in which the mother has been in receipt of SMP or MA if 
she is not entitled to maternity leave). 

4.4 If you are the mother you cannot start SPL until after the compulsory maternity leave 
period, which lasts until four weeks after the birth for factory workers. 

4.5 If you are the child's father or the mother's partner, you should consider using your two 
weeks' paternity leave before taking SPL. Once you start SPL you will lose any untaken 
paternity leave entitlement. SPL entitlement is additional to your paternity leave 
entitlement. 

5 Opting in to shared parental leave and pay 

Not less than eight weeks before the date you intend your SPL to start, you must give us a 
written opt-in notice giving: 

(a) your name and the name of the other parent; 

(b) if you are the child's mother, the start and end dates of your maternity leave; 
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(c) if you are the child's father or the mother's partner, the start and end dates of 
the mother's maternity leave, or if she is not entitled to maternity leave, the 
start and end dates of any SMP or MA period; 

(d) the total SPL available, which is 52 weeks minus the number of weeks' 
maternity leave, SMP or MA period taken or to be taken; 

(e) how many weeks of the available SPL will be allocated to you and how many 
to the other parent (you can change the allocation by giving us a further 
written notice, and you do not have to use your full allocation); 

(f) if you are claiming statutory shared parental pay (ShPP), the total ShPP 
available, which is 39 weeks minus the number of weeks of the SMP or MA 
period taken or to be taken); 

(g) how many weeks of available ShPP will be allocated to you and how much to 
the other parent. (You can change the allocation by giving us a further written 
notice, and you do not have to use your full allocation); 

(h) an indication of the pattern of leave you are thinking of taking, including 
suggested start and end dates for each period of leave (see paragraph 9 and 
paragraph 10 for information on taking leave). This indication will not be 
binding at this stage, but please give as much information as you can about 
your future intentions; and 

(i) declarations by you and the other parent that you both meet the statutory 
conditions to enable you to take SPL and ShPP. 

6 Ending your maternity leave 

6.1 If you are the child's mother and want to opt into the SPL scheme, you must give us at 
least eight weeks' written notice to end your maternity leave (a curtailment notice) 
before you can take SPL. The notice must state the date your maternity leave will end. 
You can give the notice before or after you give birth, but you cannot end your maternity 
leave until at least two weeks after birth. 

6.2 You must also give us, at the same time as the curtailment notice, a notice to opt into the 
SPL scheme (see paragraph 5) or a written declaration that the other parent has given 
their employer an opt-in notice and that you have given the necessary declarations in that 
notice. 

6.3 The other parent may be eligible to take SPL from their employer before your maternity 
leave ends, provided you have given the curtailment notice. 

6.4 The curtailment notice is binding and cannot usually be revoked. You can only revoke a 
curtailment notice if maternity leave has not yet ended and one of the following applies: 
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(a) if you realise that neither you nor the other parent are in fact eligible for SPL 
or ShPP, in which case you can revoke the curtailment notice in writing up to 
eight weeks after it was given; 

(b) if you gave the curtailment notice before giving birth, you can revoke it in 
writing up to eight weeks after it was given, or up to six weeks after birth, 
whichever is later; or 

(c) if the other parent has died. 

6.5 Once you have revoked a curtailment notice you will be unable to opt back into the SPL 
scheme, unless paragraph Schedule 186.4(b) applies. 

7 Ending your partner's maternity leave or pay 

If you are not the mother, but the mother is still on maternity leave or claiming SMP or 
MA, you will only be able to take SPL once she has either: 

(a) returned to work; 

(b) given her employer a curtailment notice to end her maternity leave; 

(c) given her employer a curtailment notice to end her SMP (if she is entitled to 
SMP but not maternity leave); or 

(d) given the benefits office a curtailment notice to end her MA (if she is not 
entitled to maternity leave or SMP). 

8 Evidence of entitlement 

You must also provide on request: 

(a) A copy of the birth certificate (or if you have not yet obtained a birth 
certificate, a signed declaration of the child's date and place of birth); and  

(b) The name and address of the other parent's employer (or a declaration that 
they have no employer). 

9 Booking your SPL dates 

9.1 Having opted into the SPL system, you must book your leave by giving us a period of leave 
notice. This may be given at the same time as the opt-in notice or later, provided it is at 
least eight weeks before the start of SPL. 

9.2 The period of leave notice can either give the dates you want to take leave or, if the child 
has not been born yet, it can state the number of days after birth that you want the leave 
to start and end. This may be particularly useful if you intend to take paternity leave 
starting on the date of birth and wish to take SPL straight afterwards. 
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9.3 Leave must be taken in blocks of at least one week. 

9.4 If your period of leave notice gives a single continuous block of SPL you will be entitled to 
take the leave set out in the notice. 

9.5 If your period of leave notice requests split periods of SPL, with periods of work in 
between, we will consider your request as set out in paragraph 10, below. 

9.6 You can give up to three period of leave notices. This may enable you to take up to three 
separate blocks of SPL (although if you give a notice to vary or cancel a period of leave 
this will in most cases count as a further period of leave notice; see paragraph 11) . In 
exceptional circumstances we may allow you to give more than three period of leave 
notices but there is no obligation for us to do so. 

10 Procedure for requesting split periods of SPL 

10.1 In general, a period of leave notice should set out a single continuous block of leave. We 
may be willing to consider a period of leave notice where the SPL is split into shorter 
periods with periods of work in between. It is best to discuss this with your manager and 
HR in good time before formally submitting your period of leave notice. This will give us 
more time to consider the request and hopefully agree a pattern of leave with you from 
the start.  

10.2 If you want to request split periods of SPL, you must set out the requested pattern of 
leave in your period of leave notice. We will either agree to the request or start a two-
week discussion period. At the end of that period, we will confirm any agreed 
arrangements in writing. If we have not reached agreement, you will be entitled to take 
the full amount of requested SPL as one continuous block, starting on the start date given 
in your notice (for example, if you requested three separate periods of four weeks each, 
they will be combined into one 12-week period of leave). Alternatively, you may: 

(a) choose a new start date (which must be at least eight weeks after your original 
period of leave notice was given), and tell us within five days of the end of the 
two-week discussion period; or 

(b) withdraw your period of leave notice within two days of the end of the two-
week discussion period (in which case the notice will not be counted, and you 
may submit a new one if you choose). 

11 Changing the dates or cancelling your SPL 

11.1 You can cancel a period of leave by notifying us in writing at least eight weeks before the 
start date in the period of leave notice.  

11.2 You can change the start date for a period of leave by notifying us in writing at least eight 
weeks before the original start date or the new start date, whichever is earlier. 
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11.3 You can change the end date for a period of leave by notifying us in writing at least eight 
weeks before the original end date or the new end date, whichever is earlier. 

11.4 You can combine discontinuous periods of leave into a single continuous period of leave. 
Since this will involve a change to the start date or end date of a period of leave, see 
paragraph 11.2 and paragraph 11.3 above which set out how much notice is required.  

11.5 You can request that a continuous period of leave be split into two or more discontinuous 
periods of leave, with periods of work in between. Since this will involve a change to the 
start date or end date, see paragraph 11.2 and paragraph 11.3 above which set out how 
much notice is required for the request. We do not have to grant your request but will 
consider it as set out in paragraph 10.2. 

11.6 A notice to change or cancel a period of leave will count as one of your three period of 
leave notices, unless: 

(a) it is a result of your child being born earlier or later than the EWC; 

(b) you are cancelling a request for discontinuous leave within two days of the 
end of the two-week discussion period under paragraph 10.2. 

(c) it is at our request; or 

(d) we agree otherwise. 

12 Premature birth 

Where the child is born early (before the beginning of the EWC), you may be able to start 
SPL in the eight weeks following birth even though you cannot give eight weeks’ notice. 
The following rules apply: 

(a) If you have given a period of leave notice to start SPL on a set date in the eight 
weeks following the EWC, but your child is born early, you can move the SPL 
start date forward by the same number of days, provided you notify us in 
writing of the change as soon as you can. (If your period of leave notice 
already contained a start date which was a set number of days after birth, 
rather than a set date, then no notice of change is necessary.) 

(b) If your child is born more than eight weeks early and you want to take SPL in 
the eight weeks following birth, please submit your opt-in notice and your 
period of leave notice as soon as you can. 

13 Shared parental pay 

13.1 You may be able to claim Statutory Shared Parental Pay (ShPP) of up to 39 weeks (less any 
weeks of SMP or MA claimed by you or your partner) if you have at least 26 weeks' 
continuous employment with us at the end of the Qualifying Week and your average 
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earnings are not less than the lower earnings limit set by the government each tax year. 
ShPP is paid by employers at a rate set by the government each year. 

13.2 You should tell us in your period of leave notice(s) whether you intend to claim ShPP 
during your leave (and if applicable, for what period). If it is not in your period of leave 
notice you can tell us in writing, at least eight weeks before you want ShPP to start. 

14 Other terms during shared parental leave 

14.1 Your terms and conditions of employment remain in force during SPL, except for the 
terms relating to pay. 

14.2 Annual leave entitlement will continue to accrue at the rate provided under your 
contract. If your SPL will continue into the next holiday year, any holiday entitlement that 
cannot reasonably be taken before starting your leave can be carried over and must be 
taken immediately before returning to work unless your manager agrees otherwise. 
Please discuss your holiday plans with your manager in good time before starting SPL. All 
holiday dates are subject to approval by your manager. 

14.3 If you are a member of the pension scheme, we will make employer pension 
contributions during any period of paid SPL, based on your normal salary, in accordance 
with the pension scheme rules. Any employee contributions you make will be based on 
the amount of any shared parental pay you are receiving, unless you inform the Pensions 
Administrator that you wish to make up any shortfall. 

15 Keeping in touch 

15.1 We may make reasonable contact with you from time to time during your SPL although 
we will keep this to a minimum. This may include contacting you to discuss arrangements 
for your return to work. 

15.2 You may ask or be asked to work (including attending training) on up to 20 "keeping-in-
touch" days (KIT days) during your SPL. This is in addition to any KIT days that you may 
have taken during maternity leave. KIT days are not compulsory and must be discussed 
and agreed with [your line manager OR the Human Resources Department].  

15.3 You will be paid at your normal basic rate of pay for time spent working on a KIT day and 
this will be inclusive of any shared parental pay entitlement. Alternatively, you may agree 
with your line manager to receive the equivalent paid time off in lieu. 

16 Returning to work 

16.1 If you want to end a period of SPL early, you must give us eight weeks' written notice of 
the new return date. If have already given us three period of leave notices you will not be 
able to end your SPL early without our agreement. 
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16.2 If you want to extend your SPL, assuming you still have unused SPL entitlement 
remaining, you must give us a written period of leave notice at least eight weeks before 
the date you were due to return to work. If you have already given us three period of 
leave notices you will not be able to extend your SPL without our agreement. You may 
instead be able to request annual leave or ordinary parental leave (see our Parental Leave 
Policy), subject to the needs of the business. 

16.3 You are normally entitled to return to work in the position you held before starting SPL, 
and on the same terms of employment. However, if it is not reasonably practicable for us 
to allow you to return into the same position, we may give you another suitable and 
appropriate job on terms and conditions that are not less favourable, but only in the 
following circumstances: 

(a) if your SPL and any maternity or paternity leave you have taken adds up to 
more than 26 weeks in total (whether or not taken consecutively); or  

(b) if you took SPL consecutively with more than four weeks of ordinary parental 
leave. 

16.4 If you want to change your hours or other working arrangements on return from SPL you 
should make a request under our Flexible Working Policy. It is helpful if such requests are 
made as early as possible. 

16.5 If you decide you do not want to return to work you should give notice of resignation in 
accordance with your contract.  
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Schedule 19 — Shared parental leave (adoption) policy 

1 About this policy 

1.1 This policy outlines the arrangements for shared parental leave and pay in relation to the 
adoption of a child. If you or your partner are pregnant or have given birth please see the 
Shared Parental Leave (Birth) Policy instead. 

1.2 This policy applies to employees. It does not apply to agency workers or self-employed 
contractors.  

1.3 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Frequently used terms 

The definitions in this paragraph apply in this policy. 

 Partner 
 your spouse, civil partner or someone living with you in an enduring family relationship at 

the time the child is placed for adoption, but not your sibling, child, parent, grandparent, 
grandchild, aunt, uncle, niece, or nephew. 

 Qualifying Week 
 the week the adoption agency notifies you that you have been matched with a child for 

adoption.  

3 What is shared parental leave? 

3.1 Shared parental leave (SPL) is a form of leave that may be available where a child is 
placed with you and/or your partner for adoption on or after 5 April 2015. 

3.2 It gives you and your partner more flexibility in how to share the care of your child in the 
first year after your child is placed with you for adoption than simply taking maternity and 
paternity leave. Assuming you are both eligible, you will be able to choose how to split 
the available leave between you and can decide to be off work at the same time or at 
different times. You may be able to take leave in more than one block. 

4 Entitlement 

4.1 You may be entitled to SPL if an adoption agency has placed a child with you and/or your 
partner for adoption, or where a child is placed with you and/or your partner as foster 
parents under a "fostering for adoption" or "concurrent planning" scheme. You must 
intend to share the main responsibility for the care of the child with your partner. 

4.2 The following conditions must be fulfilled: 
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(a) you must have at least 26 weeks continuous employment with us by the end 
of the Qualifying Week, and still be employed by us in the week before the 
leave is to be taken; 

(b) your partner must have worked (in an employed or self-employed capacity) in 
at least 26 of the 66 weeks before the Qualifying Week and had average 
weekly earnings of at least £30 during 13 of those weeks; and 

(c) you and your partner must give the necessary statutory notices and 
declarations as summarised below, including notice to end adoption leave or 
statutory adoption pay (SAP). 

4.3 Either you or your partner must qualify for statutory adoption leave and/or SAP and must 
take at least two weeks of adoption leave and/or pay. 

4.4 If your partner is taking adoption leave and/or claiming SAP, you may be entitled to two 
weeks' paternity leave and pay (see our Paternity Leave Policy). You should consider using 
this before taking SPL. Paternity leave is additional to any SPL entitlement you may have, 
but you will lose any untaken paternity leave entitlement once you start a period of SPL.  

4.5 The total amount of SPL available is 52 weeks, less the weeks of adoption leave taken by 
either you or partner (or the weeks in which your partner has been in receipt of SAP if 
they were not entitled to adoption leave). 

5 Opting in to shared parental leave and pay 

Not less than eight weeks before the date you intend your SPL to start, you must give us a 
written opt-in notice which includes: 

(a) your name and your partner's name; 

(b) if you are taking adoption leave, your adoption leave start and end dates; 

(c) if you are not taking adoption leave, your partner's adoption leave start and 
end dates, or if your partner is not entitled to adoption leave, the start and 
end dates of their SAP; 

(d) the total SPL available, which is 52 weeks minus the number of weeks' 
adoption leave or SAP taken or to be taken by you or your partner; 

(e) how many weeks of the available SPL will be allocated to you and how many 
to your partner (you can change the allocation by giving us a further written 
notice, and you do not have to use your full allocation); 

(f) if you are claiming statutory shared parental pay (ShPP), the total ShPP 
available, which is 39 weeks minus the number of weeks of SAP taken or to be 
taken); 
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(g) how many weeks of the available ShPP will be allocated to you and how many 
to your partner (you can change the allocation by giving us a further written 
notice, and you do not have to use your full allocation); 

(h) an indication of the pattern of leave you are thinking of taking, including 
suggested start and end dates for each period of leave (see paragraph 9 and 
paragraph 10 for information on taking leave). This indication will not be 
binding at this stage, but please give as much information as you can about 
your future intentions; and 

(i) declarations by you and your partner that you both meet the statutory 
conditions to enable you to take SPL and ShPP. 

6 Ending your adoption leave 

6.1 If you are taking or intend to take adoption leave and want to opt into the SPL scheme, 
you must give us at least eight weeks' written notice to end your adoption leave (a 
curtailment notice). The notice must state the date your adoption leave will end. You can 
give the notice before or after adoption leave starts, but you must take at least two 
weeks' adoption leave. 

6.2 You must also give us, at the same time as the curtailment notice, a notice to opt into the 
SPL scheme (see paragraph 5) or a written declaration that your partner has given their 
employer an opt-in notice and that you have given the necessary declarations in that 
notice. 

6.3 If your partner is eligible to take SPL from their employer they cannot start it until you 
have given us your curtailment notice. 

6.4 The curtailment notice is binding on you and cannot usually be revoked. You can only 
revoke a curtailment notice if your adoption leave has not yet ended and one of the 
following applies: 

(a) if you realise that neither you nor your partner are in fact eligible for SPL or 
ShPP, in which case you can revoke the curtailment notice in writing up to 
eight weeks after it was given; 

(b) if your partner has died. 

6.5 Once you have revoked a curtailment notice you will be unable to opt back into the SPL 
scheme. 

7 Ending your partner's adoption leave or pay 

If your partner is taking adoption leave or claiming SAP from their employer, you will only 
be able to take SPL once your partner has either: 



124 

(a) returned to work; 

(b) given their employer a curtailment notice to end adoption leave; or 

(c) given their employer a curtailment notice to end SAP (if they are entitled to 
SAP but not adoption leave). 

8 Evidence of entitlement 

You must provide on request: 

(a) One or more documents from the adoption agency showing the agency's 
name and address and the expected placement date; and  

(b) The name and address of your partner's employer (or a declaration that they 
have no employer). 

9 Booking your SPL dates 

9.1 Having opted into the SPL system, you must book your leave by giving us a period of leave 
notice. This may be given at the same time as the opt-in notice or later, provided it is at 
least eight weeks before the start of SPL. 

9.2 The period of leave notice can either give the dates you want to take SPL or, if the child 
has not been placed with you yet, it can state the number of days after the placement 
that you want the SPL to start and end. This may be particularly useful if you intend to 
take paternity leave starting on the date of placement and wish to take SPL straight 
afterwards. 

9.3 Leave must be taken in blocks of at least one week. 

9.4 If your period of leave notice gives dates for a single continuous block of SPL you will be 
entitled to take the leave set out in the notice. 

9.5 If your period of leave notice requests split periods of SPL, with periods of work in 
between, we will consider your request as set out in paragraph 10, below. 

9.6 You can give up to three period of leave notices. This may enable you to take up to three 
separate blocks of SPL (although if you give a notice to vary or cancel a period of leave 
this will in most cases count as a further period of leave notice; see paragraph 11). In 
exceptional circumstances we may allow you to give more than three period of leave 
notices but there is no obligation for us to do so. 

10 Procedure for requesting split periods of SPL 

10.1 In general, a period of leave notice should set out a single continuous block of leave. We 
may be willing to consider a period of leave notice where the SPL is split into shorter 
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periods with periods of work in between. It is best to discuss this with your manager and 
HR in good time before formally submitting your period of leave notice. This will give us 
more time to consider the request and hopefully agree a pattern of leave with you from 
the start.  

10.2 If you want to request split periods of SPL, you must set out the requested pattern of 
leave in your period of leave notice. We will either agree to the request or start a two-
week discussion period. At the end of that period, we will confirm any agreed 
arrangements in writing. If we have not reached agreement, you will be entitled to take 
the full amount of requested SPL as one continuous block, starting on the start date given 
in your notice (for example, if you requested three separate periods of four weeks each, 
they will be combined into one 12-week period of leave). Alternatively, you may: 

(a) choose a new start date (which must be at least eight weeks after your original 
period of leave notice was given), and tell us within five days of the end of the 
two-week discussion period; or 

(b) withdraw your period of leave notice within two days of the end of the two-
week discussion period (in which case it will not be counted, and you may 
submit a new one if you choose). 

11 Changing the dates or cancelling your SPL 

11.1 You can cancel a period of leave by notifying us in writing at least eight weeks before the 
start date in the period of leave notice.  

11.2 You can change the start date for a period of leave by notifying us in writing at least eight 
weeks before the original start date or the new start date, whichever is earlier. 

11.3 You can change the end date for a period of leave by notifying us in writing at least eight 
weeks before the original end date or the new end date, whichever is earlier. 

11.4 You can combine discontinuous periods of leave into a single continuous period of leave. 
Since this will involve a change to the start date or end date of a period of leave, see 
paragraph 11.2 and paragraph 11.3 above which set out how much notice is required.  

11.5 You can request that a continuous period of leave be split into two or more discontinuous 
periods of leave, with periods of work in between. Since this will involve a change to the 
start date or end date, see paragraph 11.2 and paragraph 11.3 above which set out how 
much notice is required for the request. We do not have to grant your request but will 
consider it as set out in paragraph 10. 

11.6 A notice to change or cancel a period of leave will count as one of your three period of 
leave notices, unless: 
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(a) the variation is a result of the child being placed with you earlier or later than 
the expected placement date; 

(b) you are cancelling a request for discontinuous leave within two days of the 
end of the two-week discussion period under paragraph 10.2. 

(c) the variation is at our request; or 

(d) we agree otherwise. 

12 Shared parental pay 

12.1 You may be able to claim Statutory Shared Parental Pay (ShPP) of up to 39 weeks (less any 
weeks of SAP claimed by you or your partner) provided you have at least 26 weeks' 
continuous employment with us at the end of the Qualifying Week and your average 
earnings are not less than the lower earnings limit set by the government each tax year. 
ShPP is paid at a rate set by the government each year. 

12.2 You should tell us in your period of leave notice(s) whether you intend to claim ShPP 
during your leave (and if applicable, for what period). If it is not in your period of leave 
notice you can tell us in writing, at least eight weeks before you want ShPP to start. 

13 Other terms during shared parental leave 

13.1 Your terms and conditions of employment remain in force during SPL, except for the 
terms relating to pay. 

13.2 Annual leave entitlement will continue to accrue at the rate provided under your 
contract. If your SPL will continue into the next holiday year, any holiday entitlement that 
cannot reasonably be taken before starting your leave can be carried over and must be 
taken immediately before returning to work unless your manager agrees otherwise. 
Please discuss your holiday plans with your manager in good time before starting SPL. All 
holiday dates are subject to approval by your manager. 

13.3 If you are a member of the pension scheme, we will make employer pension 
contributions during any period of paid SPL, based on your normal salary, in accordance 
with the pension scheme rules. Any employee contributions you make will be based on 
the amount of any shared parental pay you are receiving, unless you inform the Pensions 
Administrator that you wish to make up any shortfall. 

14 Keeping in touch 

14.1 We may make reasonable contact with you from time to time during your SPL although 
we will keep this to a minimum. This may include contacting you to discuss arrangements 
for your return to work. 
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14.2 You may ask or be asked to work (including attending training) on up to 20 "keeping-in-
touch" days (KIT days) during your SPL. This is in addition to any KIT days that you may 
have taken during adoption leave. KIT days are not compulsory and must be discussed 
and agreed with your line manager.  

14.3 You will be paid at your normal basic rate of pay for time spent working on a KIT day and 
this will be inclusive of any shared parental pay entitlement. Alternatively, you may agree 
with your line manager to receive the equivalent paid time off in lieu. 

15 Returning to work 

15.1 If you want to end a period of SPL early, you must give us eight weeks' written notice of 
the new return date. If you have already given us three period of leave notices you will 
not be able to end your SPL early without our agreement. 

15.2 If you want to extend your SPL, assuming you still have unused SPL entitlement 
remaining, you must give us a written notice at least eight weeks before the date you 
were due to return to work. If you have already given us three period of leave notices you 
will not be able to extend your SPL without our agreement. You may instead be able to 
request annual leave or ordinary parental leave (see our Parental Leave Policy), subject to 
the needs of our business. 

15.3 You are normally entitled to return to work in the position you held before starting SPL, 
and on the same terms of employment. However, if it is not reasonably practicable for us 
to allow you to return into the same position, we may give you another suitable and 
appropriate job on terms and conditions that are not less favourable, but only in the 
following circumstances: 

(a) if your SPL and any adoption or paternity leave you have taken adds up to 
more than 26 weeks in total (whether or not taken consecutively); or  

(b) if you took SPL consecutively with more than four weeks of ordinary parental 
leave. 

15.4 If you want to change your hours or other working arrangements on return from SPL you 
should make a request under our Flexible Working Policy. It is helpful if such requests are 
made as early as possible. 

15.5 If you decide you do not want to return to work you should give notice of resignation in 
accordance with your contract.  
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Schedule 20 — Parental leave policy 

1 About this policy 

1.1 The law recognises and we respect that there will be occasions when working parents 
wish to take time off work to care for or spend time with their child or children. 

1.2 This policy reflects the statutory right of employees with at least one year's continuous 
service to take up to 18 weeks' unpaid parental leave in respect of each child. 

1.3 This policy applies to employees. It does not apply to agency workers or self-employed 
contractors. 

1.4 You will not be subjected to a detriment for taking or seeking to take parental leave in 
accordance with this policy. 

1.5 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Personnel responsible for implementing the policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. The board 
has delegated day-to-day responsibility for operating the policy and ensuring its 
maintenance and review to HR Manager. 

2.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

2.3 This policy is reviewed every 3 years by Human Resource manager to ensure it is meeting 
its objectives. 

3 Entitlement to parental leave 

3.1 Employees who meet the criteria set out below are entitled to take up to 18 weeks' 
parental leave in relation to each child for whom they are responsible. 

3.2 To take a period of parental leave in relation to a child, you must: 

(a) have at least one year's continuous employment; 

(b) have or expect to have responsibility for the child; and 

(c) be taking the leave to spend time with or otherwise care for the child.  

3.3 You have responsibility for a child if you: 
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(a) are the child's biological mother or father (whether or not you are living with 
the child); 

(b) are the child's adoptive parent; or 

(c) otherwise have legal parental responsibility for the child, for example, if you 
are the child's guardian, or a stepparent who has a parental responsibility 
agreement or parental responsibility order. 

3.4 If you are responsible for bringing up a child who lives with you but do not have legal 
parental responsibility, we may at our discretion give you parental leave under this policy. 

3.5 Any parental leave taken while working for another employer counts towards the 18-
week entitlement. If you have taken parental leave during previous or concurrent 
employment, you should provide details to your line manager. 

4 Taking parental leave 

4.1 You can take parental leave before the child's 18th birthday. 

4.2 You may not take more than four weeks' parental leave each year in relation to each 
child. A year for this purpose begins on the date when you became entitled to take 
parental leave in relation to the child in question. 

4.3 Parental leave must be taken in blocks of a whole week or a whole number of weeks, 
unless the leave is to be taken in respect of a disabled child. 

4.4 For the purposes of this policy, a disabled child means a child who is entitled to a 
disability living allowance, armed forces independence allowance or personal 
independence payment. 

5 Notification requirements 

5.1 You must give your line manager notice of your intention to take parental leave. It would 
be helpful if you can give this notice in writing. The notice requirements are as follows:  

(a) If you wish to take parental leave commencing immediately on the birth of a 
child, you must give notice of this intention at least 21 days before the start of 
the expected week of childbirth (EWC). The notice must specify the EWC and 
the duration of the period of leave required. 

(b) If you wish to take parental leave commencing immediately on the adoption 
of a child, you should give notice of this intention at least 21 days before the 
start of the expected week of placement (EWP). If this is not possible, you 
must give as much notice as you can. The notice must specify the EWP and the 
duration of the period of leave required. 
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(c) In all other circumstances, you must give notice of your intention to take 
parental leave at least 21 days before you intend the leave to start. The notice 
must specify the dates on which the period of leave is to begin and end. 

5.2 If you wish to take a period of parental leave immediately after a period of ordinary 
paternity leave, it would be helpful if you could give your line manager notice of that 
intention at least 21 days before the start of the EWC (or EWP, if applicable). If this is not 
possible, you should give as much notice as you can. If you do not give notice at least 
seven days before your period of ordinary paternity leave starts, we might not allow you 
to take the period of parental leave requested. However, we shall consider each case on 
its merits. 

6 Evidence of entitlement 

6.1 Before you take a period of parental leave under this policy, we may ask to see evidence 
of: 

(a) your responsibility or expected responsibility for the child, such as a birth 
certificate, adoption or matching certificate, parental responsibility agreement 
or court order. 

(b) the child's date of birth or date of adoption placement. 

6.2 For details of what evidence is required in your particular circumstances, or if you have 
difficulties obtaining the evidence, please contact your line manager. 

7 Our right to postpone parental leave 

7.1 Although we will always try to accommodate your request for parental leave, we might 
postpone a requested period of parental leave for up to six months where the requested 
leave would unduly disrupt our business, for example, where:  

(a) you wish to take parental leave during a peak period; 

(b) a number of employees wish to take leave at the same time; 

(c) your work at that time is of importance to a time-critical project; or 

(d) cover for your work cannot be found before the date on which your parental 
leave is due to start. 

7.2 If we need to postpone your request for parental leave, we will consult with you about 
alternative dates. We will notify you in writing of the reason for postponement and the 
new start and end dates for your parental leave, no more than seven days after receipt of 
your request for leave. 
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7.3 We will not postpone parental leave if you have requested it to start immediately on the 
birth or adoption of a child. 

7.4 We will not postpone parental leave if the postponement would result in the leave being 
taken after the child's 18th birthday. 

8 Terms and conditions during parental leave 

8.1 Parental leave under this policy is unpaid. Your contractual provisions relating to pay and 
benefits are suspended during parental leave. 

8.2 However, during parental leave you are entitled to benefit from any terms and conditions 
in relation to being given notice, redundancy compensation and disciplinary and 
grievance procedures. Holiday entitlement will continue to accrue. 

8.3 During parental leave you will remain bound by your obligation of good faith towards us, 
any contractual terms relating to the giving of notice, and any contractual restrictions on 
the disclosure of confidential information, the acceptance of gifts and benefits, or 
participation in another business (for example, by working for a third party). 

9 Pensions 

9.1 If you are a member of a defined benefit (final salary) pension scheme, a period of 
parental leave under this policy will count towards your pensionable service. 

9.2 If you are a member of a defined contribution (money purchase) pension scheme, we 
shall not make contributions during a period of unpaid parental leave. 

10 Returning to work 

10.1 You are normally entitled to return to work following parental leave to the same position 
you held before commencing leave. Your terms of employment will be the same as they 
would have been had you not been absent. 

10.2 However, where your period of parental leave has been longer than four weeks or has 
been combined with a period of additional maternity, paternity or adoption leave, it 
might not be possible in some cases for you to return to the same job. In such 
circumstances, we will offer you a suitable and appropriate alternative position on no less 
favourable terms. 

10.3 We will deal with any requests by employees to change their working patterns (such as 
working part-time) after parental leave on a case-by-case basis, in accordance with our 
Flexible Working Policy. We will try to accommodate your wishes unless there is a 
justifiable reason for refusal, bearing in mind the needs of our business. It is helpful if 
flexible working requests are made as early as possible. 



132 

11 Abuse of this policy 

Where an employee takes a period of parental leave under this policy for purposes other 
than spending time with or otherwise caring for their child, this will be dealt with as a 
disciplinary issue under our Disciplinary Procedure. 
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Schedule 21 — Time off for dependant’s policy 

1 About this policy 

1.1 The law recognises and we respect that there may be occasions when you will need to 
take time off work to deal with unexpected events involving one of your dependants. 

1.2 This time off for dependant’s policy gives all employees the right to take a reasonable 
amount of unpaid time off work to deal with certain situations affecting their dependants. 

1.3 No-one who takes time off in accordance with this policy will be subjected to any 
detriment. 

1.4 This policy applies to all employees. It does not apply to agency workers, consultants, or 
self-employed contractors. 

1.5 This policy does not form part of any employee's contract of employment and it may be 
amended at any time. 

2 Personnel responsible for implementing the policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. Day-to-
day responsibility for operating the policy and ensuring its maintenance and review has 
been delegated to Human Resource manager.  

2.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

3 Reasonable unpaid time off 

3.1 You have a right to take a reasonable amount of unpaid time off work when it is 
necessary to: 

(a) provide assistance when a dependant falls ill, gives birth, is injured, or 
assaulted; 

(b) make longer-term care arrangements for a dependant who is ill or injured; 

(c) take action required in consequence of the death of a dependant; 

(d) deal with the unexpected disruption, termination, or breakdown of 
arrangements for the care of a dependant (such as a child-minder falling ill); 
and/or  

(e) deal with an unexpected incident involving your child while a school or 
another educational establishment is responsible for them. 
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3.2 A dependant for the purposes of this policy is: 

(a) your spouse, civil partner, parent, or child; 

(b) a person who lives in the same household as you, but who is not your tenant, 
lodger, boarder, or employee; or 

(c) anyone else who reasonably relies on you to provide assistance, make 
arrangements or take action of the kind referred to in paragraph 3.1. 

3.3 This policy applies to time off to act which is necessary because of an immediate or 
unexpected crisis. This policy does not apply where you need to take planned time off or 
provide longer-term care for a dependant. If this is the case, you should take advice from 
your line manager. 

3.4 Whether action is considered necessary will depend on the circumstances, including 
nature of the problem, the closeness of the relationship between you and the dependant, 
and whether anyone else is available to assist. Action is unlikely to be considered 
necessary if you knew of a problem in advance but did not try to make alternative care 
arrangements. 

3.5 Reasonable time off in relation to a particular problem will not normally be more than 
one or two days. However, we will always consider each set of circumstances on their 
facts. 

4 Exercising the right to time off 

4.1 You will only be entitled to time off under this policy if, as soon as is reasonably 
practicable, you tell your line manager: 

(a) the reason for your absence; and 

(b) how long you expect to be away from work. 

4.2 If you fail to notify us as set out above, you may be subject to disciplinary proceedings 
under our Disciplinary Procedure for taking unauthorised time off. 

4.3 We may in some cases ask you to provide evidence for your reasons for taking the time 
off, either in advance or on your return to work. Suspected abuse of this policy will be 
dealt with as a disciplinary issue under our Disciplinary Procedure. 
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Schedule 22 — Compassionate leave policy 

1 About this policy 

1.1 Compassionate leave is designed to help you cope with the death of a close relative, deal 
with necessary arrangements and attend their funeral. It may also be granted where a 
close relative is seriously or critically ill. 

1.2 This policy applies to all employees. It does not apply to agency workers, consultants, or 
self-employed contractors. 

1.3 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Entitlement 

2.1 You are entitled to take unpaid compassionate leave of up to 3 days in any 12-month 
period in respect of a spouse or partner, child, stepchild, grandchild, parent, step-parent, 
parent-in-law, grandparent, brother or sister, stepbrother or stepsister, or brother or 
sister-in-law. 

2.2 We may exercise our discretion to grant a period of compassionate leave in respect of any 
other relative or close friend, depending on the circumstances of each case. 

2.3 If you are still unable to return to work following an authorised period of compassionate 
leave you should contact your line manager. It may be appropriate to take a period of 
annual leave, subject to your manager's approval, or we may at our discretion grant you 
further unpaid leave in those circumstances. 

3 Requesting compassionate leave 

3.1 We recognise that it may not always be possible to request compassionate leave in 
advance. However, where it is possible, you should make a request to your line manager. 
You should tell them the reasons for your request and the number of days leave you 
would like to take. 

3.2 Where it is not possible to request leave in advance you should contact your line manager 
as soon as possible to tell them the reason for your absence and the number of days you 
expect to be absent. Someone can do this on your behalf if necessary. 

3.3 In exceptional circumstances we may have to refuse a request for compassionate leave 
and will give you a written explanation of the reasons. If you are dissatisfied with this 
decision you make a complaint under our Grievance Procedure.  
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Schedule 23 — Flexible working policy 

1 About this policy 

1.1 We are committed to providing equality of opportunity in employment and to developing 
working practices and policies that support work-life balance. This Flexible Working Policy 
gives eligible employees an opportunity to formally request a change to their working 
pattern in accordance with the statutory procedure for such requests. Managers are 
encouraged to facilitate requests unless they cannot be accommodated for business or 
operational reasons.  

1.2 No one who makes a request for flexible working will be subjected to any detriment or 
lose any career development opportunities as a result. 

1.3 This policy applies to all employees. It does not apply to agency workers, consultants, or 
self-employed contractors.  

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Personnel responsible for implementing the policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. Day-to-
day responsibility for operating the policy and ensuring its maintenance and review has 
been delegated to Human Resource manager. 

2.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

3 Forms of flexible working 

3.1 Flexible working can incorporate a number of possible changes to working arrangements, 
such as: 

(a) reduction or variation of working hours; 

(b) reduction or variation of the days worked; and/or 

(c) working from a different location (for example, from home). 

3.2 The possible changes to working arrangements mentioned in paragraph 3.1 may also 
involve: 

(a) starting a job share; 

(b) working a set number of hours, a year, rather than a week (annualised hours); 
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(c) working from home (whether for all or part of the week); 

(d) working only during term-time (part-year working); 

(e) working compressed hours; and/or 

(f) working flexitime. 

4 Eligibility for the formal right to request procedure 

4.1 To be eligible to make a request under the formal procedure set out in paragraph 5 to 
paragraph 8 you must: 

(a) be an employee; 

(b) have worked for us continuously for at least 26 weeks at the date your request 
is made; 

(c) not have made a formal request to work flexibly during the last 12 months. 

4.2 If you are not eligible to make a formal request, you may make an informal request under 
paragraph 10. 

5 Making a formal flexible working request 

5.1 Any employee interested in flexible working is advised to speak informally with their line 
manager to discuss their eligibility, the different options, and the effect of their proposed 
work pattern on colleagues and service delivery, before submitting a formal or informal 
request. 

5.2 You will need to submit a written application if you would like your flexible working 
request to be considered under the formal procedure. 

5.3 Your application should be submitted to your line manager in good time and ideally at 
least two months before you would like the changes to take effect. It should: 

(a) state that it is a flexible working request; 

(b) explain the reasons for your request, especially if you think our Equal 
Opportunities Policy may be relevant, for example, if your request concerns 
childcare or other family commitments, religious or cultural requirements, or 
adjustments because of a disability; 

(c) provide as much information as you can about your current and desired 
working pattern, including working days, hours and start and finish times, and 
give the date from which you want the changes to take effect; 
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(d) identify the effect the changes to your working pattern will have on the work 
that you do, that of your colleagues and on service delivery. If you have any 
suggestions about dealing with any potentially negative effects, please include 
these in your written application; and 

(e) provide information to confirm that you meet the eligibility criteria set out in 
paragraph 4 of this policy including the dates of any previous formal requests 
for flexible working. 

5.4 In most cases we will need to have a meeting with you before making a decision. In some 
cases, we may be able to approve your request without a formal meeting, although it will 
usually be helpful to your manager to discuss the request with you to ensure it is the best 
solution.  

6 Formal request: meeting 

6.1 Where necessary, your Line manager will arrange a meeting with you after your 
application has been submitted. The meeting may also be attended by a member of the 
Human Resources Department. You may bring a colleague to the meeting as a companion 
if you wish. Your companion will be entitled to speak during the meeting and confer 
privately with you but may not answer questions on your behalf.  

6.2 In most cases, the meeting will be held at your usual place of work. We will try to ensure 
that the meeting is held at a time and place that is convenient to everyone. 

6.3 The meeting will be used to discuss the working arrangements you have requested. You 
will be able to explain how the arrangements will accommodate your needs. You will also 
be able to discuss what impact your proposed working arrangements will have on your 
work and that of your colleagues. If we cannot accommodate the arrangements you have 
requested, discussion at the meeting also provides an opportunity to explore possible 
alternative working arrangements.  

6.4 Your line manager may suggest starting new working arrangements under an initial trial 
period to ensure that they meet your needs and those of your team. 

7 Formal request: decision 

7.1 We will notify you of the decision in writing as soon as possible. 

7.2 If your request is accepted, or where we propose an alternative to the arrangements you 
requested, your line manager will write to you with details of the new working 
arrangements, details of any trial period, an explanation of changes to your contract of 
employment and the date on which they will commence. You will be asked to sign and 
return a copy of the letter. This will be placed on your personnel file to confirm the 
variation to your terms of employment.  
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7.3 Unless otherwise agreed (and subject to any agreed trial period) changes to your terms of 
employment will be permanent. You will not be able to make another formal request until 
12 months after the date of your most recent request. 

7.4 If your line manager needs more time to make a decision, for example, where they need 
more time to investigate how your request can be accommodated or to consult several 
members of staff, they will discuss this with you. 

7.5 There will be circumstances where, due to business and operational requirements, we are 
unable to agree to a request. In these circumstances, your line manager will write to you: 

(a) explaining the business reason(s) for turning down your application; and 

(b) setting out the appeal procedure. 

7.6 The eight business reasons for which we may reject your request are: 

(a) the burden of additional costs; 

(b) detrimental effect on ability to meet customer demand; 

(c) inability to reorganise work among existing staff; 

(d) inability to recruit additional staff; 

(e) detrimental impact on quality; 

(f) detrimental impact on performance; 

(g) insufficiency of work during the periods that you propose to work; and 

(h) planned changes. 

8 Formal request: appeal 

8.1 If your request is rejected, you have the right to appeal. 

8.2 Your appeal must: 

(a) be in writing and dated; 

(b) set out the grounds on which you are appealing; and 

(c) be sent to the Human Resource manager within 14 days of the date on which 
you received the written rejection of your request.  

8.3 Human Resource manager will arrange for a meeting to take place following receipt of 
your appeal. We will try to hold the meeting at a convenient time for all those attending. 
You may be accompanied by a colleague of your choice. 
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8.4 Where possible, the appeal meeting will be conducted by a more senior manager who has 
not been previously involved in considering your request. 

8.5 You will be informed in writing of the decision as soon as possible after the appeal 
meeting.  

8.6 If your appeal is upheld, you will be advised of your new working arrangements, details of 
any trial period, an explanation of changes to your contract of employment and the date 
on which they will commence. You will be asked to sign and return a copy of the letter. 
This will be placed on your personnel file to confirm the variation to your terms of 
employment. 

8.7 You should be aware that changes to your terms of employment will be permanent and 
you will not be able to make another formal request until 12 months after the date of 
your original application.  

8.8 If your appeal is rejected, the written decision will give the business reason(s) for the 
decision and explain why the reason(s) apply in your case. You will not be able to make 
another formal request until 12 months after the date of your original application.  

9 Extending time under the formal procedure 

9.1 There may be exceptional occasions when it is not possible to complete consideration of 
your request within the expected time limits. Where an extension of time is agreed with 
you, you are the HR department will write to you confirming the extension and the date 
on which it will end. 

9.2 If you withdraw a formal request for flexible working, you will not be eligible to make 
another formal request for 12 months from the date of your original request. In certain 
circumstances, a formal request will be treated as withdrawn. This will occur if you fail to 
attend a meeting and a re-arranged meeting, or an appeal meeting and a re-arranged 
appeal meeting, without good cause.  

In such circumstances, the HR department will write to you confirming that the request 
has been treated as withdrawn. 

10 Making an informal flexible working request 

10.1 Employees who are ineligible to make a formal request for flexible working may make an 
informal request to their line manager, who will consider it according to our business and 
operational requirements. 

10.2 It will help your line manager to consider your request if you: 

(a) make your request in writing and confirm whether you wish any change to 
your current working pattern to be temporary or permanent; 
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(b) provide as much information as you can about your current and desired 
working pattern, including working days, hours and start and finish times, and 
give the date from which you want your desired working pattern to start; and  

(c) think about what effect the changes to your working pattern will have on the 
work that you do and on your colleagues, as well as on our service delivery 
and that of your department. If you have any suggestions about dealing with 
any potentially negative effects, please include these in your written 
application. Your line manager can consider whether they are workable. 

10.3 Your line manager will advise you what steps will be taken to consider your request, 
which may include inviting you to attend a meeting, before advising you of the outcome 
of your request.  
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Schedule 24 — Homeworking policy 

1 About this policy 

1.1 We support homeworking in appropriate circumstances either occasionally (to respond to 
specific circumstances or to complete particular tasks) and in some cases on a regular (full 
or part-time basis). In addition, occasional or permanent homeworking can, in certain 
circumstances, be a means of accommodating a disability and can be requested as a 
means of flexible working under our Flexible Working Policy. 

1.2 This policy sets out how we will deal with requests for homeworking, and conditions on 
which homeworking will be allowed. If you are allowed to work from home you must 
comply with this policy. 

1.3 This policy applies to employees only. 

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Homeworking arrangements 

2.1 There are a number of circumstances in which the ability to work from home on an 
occasional or temporary basis may be of benefit to you: 

(a) when a child or elderly relative or other dependant becomes unwell or 
arrangements for their care break down at short notice; 

(b) when, despite being fit to work, travelling to the office is difficult (for example, 
due to recovery from an injury such as a broken leg); 

(c) when public transport has been disrupted (for example by the weather or by a 
strike, that affects your travel arrangements); or 

(d) when a quiet, uninterrupted work environment will assist in dealing with a 
backlog of administrative tasks or in writing reports to a deadline. 

2.2 In these circumstances working at home can be authorised by your line manager where, 
in their opinion: 

(a) you have work that can be undertaken at home; and 

(b) working at home is cost-effective and any increase in work that may be passed 
to your colleagues as a result is kept to a minimum. 

2.3 Your line manager will, where necessary, liaise with HR Department to confirm 
arrangements. 
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2.4 You may want to vary your working arrangements so that, either permanently or for a 
fixed period, you work from home for all or part of your working week. Any request to 
work from home must meet the needs of our business as well as your needs. 

3 Applying for homeworking 

3.1 After successful completion of your probationary period, you can make an application for 
homeworking which will be considered on its merits. However, not all roles and not all 
jobs are suitable for homeworking. 

3.2 A request for homeworking is unlikely to be approved, on either an occasional or 
permanent basis if: 

(a) you need to be present in the office to perform your job (for example, because 
it involves a high degree of personal interaction with colleagues or third 
parties or involves equipment that is only available in the office); 

(b) your most recent appraisal identifies any aspect of your performance as 
unsatisfactory; 

(c) your line manager has advised you that your current standard of work or work 
production is unsatisfactory; 

(d) you have an unexpired warning, whether relating to conduct or performance; 
or 

(e) you need supervision to deliver an acceptable quality and/or quantity of work. 

4 If you wish to apply to work from home you will need to be able to show that you can: 

(a) work independently, motivate yourself and use your own initiative; 

(b) manage your workload effectively and complete work to set deadlines; 

(c) identify and resolve any new pressures created by working at home; and 

(d) adapt to new working practices including maintaining contact with your line 
manager and colleagues at work. 

4.2 To be considered for homeworking you must submit a written application to your line 
manager. Your application must state: 

(a) why you consider your job to be suitable for homeworking and how you meet 
the criteria for homeworking set out in paragraph 4; 

(b) whether you wish to work from home on a permanent basis or for a fixed 
period. In either case you should state the date from which you wish the 
arrangements to start and, if you wish to work from home for a fixed period, 
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the date on which you want the arrangements to finish. You should try to give 
us as much notice as possible and, in any event, make your application at least 
4 weeks before your proposed start date so that your request can be 
considered; 

(c) whether you wish to work from home for all or part of your working week and, 
if only part, which days you propose to work from home; 

(d) how you would organise your work from home including how you would 
ensure the security of documents and information, where appropriate; 

(e) the extent to which you could be available to come to work on days you are 
proposing to work from home if needed, for example to cover if colleagues are 
off sick, to cope with high or unexpected levels of work or to attend meetings 
or training days; 

(f) if different from your current hours of work, the hours of work that you 
propose apply when you are working at home; and 

(g) how you envisage maintaining contact with your line manager, how your work 
will be set, and progress monitored. 

4.3 It may assist your application for homeworking if you first discuss your proposal with your 
line manager informally. This may identify potential problems with your application, such 
as a need to be in the workplace on occasions you had not considered, which your 
application can then address. 

4.4 In considering your application your line manager may invite you to a meeting to discuss 
your proposals.  

4.5 We may also ask for you to agree to a home visit by the Principal Health and Safety 
Officer in order to carry out a risk assessment. 

4.6 We will try to respond to your request within 2 weeks of your request. 

4.7 If your request is refused we will give you written reasons for the refusal. If you are not 
happy with the decision you may appeal to Human Resource Manager. 

4.8 If your application is accepted the agreed arrangements will be recorded in writing and 
may be subject to a trial period.  

4.9 Any terms on which it is agreed that you may work from home will include the following: 

(a) We reserve the right to terminate the homeworking arrangements, subject to 
reasonable notice. 
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(b) You will be subject to the same performance measures, processes and 
objectives that would apply if you worked at our premises. 

(c) If you receive an unsatisfactory grade in a review or are subject to a verbal or 
written warning for any reason your homeworking arrangements may be 
terminated immediately, and you will be expected to return to work at our 
premises. 

(d) Your line manager will remain responsible for supervising you, will regularly 
review your homeworking arrangements and take steps to address any 
perceived problems. They will also inform you of meetings or training sessions 
that you must be able to attend at our premises and ensure that you are kept 
up to date with circulars and information relevant to your work. 

(e) Working at or from home may affect your home and contents insurance 
policy. You must make any necessary arrangements with your insurers before 
commencing homeworking. 

5 Working at home: equipment 

5.1 We will provide any equipment that we consider you reasonably require to work from 
home which will remain our property. We will make all necessary arrangements for and 
bear the cost of installing and removing equipment from your home. Where equipment is 
provided you must: 

(a) use it only for the purposes for which we have provided it; 

(b) take reasonable care of it and use it only in accordance with any operating 
instructions and our policies and procedures; and 

(c) make it available for collection by us or on our behalf when requested to do 
so. 

5.2 It is your responsibility to ensure that you have sufficient and appropriate equipment for 
working from home. We are not responsible for the provision, maintenance, 
replacement, or repair in the event of loss or damage to any personal equipment used by 
you when working for us. 

5.3 We are not responsible for associated costs of you working from home including the costs 
of heating, lighting, electricity, or telephone calls. 

6 Working at home: data security and confidentiality  

6.1 All equipment and information must be kept securely. You should take all necessary steps 
to ensure that private and confidential material is kept secure at all times. the Principal 
Health and Safety Officer must be satisfied that all reasonable precautions are being 
taken to maintain confidentiality of material in accordance with our requirements.  
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6.2 You may only use equipment which has been provided or authorised by us. You agree to 
comply with our instructions relating to software security and to implement all updates to 
equipment as soon as you are requested to do so.  

6.3 You confirm that you have read and understood our policies relating to computer use, 
electronic communication, and data security and that you will regularly keep yourself 
informed of the most current version of these policies.  

6.4 If you discover or suspect that there has been an incident involving the security of 
information relating to the company, clients, customers, or anyone working with or for 
the company, you must report it immediately to your manager.  

7 Working at home: health and safety 

7.1 When working at home you have the same health and safety duties as other staff. You 
must take reasonable care of your own health and safety and that of anyone else who 
might be affected by your actions and omissions. You must attend the usual office health 
and safety courses and undertake to use equipment safely. 

7.2 We retain the right to check home working areas for health and safety purposes. The 
need for such inspections will depend on the circumstances including the nature of the 
work undertaken. 

7.3 You must not have meetings in your home with customers and must not give customers 
your home address or telephone number. 

7.4 You must ensure that your working patterns and levels of work both over time and during 
shorter periods are not detrimental to your health and wellbeing.  

7.5 You must use your knowledge, experience, and training to identify and report any health 
and safety concerns to the Principal Health and Safety Officer. 
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Schedule 25 — Time off for training policy  

1 About this policy 

1.1 We are committed to developing the skills of our employees and recognise that training 
can benefit us and our staff. Staff should receive training appropriate to their role, subject 
to business need, operational and budgetary considerations. 

1.2 Eligible employees also have a statutory right to request time off work for study or 
training. The purpose of this policy is to provide a framework within which we can 
consider those requests. 

1.3 No-one who requests time off under this policy will be subjected to any detriment or lose 
any career opportunities as a result. 

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Who is covered by this policy? 

2.1 This policy applies to employees. It does not apply to agency workers, consultants, or self-
employed contractors. 

2.2 The following are not covered: 

(a) employees of compulsory school age; 

(b) (in Wales and Scotland only) employees aged 16 to 18 who have the statutory 
right to reasonable paid time off for study or training under sections 63A-C of 
the Employment Rights Act 1996; 

(c) employees aged 16 to 17 who do not have at least two A-levels (or equivalent) 
and who are required by the Education Act 2008 to undertake a minimum 
level of education or accredited training; and 

(d) employees aged 18 who are still completing a course started under paragraph 
Schedule 252.2(b) or paragraph Schedule 252.2(c) above. 

Further information about training for young employees is available from HR Manager. 

3 Personnel responsible for this policy 

3.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. Day-to-
day responsibility for operating the policy and ensuring its maintenance and review has 
been delegated to HR Manager. 
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3.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success.  

3.3 Managers are responsible for identifying and monitoring staff training and development 
needs on an ongoing basis. Employees who wish to undertake any form of training 
relevant to their role should raise the matter informally with their managers in the first 
instance.  

4 When can staff request time off to train? 

4.1 To be eligible to make a formal request under this policy, you must: 

(a) be an employee; 

(b) have worked for us continuously for 26 weeks at the date your request is 
made; 

(c) have made no previous formal requests under this policy in the last 12 
months. 

4.2 We will ignore the fact that a request was made less than 12 months ago in the following 
circumstances: 

(a) if we agreed to the earlier request but the training was cancelled, or you were 
unable to start it because of unforeseen circumstances that were not your 
fault; or  

(b) if you withdrew the earlier request because it was not valid. 

5 What type of training is covered? 

5.1 Any type of study or training can be requested under this policy. It does not matter how 
or where it takes place. For example, it could be: 

(a) training provided in the workplace; 

(b) a one-day training course provided by an external training provider; 

(c) a part-time college course; 

(d) an online training module (e-learning); 

(e) a distance learning course. 

5.2 The study or training does not need to lead to a formal qualification. The only limitation is 
that it must be for the purpose of: 

(a) improving your effectiveness at work; and 
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(b) improving the performance of our business. 

6 Making a formal time off to train request 

6.1 To make a formal request under this policy you should submit it in writing to your line 
manager. Please include the following information: 

(a) a statement that the request is made under this policy; 

(b) the date of the request; 

(c) the subject matter of the study or training; 

(d) where and when it would take place; 

(e) who would provide or supervise it; 

(f) what qualification (if any) it would lead to; 

(g) how you think the study or training would improve your effectiveness at work; 

(h) how you think the study or training would improve the performance of the 
business; and 

(i) if you have made any previous application under this policy, the date of that 
application and how it was made (for example, whether it was by email or 
letter and who you sent it to). 

6.2 If we agree to your request without the need for a meeting, we will tell you in writing and 
include the information in paragraph 8.1. 

6.3 We will treat your request as withdrawn if: 

(a) you tell us you are withdrawing the request; 

(b) you fail to attend two meetings under paragraph 7 or paragraph 10 without 
reasonable cause; or 

(c) you unreasonably refuse to provide information we need to consider your 
request. 

In those cases, your line manager will write to confirm that your request has been treated 
as withdrawn. You will not normally be able to make another formal request for 12 
months from the date of your original request (see paragraph 4). 

7 Meeting 

7.1 Your line manager  will arrange to hold a meeting with you at a mutually convenient time 
and place, usually within 28 days of receiving your formal request (unless paragraph 7.2 
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applies or we have agreed a longer time limit in writing under paragraph 11). The meeting 
may also be attended by a member of the HR department 

7.2 If the person who would ordinarily hold the meeting is on annual leave or sick leave at the 
time of your request, the meeting will be held within 28 days of their return or within 8 
weeks of your request, whichever is sooner. If necessary you should contact HR 
Department who will appoint someone else to hold the meeting.  

7.3 The meeting will be used to discuss your request and, if appropriate, explore any 
alternatives. 

7.4 You may bring a colleague to the meeting as a companion if you wish. Your companion 
may speak during the meeting and confer privately with you but should not answer 
questions on your behalf. 

7.5 If your chosen companion is unable to attend at the time set for the meeting, you should 
contact your line manager and we will try to rearrange the meeting. If the meeting cannot 
be rearranged within seven days of the original date, we may suggest that you bring a 
different companion or come alone.  

7.6 We will tell you our decision in writing within 14 days of the meeting unless we have 
agreed a longer time limit in writing (see paragraph 11).  

8 If we agree to your request 

8.1 Where we agree to all or part of your request we will give you a written and dated notice 
containing the following information: 

(a) which part of your request is agreed; 

(b) if any part is not agreed, the information in paragraph 9.1; 

(c) the subject of the agreed study or training; 

(d) where and when it will take place; 

(e) who will provide or supervise it; 

(f) what qualification (if any) it will lead to; 

(g) any changes to your working hours in order to accommodate the agreed study 
or training; 

(h) whether you will be paid for carrying out the study or training; 

(i) how any tuition fees or other direct costs of the agreed study or training will 
be met. 
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8.2 In some cases, we may suggest changes to your request. For example, we may suggest a 
different course of study or training, or we may suggest an alternative time or place. 
These may be discussed at the meeting or may require discussion afterwards. The written 
notice of our decision will set out any changes that you have agreed to. We will ask you to 
sign and return a copy of the notice to show your agreement. 

8.3 We do not have to pay you while you are taking time off for study or training requested 
under this policy unless this is necessary in order to comply with minimum wage 
legislation. However, in some cases we may agree to pay you for some or all of the time 
off.  

8.4 We do not have to pay the costs of study or training requested under this policy 
(including any associated costs such as travel expenses). However, in some cases we may 
agree to meet some or all of those costs. 

9 If we reject all or part of your request 

9.1 Where we reject all or part of your request, we will give you a written and dated notice 
containing the following information: 

(a) which part of your request is rejected; 

(b) if any part is agreed, the relevant information in paragraph 8.1 above; 

(c) which of the grounds for rejection set out below applies and why; and 

(d) the appeal procedure. 

9.2 We may reject your request for any of the following reasons: 

(a) that the proposed study or training would not in our view improve your 
effectiveness at work and the performance of the business; 

(b) the burden of additional costs; 

(c) detrimental effect on ability to meet customer demand; 

(d) inability to reorganise work among existing staff; 

(e) inability to recruit additional staff; 

(f) detrimental impact on quality; 

(g) detrimental impact on performance; 

(h) insufficiency of work during the periods that you propose to work;  

(i) planned structural changes; or 
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(j) any other reasons that the Government sets out in future regulations. 

10 Appeal 

10.1 You may appeal if we reject all or part of your request. Your appeal must: 

(a) be in writing and dated; 

(b) set out the grounds on which you are appealing; and 

(c) be sent to HR Manager no more than 14 days after you receive the written 
notice of our decision.  

10.2 We may decide to uphold your appeal in full without a meeting. In all other cases,  HR 
department will arrange for an appeal meeting to take place within 14 days of receiving 
your appeal, unless we have agreed a longer time limit in writing (see paragraph 11). The 
meeting will be held at a convenient time for all those attending, and you may bring a 
colleague as a companion.  

10.3 The appeal meeting will be held by HR Manager Your manager may also be present. 

10.4 We will tell you the outcome of the appeal in writing within 14 days of the meeting, 
unless we have agreed a longer time limit in writing (see paragraph 11). That decision will 
be final, and you will not be able to make another formal request until 12 months after 
the date of your original request. 

10.5 If we uphold your appeal, we will give you the information set out in paragraph 8.1 above. 

10.6 If we reject your appeal, we will explain our reasons to you in writing. 

11 If we need more time 

There may be exceptional occasions when it is not possible to adhere to the time limits in 
this policy. For example, we may need to delay holding a meeting or notifying you of the 
decision. We will ask for your agreement to extend the time limit and will confirm in 
writing any agreement reached. In many cases this will be in your interests as it will 
enable the appropriate person to consider your request properly. 

12 Changes to agreed study or training arrangements 

12.1 You must tell us in writing immediately if: 

(a) you do not start the agreed study or training for any reason (for example, if it 
is cancelled); 

(b) you do not complete the agreed study or training; or 

(c) you undertake (or wish to undertake) a different course of study or training. 
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12.2 You should also tell us immediately if you become aware of any changes to agreed study 
or training, including changes to the timing or content of the course. 



154 

Schedule 26 — Time off for public duties policy 

1 About this policy 

1.1 We wish to enable employees to perform any public duties that they may be committed 
to undertake and so will give them time off to do so where it does not conflict with the 
operational needs of our business. We are not legally obliged to grant paid leave for these 
purposes. 

1.2 This policy applies to all employees. 

1.3 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Personnel responsible for the policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. Day-to-
day responsibility for operating the policy and ensuring its maintenance and review has 
been delegated to HR Manager  

2.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

3 Jury service 

3.1 You should tell your line manager as soon as you are summoned for jury service and 
provide a copy of your summons if requested. 

3.2 Depending on the demands of our business we may request that you apply to be excused 
from or defer your jury service. 

3.3 We are not required by law to pay you while you are absent on jury service. You will be 
advised at court of the expenses and loss of earnings that you can claim.  

4 Voluntary public duties 

4.1 Employees are entitled to a reasonable amount of unpaid time off work to carry out 
certain public duties, including duties as a tribunal member, magistrate, local councillor, 
member of an NHS Trust, prison visitor, police station lay visitor or school governor. 

4.2 If you are unsure whether a public service that you perform is covered by this policy you 
should speak to the HR department. 

4.3 As soon as you are aware that you will require time off for performance of a public service 
you should notify your line manager in writing, providing full details of the time off that is 
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being requested and the reasons for your request. In order that arrangements can be 
made to cover your duties in your absence you should make your request in good time. 

4.4 Each request for time off will be considered on its merits taking account of all the 
circumstances, including how much time is reasonably required for the activity, how 
much time you have already taken, and how your absence will affect the business.  

4.5 We may grant you up to 5 days' paid leave in any 12-month period to perform public 
duties that are not paid. Any additional leave will be granted on an unpaid basis subject to 
the exercise of our discretion to grant further paid leave.  

5 Reserve forces duties 

5.1 We are aware that employees who are members of the Reserve Forces (the Territorial 
Army, Royal Navy Reserve, Royal Marines Reserve or Royal Auxiliary Air Force) may be 
called-up at any time to be deployed on full-time operations, and are expected to attend 
regular training. 

5.2 We are under no obligation to offer leave (either paid or unpaid) for reservists to 
undertake training and you should use existing holiday entitlement to meet training 
commitments. 

5.3 If we receive notice that you have been called-up for active service we may apply to an 
adjudication officer for the notice to be deferred or revoked if your absence would cause 
serious harm to our business (which could not be prevented by the grant of financial 
assistance). 

5.4 Once your military service has ended you may submit a written application for 
reinstatement to your employment. This should be made by the third Monday following 
the end of your military service and you should notify us of the date on which you will be 
available to restart work. 

5.5 If it is not reasonable and practicable to reinstate you into your former employment we 
will offer you the most favourable alternative on the most favourable terms and 
conditions which are reasonable and practicable. 

5.6 When calculating the length of your continuous employment with us, the period of 
absence on military service will not be counted. The period of employment before your 
mobilisation and the period after your reinstatement will be treated as continuous. 
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Schedule 27 — Adverse weather and travel disruption policy 

1 About this policy 

1.1 This policy applies where it becomes impossible or dangerous for employees to travel in 
to work because of: 

(a) extreme adverse weather such as heavy snow; 

(b) industrial action affecting transport networks; or 

(c) major incidents affecting travel or public safety. 

1.2 On these occasions we recognise that a flexible approach to working arrangements may 
be necessary to accommodate the difficulties employees face and to protect health and 
safety, while still keeping the business running as effectively as possible. 

1.3 This policy applies to all employees. It does not apply to agency workers, consultants, or 
self-employed contractors. 

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

1.5 Travelling to work 

1.6 Employees should make a genuine effort to report for work at their normal time. This may 
include leaving extra time for the journey and/or taking an alternative route. Travel on 
foot or by bicycle should be considered where appropriate and safe. 

1.7 Employees who are unable to attend work on time or at all should telephone their line 
manager before their normal start time on each affected day. 

1.8 Employees who are unable to attend work should check the situation throughout the day 
in case it improves. Information may be available from local radio stations, the police, 
transport providers or the internet. If conditions improve sufficiently, employees should 
report this to their line manager and attend work unless told otherwise. 

1.9 Employees who do not make reasonable efforts to attend work or who fail to contact 
their manager without good reason may be subject to disciplinary proceedings for 
misconduct. We will consider all the circumstances including the distance they have to 
travel, local conditions in their area, the status of roads and/or public transport, and the 
efforts made by other employees in similar circumstances. 
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2 Alternative working arrangements 

2.1 Employees may be required to work from home, where possible, or from an alternative 
place of work, if available. Line managers will advise them of any such requirement. Such 
employees will receive their normal pay. 

2.2 Employees who are able to work may sometimes be expected to carry out additional or 
varied duties during such periods. However, employees should not be required to do 
anything they cannot do competently or safely. 

3 Late starts and early finishes 

3.1 Employees who arrive at work late or who ask to leave early will usually be expected to 
make up any lost time. Managers have the discretion to waive this requirement in minor 
cases, or (in the case of lateness) where they are satisfied the employee has made a 
genuine attempt to arrive on time. 

3.2 Managers have the discretion to allow staff to leave early and should have regard to the 
needs of the business and the employee's personal circumstances. 

3.3 Where half the normal working day or more is lost this will be treated as absence and 
dealt with as set out below. 

4 Absence and pay 

4.1 Employees who are absent from work due to extreme weather or other travel disruptions 
are not entitled to be paid for the time lost. 

4.2 Absence in all other cases can be treated in a variety of ways. Employees should discuss 
their preference with their line manager, who retains overall discretion in the matter. A 
number of options are set out below: 

(a) Treating the absence as annual leave.  

(b) Making up the lost hours within a reasonable time. 

(c) Treating the absence as special unpaid leave. 

4.3 If, in exceptional circumstances, we decide to close the workplace, employees will be paid 
as if they had worked their normal hours. 

5 School closures and other childcare issues 

5.1 Adverse weather sometimes leads to school or nursery closures or the unavailability of a 
nanny or childminder. 
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5.2 In cases such as these where childcare arrangements have been disrupted, employees 
may have a statutory right to reasonable time off without pay. For further information, 
see our Time Off for Dependants Policy. 
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Schedule 28 — Health and safety policy 

1 About this policy 

1.1 We are committed to ensuring the health and safety of staff and anyone affected by our 
business activities, and to providing a safe and suitable environment for all those 
attending our premises. 

1.2 This policy sets out our arrangements in relation to: 

(a) assessment and control of health and safety risks arising from work activities; 

(b) preventing accidents and work-related ill health; 

(c) consultation with employees on matters affecting their health and safety; 

(d) provision and maintenance of a safe workplace and equipment; 

(e) information, instruction, training and supervision in safe working methods and 
procedures; 

(f) emergency procedures in cases of fire or other major incident. 

1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and 
agency workers. 

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. We will continue to review this policy to ensure it is achieving its 
aims. 

2 Responsibility for health and safety matters 

2.1 Our board of directors (the board) has overall responsibility for health and safety and the 
operation of this policy. The Health and Safety Manager is the Principal Health and Safety 
Officer with day-to-day responsibility for health and safety matters. 

2.2 The Principal Health and Safety Officer will ensure that this policy is reviewed 3 years. 
Recommendations for any amendments are reported to the HR Manager. 

3 Your responsibilities 

3.1 All staff share responsibility for achieving safe working conditions. You must take care of 
your own health and safety and that of others, observe applicable safety rules and follow 
instructions for the safe use of equipment and wearing of personal protective equipment.  

3.2 You should report any health and safety concerns immediately to your line manager. 
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3.3 You must co-operate with managers on health and safety matters, including the 
investigation of any incident. 

3.4 Failure to comply with this policy may be treated as gross misconduct and dealt with 
under our Disciplinary Procedure. 

4 Information and consultation 

4.1 We will inform and consult directly with all staff regarding health and safety matters. 

4.2 We will ensure any health and safety representatives receive the appropriate training to 
carry out their functions effectively. 

4.3 Health and Safety Manager is responsible for informing and consulting employees about 
health and safety matters. 

5 Training 

5.1 We will ensure that you are given adequate training and supervision to perform your 
work competently and safely. 

5.2 Staff will be given a health and safety induction and provided with appropriate safety 
training, which may include a briefing on your responsibilities and the current COVID-19 
rules that are in place.  

6 Equipment 

6.1 You must use equipment in accordance with any instructions given to you. Any 
equipment fault or damage must immediately be reported to your line manager. 

6.2 No member of staff should attempt to repair equipment unless trained to do so.  

6.3 The Engineering Manager is responsible for ensuring equipment safety and maintenance. 

7 Accidents and first aid 

7.1 Details of first aid facilities and the names of trained first aiders are displayed on the 
notice boards. 

7.2 All accidents and injuries at work, however minor, should be reported to Health and 
Safety Manager and recorded in the Accident Book which is kept in HR Office. 

7.3 Health and Safety Manager is responsible for investigating any injuries or work-related 
disease, preparing, and keeping accident records, and for submitting reports to the 
relevant authorities if required under the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 2013 (RIDDOR). 
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8 Infectious disease 

8.1 If you have either been in contact with persons suffering from an infectious or contagious 
disease or are yourself suffering from an infectious or contagious disease, you must 
report it to your line manager before commencing work.  Examples of such infectious or 
contagious diseases are influenza, norovirus, mumps, and measles, as diagnosed by a 
doctor.  In these circumstances you are unavailable for work and will need to self-certify 
until you obtain a Statement of Fitness for Work from your doctor. You must not attend 
work until you are certified fit to do so, and the risk of passing the infection to others has 
passed. Any cuts or burns to the hand or arms must be covered with appropriate 
dressings. 

9 National health alerts 

9.1 In the event of an epidemic or pandemic alert we will organise our business operations 
and provide advice on steps to be taken by staff, in accordance with official guidance, to 
reduce the risk of infection at work as far as possible. Any questions should be referred to 
the Health and safety Manager. 

9.2 It is important for the health and safety of all our staff that you comply with instructions 
issued in these circumstances.  

10 Fire safety 

10.1 All staff should familiarise themselves with the fire safety instructions, which are 
displayed on notice boards and near fire exits in the workplace.  

10.2 If you hear a fire alarm, leave the building immediately by the nearest fire exit and go to 
the fire assembly point. Do not stop to collect belongings and do not use the lifts. Fire 
wardens will assist in the evacuation of the building and you must follow their 
instructions. Do not re-enter the building until told to do so. 

10.3 If you discover a fire do not attempt to tackle it unless it is safe, and you have been 
trained or feel competent to do so. You should operate the nearest fire alarm and, if you 
have sufficient time, call reception, and report the location of the fire.  

10.4 Nominated individuals will be trained in the correct use of fire extinguishers. 

10.5 You should notify your manager if there is anything (for example, impaired mobility) that 
might impede your evacuation in the event of a fire. A personal evacuation plan will be 
drawn up and brought to the attention of the relevant fire wardens and colleagues 
working in your vicinity. 

10.6 Fire drills will be held at least every 12 months and must be taken seriously. 
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10.7 Health and Safety manager is responsible for ensuring fire risk assessments are 
undertaken and implemented, and for ensuring regular checks of fire extinguishers, fire 
alarms, escape routes and emergency lighting. 

11 Risk assessments and measures to control risk 

11.1 We carry out general workplace risk assessments periodically. The purpose is to assess 
the risks to health and safety of employees, visitors and other third parties as a result of 
our activities, and to identify any measures that need to be taken to control those risks.  

11.2 Measures will be taken to avoid or reduce the need to lift or carry items which could 
cause injury (manual handling) and to provide training on manual handling, as necessary. 

11.3 The use of hazardous substances at work will be avoided wherever possible and less 
hazardous alternatives will be used where available. Training on the control of substances 
hazardous to health (COSHH) will be provided, as necessary. 

11.4 Health surveillance is required for employees doing the following jobs: Night workers and 
those dealing with paints and chemicals.  

11.5 Personal protective equipment (PPE) is provided where there are risks that cannot be 
adequately controlled by other means.  

11.6 Health and Safety Manager is responsible for workplace risk assessments and any 
measures to control risks. 

12 Computers and display screen equipment 

12.1 If you use a computer screen or other display screen equipment (DSE) habitually as a 
significant part of your work: 

(a) You should try to organise your activity so that you take frequent short breaks 
from looking at the screen. 

(b) You are entitled to a workstation assessment. 

(c) You are entitled to an eyesight test by an optician at our expense. 

12.2 You should contact your manager to request a workstation assessment or an eye test. Eye 
tests should be repeated at regular intervals as advised by the optician, usually every two 
years. However, if you develop eye problems which may be caused by DSE work (such as 
headaches, eyestrain, or difficulty focusing) you can request a further eye test at any 
time. 

12.3 We will not normally pay for glasses or contact lenses, unless your vision cannot be 
corrected by normal glasses or contact lenses and you need special glasses designed for 
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the display screen distance. In such cases we will pay the cost of basic corrective 
appliances only. 
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Schedule 29 — No-smoking policy 

1 About this policy 

1.1 We are committed to protecting your health, safety, and welfare and that of all those 
who work for us by providing a safe place of work and protecting all workers, service 
users, customers, and visitors from exposure to smoke. 

1.2 All of our workplaces (including our vehicles) are smoke-free in accordance with the 
Health Act 2006 and associated regulations. All staff and visitors have the right to a 
smoke-free environment. 

1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and 
agency workers. Anyone visiting our premises or using our vehicles must comply with the 
smoking restrictions set out in this policy. 

1.4 This policy does not form part of any employee's contract of employment and it may be 
amended at any time. 

1.5 If you wish to suggest improvements to the policy or experience particular difficulty 
complying with it you should discuss the situation with your line manager. 

2 Personnel responsible for this policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. Day-to-
day responsibility for operating the policy and ensuring its maintenance and review has 
been delegated to Human Resource Manager. 

2.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success.  

3 Where is smoking banned? 

3.1 Smoking is not permitted anywhere in our workplace. The ban applies to anything that 
can be smoked and includes, but is not limited to, cigarettes, electronic cigarettes, pipes 
(including water pipes such as shisha and hookah pipes), cigars and herbal cigarettes. 

3.2 No-smoking signs are displayed throughout our workplace. 

3.3 Anyone using our vehicles, whether as a driver or passenger, must ensure the vehicles 
remain smoke-free. Any of our vehicles that are used primarily for private purposes are 
excluded from the smoking ban. 
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4 Where is smoking permitted? 

You may only smoke outside in designated areas during breaks. When smoking outside, 
you must dispose of cigarette butts and other litter appropriately in the receptacles 
provided. 

5 Breaches of the policy 

5.1 Breaches of this policy by any employee will be dealt with under our Disciplinary 
Procedure and, in serious cases, may be treated as gross misconduct leading to summary 
dismissal. 

5.2 Smoking in smoke-free premises or vehicles is also a criminal offence and may result in a 
fixed penalty fine and/or prosecution. 
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Schedule 30 — Menopause policy 

1 About this policy 

1.1 We are committed to fostering an inclusive and supportive working environment for all 
our staff. 

1.2 We recognise that many members of staff will experience the menopause and that for 
some the menopause will have an adverse impact on their working lives.   

1.3 The purpose of this policy is to raise awareness of the menopause and the impact of the 
menopause in the workplace, and to encourage open conversations between managers 
and staff. We are committed to supporting staff who are affected by the menopause and 
to signpost relevant advice and assistance to anyone who needs it.   

1.4 This policy covers all employees, officers, consultants, contractors, casual workers, and 
agency workers.  

1.5 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 What is the menopause 

2.1 All women will experience the menopause at some point during their life. The menopause 
can also impact trans and non-binary people who may not identify as female. 

2.2 Most of those who experience the menopause will do so between the ages of 45 and 55. 
However, some start experiencing symptoms much earlier. Often, symptoms last 
between four to eight years, but they can continue for longer.  

2.3 Symptoms can include, but are not limited to, sleeplessness, hot flushes, memory loss or 
poor concentration, headaches, muscle and joint pains, depression, and anxiety.  

2.4 The majority of those going through the menopause will experience some symptoms, 
although everyone is different, and symptoms can fluctuate. 

2.5 The menopause is preceded by the perimenopause, during which the body prepares itself 
for menopause. The perimenopause can also last several years and can involve similar 
symptoms to the menopause itself. For the purpose of this policy, any reference to the 
menopause includes the perimenopause. 

3 Open conversations 

3.1 Menopause is not just an issue for women. All staff should be aware of the menopause so 
that they can support those going through it or otherwise affected by it. 
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3.2 We encourage an environment in which colleagues can have open conversations about 
the menopause. We expect all staff to be supportive of colleagues who may be affected 
by the menopause in the workplace. 

3.3 Anyone affected by the menopause should feel confident to talk to their Human 
Resources about their symptoms and the support they may need to reduce the difficulties 
the menopause can cause them at work. 

3.4 Line managers and Human Resources should be ready to have open conversations with 
staff about the menopause and what support is available. Such conversations should be 
treated sensitively, and any information provided should be handled confidentially and in 
accordance with our Data Protection Policy. 

4 Risk assessments 

We are committed to ensuring the health and safety of all our staff and will consider any 
aspects of the working environment that may worsen menopausal symptoms. This may 
include identifying and addressing specific risks to the health and well-being of those 
going through the menopause. 

5 Support and adjustments 

5.1 While many who go through the menopause will be able to carry on their working lives as 
normal, we recognise that others may benefit from adjustments to their working 
conditions to mitigate the impact of menopause symptoms on their work.  

5.2 If you believe that you would benefit from adjustments or other support, you should 
speak to your line manager in the first instance. If you feel unable to do so you should 
contact HR Department.  

5.3 Physical adjustments could include temperature control, provisions of electric fans or 
access to rest facilities. Depending on individual and business needs, adjustments such as 
flexible working, more frequent rest breaks or changes to work allocation may also be 
considered. These are examples only and not an exhaustive list.  

5.4 We may refer you to a doctor nominated by us or seek medical advice from your GP to 
better understand any adjustments and other support that may help alleviate symptoms 
affecting you at work. Any request for a medical report or examination will be dealt with 
as set out in our Sickness absence policy. 
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Schedule 31 — Stress and mental wellbeing at work policy 

1 About this policy 

1.1 We are committed to protecting the health, safety, and wellbeing of our staff. We 
recognise the importance of identifying and tackling the causes of work-related stress. 
We also recognise that personal stress, while unrelated to the workplace, can adversely 
affect the wellbeing of staff at work. We want to support the mental wellbeing of all our 
staff and will provide appropriate support for staff who are suffering from stress or 
mental ill health, on a confidential basis where appropriate, regardless of its source. 

1.2 We will: 

(a) Promote a culture of open communication. We want staff to feel confident 
that any concerns they raise about their work or working environment will be 
addressed. We will provide both formal and informal means for them to raise 
concerns. 

(b) Provide training for managers and supervisors is good management practices. 

(c) Take account of stress and mental wellbeing when planning and allocating 
workloads. We will provide opportunities to discuss these through our 
appraisal and one-to-one supervision processes. 

(d) Monitor working hours and overtime to ensure that staff are not overworking 
and monitor holidays to ensure that staff are using their entitlement. 

(e) Ensure risk assessments include or specifically address work-related stress. 

(f) Facilitate requests for flexible working where reasonably practicable in 
accordance with our Flexible Working Policy. 

(g) Ensure that in any workplace reorganisation our change management 
processes are designed to minimise uncertainty and stress. 

(i) Implement policies and procedures to address factors that can cause stress at 
work, or add to personal stress, in particular so that we can: 

(ii) provide a workplace free from harassment, bullying and victimisation; 
and 

(iii) address inappropriate behaviour through disciplinary action. 

(h) Provide training to help all staff understand and recognise the causes of work-
related stress and mental ill health, the impact of stress from factors in 
everyday life and the steps they can take to protect and enhance their own 
mental wellbeing and that of their colleagues. 
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(i) Provide support services such as occupational health for staff affected by or 
absent by reason of stress. 

1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and 
agency workers.  

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Legal obligations 

2.1 We have a legal duty to take reasonable care to ensure that your health is not put at risk 
by excessive pressures or demands arising from the way work is organised. 

2.2 This policy takes account of our obligations under the Health and Safety at Work etc Act 
1974, Management of Health and Safety at Work Regulations 1999, Employment Rights 
Act 1996, Protection from Harassment Act 1997, Working Time Regulations 1998, and 
Equality Act 2010. 

3 Personnel responsible for the policy 

3.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. The board 
has delegated day-to-day responsibility for operating the policy and ensuring its 
maintenance and review to HR Manager.  

3.2 We will monitor the development of good practice in approaches to work-related stress 
and mental wellbeing at work and will keep our practices and the effectiveness of this 
policy under review to ensure it is achieving its stated objectives. 

3.3 All managers have a responsibility to recognise potential issues of work-related stress or 
mental ill health in the staff they manage. They should seek advice from the HR 
Department in the event that they have concerns.  

3.4 All staff should ensure that they are familiar with this policy and act in accordance with its 
aims and objectives. Staff should plan and organise their work to meet personal and 
organisational objectives and co-operate with support, advice and guidance that may be 
offered by HR Department. Anyone who experiences or is aware of a situation that may 
result in work-related stress or undermine mental wellbeing at work should speak to a 
manager. 

4 Understanding stress and mental health 

4.1 Stress is the adverse reaction people have to excessive pressures or demands placed on 
them. Stress is not an illness but, sustained over a period of time, it can lead to mental 
and/or physical illness. 
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4.2 Mental health is a term to describe our emotional, psychological, and social wellbeing; it 
affects how we think, feel and act and how we cope with the normal pressures of 
everyday life. Positive mental health is rarely an absolute state since factors inside and 
outside work affect mental health, meaning that we move on a spectrum that ranges 
from being in good to poor mental health. 

4.3 There is an important distinction between working under pressure and experiencing 
stress. Certain levels of pressure are acceptable and normal in every job. They can 
improve performance, enable individuals to meet their full potential and provide a sense 
of achievement and job satisfaction. However, when pressure becomes excessive it 
produces stress and undermines mental health. 

4.4 Pressures outside the workplace, whether the result of unexpected or traumatic events 
such as accidents, illness, bereavement, family breakdown or financial worries, can result 
in stress and poor mental health. They can also compound normal workplace pressures. 

4.5 We recognise that individuals react to similar situations in different ways and that what 
triggers stress and poor mental health varies from person to person. 

5 Supporting mental wellbeing at work 

5.1 We want to ensure that our workplace supports good mental health for all staff. 
However, we recognise that there may be occasions when events at work or outside work 
result in staff feeling that their mental health is suffering. Anyone who feels that they are 
suffering from work-related stress should follow the steps set out in paragraph 6 in 
addition to making use of the support services referred to in this policy which all staff are 
encouraged to access if they ever feel they need support or assistance. 

5.2 All managers should work with HR Manager provide support to staff. In particular, they 
need to: 

(a) Promote a culture of open communication. 

(b) Effectively plan and provide feedback on performance. 

(c) Ensure that staff receive necessary training.  

(d) Monitor workloads and reallocate work where necessary. 

(e) Ensure that staff understand the standards of behaviour expected of them and 
others, and act on behaviour that falls below those standards. 

5.3 Help and information can also be obtained from Mind, the mental health charity, 
www.mind.org.uk or the Samaritans, www.samaritans.org. 

5.4 If any member of staff is considered by their manager or colleagues to be at serious risk of 
self-harm, or of harming others, action must be taken straight away. The matter should 
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be referred to HR Manager who will seek medical advice if that is reasonably practicable. 
Every effort will be made to contact any person nominated by the member of staff as an 
emergency contact. Where necessary the emergency services will be called. The 
wellbeing of the member of staff and those around them will at all times be our first 
concern. 

6 Addressing work-related stress 

6.1 If you believe you are suffering from work-related stress you should discuss this with your 
manager or supervisor in the first instance. If you feel unable to do so you should contact 
HR manager. You should also access the support services referred to in paragraph 5. 

6.2 Once an issue affecting your health comes to the attention of your manager, supervisor, 
or HR Manager we will discuss with you what steps can be taken to address that issue. 
Those steps may include any of the following: 

(a) A review of your current job role, responsibilities, workload and working 
hours. Adjustments may be agreed to these, on a temporary basis and subject 
to further review, where appropriate. 

(b) Where it appears that stress has been caused by bullying or harassment, 
investigation under our Disciplinary and/or Grievance Procedures. 

(c) Referral for medical advice, treatment, and/or a medical report to be provided 
by the Occupational practitioner, our medical advisers or any specialist or GP 
who has been treating you. 

(d) If you are on sickness absence, discussion of an appropriate return to work 
programme. Our Sickness Absence Policy may be applied. 

7 Absence due to stress or mental ill health 

7.1 If you are absent due to work-related stress or mental ill health, you should follow the 
sickness absence reporting procedure contained in your contract and/or our Sickness 
Absence Policy. 

7.2 In cases of prolonged or repeated absence it may be necessary to apply the procedure set 
out in our Sickness Absence Policy and Capability Procedure. 

8 Confidentiality 

8.1 Information about stress, mental health and mental wellbeing is highly sensitive. Every 
member of staff is responsible observing the high level of confidentiality that is required 
when dealing with information about stress or mental health whether they are supporting 
a colleague or because they are otherwise involved in the operation of a workplace policy 
or procedure.  
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8.2 Breach of confidentiality may give rise to disciplinary action. 

8.3 However, there are occasions when information about stress or mental wellbeing need to 
be shared with third parties. For example: 

(a) Where steps need to be taken to address work-related stress such as 
reallocating work within a team. 

(b) Where medical advice is required on how to support a member of staff, 
address issues raised by work-related stress or address issues raised by mental 
ill health.  

(c) Where allegations of harassment, bullying or other misconduct require a 
disciplinary investigation or proceedings to take place.  

(d) Where a member of staff presents an immediate danger to themselves or 
others. 

In these circumstances, wherever possible, matters will be discussed with the member of 
staff concerned before any action is taken. 

9 Protection for those reporting stress or assisting with an investigation 

9.1 Staff who report that they are suffering from work-related stress or mental ill health, who 
support a colleague in making such a report or who participate in any investigation 
connected with this policy in good faith will be protected from any form of intimidation or 
victimisation. 

9.2 If you feel you have been subjected to any such intimidation or victimisation, you should 
seek support from your line manager and the Human Resources Department. You may 
also raise a complaint in accordance with our Grievance Procedure. 

9.3 If, after investigation, you are found to have provided false information in bad faith, you 
will be subject to action under our Disciplinary Procedure. 
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Schedule 32 — Substance misuse policy 

1 About this policy 

1.1 We are committed to providing a safe, healthy, and productive working environment. This 
includes ensuring that all staff are fit to carry out their jobs safely and effectively in an 
environment which is free from alcohol and drug misuse.  

1.2 The purpose of this policy is to increase awareness of the effects of alcohol and drug 
misuse and its likely symptoms and to ensure that: 

(a) All staff are aware of their responsibilities regarding alcohol and drug misuse 
and related problems. 

(b) Staff who have an alcohol or drug-related problem are encouraged to seek 
help, in confidence, at an early stage. 

(c) Staff who have an alcohol or drug-related problem affecting their work are 
dealt with sympathetically, fairly, and consistently. 

1.3 This policy is not intended to apply to "one-off" incidents or offences caused by alcohol or 
drug misuse at or outside work where there is no evidence of an ongoing problem, which 
may damage our reputation, and which are likely to be dealt with under our Disciplinary 
Procedure. 

1.4 We wish to promote a culture which understands and is sympathetic to the problems 
associated with alcohol and drug misuse in which staff with dependency problems are 
encouraged to seek help and are supported. However, we will not accept staff arriving at 
work under the influence of alcohol or drugs, and/or whose ability to work is impaired in 
any way by reason of the consumption of alcohol or drugs, or who consume alcohol or 
take drugs (other than prescription or over the counter medication, as directed) on our 
premises. 

1.5 This policy covers all employees, officers, consultants, contractors, casual workers, and 
agency workers. 

1.6 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Personnel responsible for this policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy but has delegated day-to-day responsibility for overseeing its implementation 
to HR Manager. 
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2.2 All managers have a specific responsibility to operate within the boundaries of this policy, 
to ensure that all staff understand the standards of behaviour expected of them and to 
act when behaviour falls below its requirements. 

2.3 Managers will, if appropriate, be given training in: 

(a) The nature and causes of alcohol and drug problems. 

(b) The effect of alcohol and drug misuse on workplace safety and performance. 

(c) The assistance that can be provided by our Occupational Health Department.  

3 Identifying a problem 

3.1 If you notice a change in a colleague's pattern of behaviour you should encourage them 
to seek assistance through their manager or the Human Resources Department. If they 
will not seek help themselves you should draw the matter to the attention of your 
manager. You should not attempt to cover up for a colleague whose work or behaviour is 
suffering as a result of an alcohol or drug-related problem. 

3.2 If you believe that you have an alcohol or drug-related problem you should seek specialist 
advice and support as soon as possible.  

4 Alcohol and drugs at work 

4.1 Alcohol and drugs can lead to reduced levels of attendance, reduced efficiency and 
performance, impaired judgement and decision making and increased health and safety 
risks for you and other people. Irresponsible behaviour or the commission of offences 
resulting from the use of alcohol or drugs may damage our reputation and, as a result, 
our business. 

4.2 You are expected to arrive at work fit to carry out your job and to be able to perform your 
duties safely without any limitations due to the use or aftereffects of alcohol or drugs. In 
this policy drug use includes the use of controlled drugs, psychoactive (or mind-altering) 
substances formerly known as "legal highs", and the misuse of prescribed or over-the-
counter medication.  

4.3 You should not drink alcohol during the normal working day, at lunchtime, at other 
official breaks and at official work-based meetings and events. Drinking alcohol while at 
work without authorisation or working under the influence of alcohol may be considered 
serious misconduct. 

4.4 You must comply with drink-driving laws and drug-driving laws at all times. Conviction for 
drink-driving or drug-driving offence may harm our reputation and, if your job requires 
you to drive, you may be unable to continue to do your job. Committing a drink-driving or 
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drug-driving offence while working for us or outside working hours may lead to action 
under our Disciplinary Procedure and could result in dismissal.  

4.5 If you are prescribed medication you must seek advice from your GP or pharmacist about 
the possible effect on your ability to carry out your job and whether your duties should be 
modified or you should be temporarily reassigned to a different role. If so you must tell 
your line manager without delay. 

5 Searches 

5.1 We reserve the right to conduct searches for alcohol or drugs on our premises, including, 
but not limited to, searches of lockers, filing cabinets and desks, bags, clothing, packages 
and any other suspicious items on the premises belonging to the person involved. 

5.2 Any alcohol or drugs found as a result of a search will be confiscated and action may be 
taken under our Disciplinary Procedure. 

6 Drug screening 

6.1 All candidates for internal appointment and promotion or in cases where there is 
reasonable cause to suspect that an individual's performance is impaired as the result of 
drug misuse will be asked to participate in a drug screening programme. 

6.2 We will operate a rolling programme of random drug testing, and also conduct post-
accident drug tests. 

6.3 Drug screening will be conducted by the HR Manager who is qualified to carry out such 
testing. Arrangements will be discussed with affected members of staff at the start of 
each screening programme. 

7 Managing suspected substance misuse 

7.1 Where a manager considers that a deterioration in work performance and/or changes in 
patterns of behaviour may be due to alcohol or drug misuse they should seek advice and 
assistance from their line manager.  

7.2 If your manager has reason to believe that you are suffering the effects of alcohol or 
drugs misuse, they will invite you to an investigatory interview. The purpose of the 
interview is to: 

(a) discuss the reason for the investigation and seek your views on, for example, 
the deterioration of your work performance and/or behaviour; and  

(b) where appropriate, offer to refer you to HR Department for medical and/or 
specialist advice. 
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7.3 If you arrive at work and a manager reasonably believes you are under the influence of 
alcohol or drugs, they shall immediately contact HR Manager in order that an 
investigation can be undertaken. 

7.4 If you agree to be referred for Occupational health assessment your manager will request 
an urgent appointment and prepare a letter of referral, a copy of which will be provided 
to you. 

7.5  Occupational health assessment may ask for your consent to approach your GP for 
advice. A report will be sent to your manager who will then reassess the reasons for their 
investigatory meeting with you and decide on the way forward. 

7.6 If, as the result of the meeting or investigation, your manager continues to believe that 
you are suffering the effects of alcohol or drugs misuse and you refuse an offer of referral 
to appropriate treatment providers the matter may be dealt with under our Disciplinary 
Procedure. 

8 Providing support 

8.1 Alcohol and drug-related problems may develop for a variety of reasons and over a 
considerable period of time. We are committed, in so far as possible, to treating these 
problems in a similar way to other health issues. We will provide support where possible 
with a view to a return to full duties. This may include: 

(a) Referral to appropriate treatment providers, where necessary in conjunction 
with your GP. 

(b) Time off work to attend treatment and recognition of any periods of absence 
for such treatment as periods of sickness absence. 

(c) Adjusting your duties or other support as recommended by an Occupational 
Health Practitioner or your GP or specialist during treatment and for an agreed 
period thereafter, subject to operational requirements and feasibility. 

8.2 If you do not finish a programme of treatment, or your recovery and return to work does 
not go as planned, HR Manager will meet with you to decide what further action if any 
should be taken. 

9 Confidentiality 

9.1 We aim to ensure that the confidentiality of any member of staff experiencing alcohol or 
drug-related problems is maintained appropriately. However, it needs to be recognised 
that, in supporting staff, some degree of information sharing is likely to be necessary.  

9.2 If you seek help with an alcohol or drug-related problem directly from  HR Manager and 
you wish to keep matters confidential from your manager and colleagues, this will be 
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respected unless there is reason to believe that this could put you, your colleagues or 
anyone else at risk or carries some other material risk for the business. In those 
circumstances the Occupational Health provider will encourage you to inform your 
manager and will give you sufficient time to do so before discussing the matter with 
them. 

10 Performance and disciplinary issues 

10.1 If you agree to undertake appropriate treatment and/or rehabilitation for an 
acknowledged alcohol or drug-related problem, we may decide to suspend any ongoing 
disciplinary action against you for related misconduct or poor performance, pending the 
outcome of the treatment.  

10.2 Our intention is to support all staff with alcohol or drug-related problems to regain good 
health. Depending on the progress made on the course of treatment, any disciplinary 
action may be suspended for a specified period, discontinued, or restarted at any time as 
we see fit. 
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Schedule 33 — Relationships at work policy 

1 About this policy 

1.1 This policy governs personal relationships in the workplace. When we use the phrase 
"personal relationship" in this policy we mean any emotional or romantic relationship 
which goes beyond the normally accepted boundaries of the professional sphere between 
colleagues. This will include formal, family relationships (for example, where people are 
married or living together). It will also include less formal situations (for example, where 
the parties consider that they are "seeing each other" or "going out together"). 

1.2 This policy applies to all personal relationships between any member of staff, regardless 
of whether those involved work in the same team, department, division, or office, or at 
the same site. 

1.3 This definition is not intended to be exhaustive. Given the sensitive nature of personal 
relationships, all staff are required to use common sense in assessing whether or not this 
policy is relevant to them. If any person is unsure whether this policy applies to their 
circumstances, they should speak to HR Manager in confidence about their situation. 

1.4 We respect the right of all our staff to a private life. We also understand that many 
people meet their partners at work and that personal relationships between staff are 
inevitable. For the avoidance of doubt, this policy is not intended to prohibit staff from 
having a personal relationship with a work colleague. It is intended to set out guidelines 
for their conduct within the workplace and to provide a framework for managers to deal 
sensitively, consistently, and fairly with personal relationships which may affect the 
business. 

1.5 This policy applies to all employees, directors. 

1.6 This policy does not form part of any contract of employment or other contract to provide 
services, and we may amend it at any time. It will be reviewed regularly. 

2 Purpose of this policy 

2.1 In many cases a personal relationship between staff will not interfere with work. 
However, sometimes a personal relationship will be or become problematic because it 
adversely impacts on other colleagues or negatively affects business efficiency. Personal 
relationships can be particularly problematic where they involve members of the same 
team or are between a supervisor or manager and subordinate. 

2.2 This means that personal relationships are potentially a legitimate management concern. 
In issuing this policy, we seek to address the following, non-exhaustive, issues which may 
arise where there is a personal relationship: 

— lack of transparency in relation to workplace matters; 
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— risks to the confidentiality of business information; 
— legal risks regarding discrimination and harassment; 
— potential conflicts of interest of those involved in personal relationships; 
— actual or perceived bias regarding recruitment, promotion, [rostering,] annual leave 

allocation, appraisals, discipline and grievance and other operational matters where 
staff in a personal relationship are also in a direct reporting or subordinate 
relationship; 

— potential for negative effect on general public perception of fairness, objectivity, and 
impartiality; 

— embarrassment of other staff; 
— fear of favouritism by other colleagues; 
— general adverse impact on team dynamics and reduction in team morale; 
— outputs may be disrupted in the event of relationship breakdown; and 
— impact on HR department or management resources and increased legal risks in the 

event of relationship breakdown. 

3 Management guidelines 

3.1 Where a manager becomes aware that a member of their team is in a personal 
relationship with a colleague, they are required to treat this sensitively and, as far as 
possible, in confidence. 

3.2 Most personal relationships should not have a significant impact on the workplace or 
efficiency of work. However, managers need to recognise their responsibility to all team 
members and to the needs of the business. 

3.3 No action should be taken simply because a staff member is in a personal relationship 
with a colleague. Only if there is an issue or risk as outlined above should action be 
considered. 

3.4 Managers will know that they must not discriminate against staff on various protected 
grounds. They should particularly consider the characteristics of sex, sexual orientation, 
and age before taking any action as a result of a personal relationship. For example, it 
should not be assumed that the more junior person in a couple will be transferred out of 
a team, as this could be indirectly discriminatory. 

3.5 Managers should be aware that conduct directed towards a colleague for personal 
reasons may be unwanted and that, in some circumstances, this could amount to 
unlawful harassment for which the employer could be liable. We will take any grievances 
(formal or informal) very seriously and investigate these without delay. Managers should 
escalate any complaints of this nature to HR Manager as soon as possible. 

3.6 Any information regarding personal relationships is confidential and likely to be protected 
under data protection laws. Managers are reminded about their data protection 
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obligations under the law Data Protection Policy, including ensuring the security of such 
information. 

3.7 Managers are also reminded that we have a duty to protect the health and safety of our 
staff and that this includes mental health. If a manager has concerns regarding the health 
impact of a personal relationship on a member of staff they should bring this to the 
attention of HR Manager without delay. 

3.8 Given the highly sensitive nature of personal relationships, managers should seek the 
assistance of HR Manager before dealing with any issues which may arise. They should 
also ensure that a formal note is taken of any meetings to discuss personal relationships. 

4 Conduct of those in personal relationships 

4.1 Any members of staff who are in a personal relationship are expected to conduct 
themselves in a professional manner at work at all times in respect of such relationship. 
This means being considerate of the feelings of their other colleagues in their day-to-day 
dealings and being discrete in any discussions regarding their private life within the 
workplace. Public displays of affection are inappropriate in the work sphere. 

4.2 Our equipment and resources are provided for work purposes only. Any inappropriate use 
in furtherance of a personal relationship will be treated as a disciplinary matter. 

4.3 Our confidentiality rules continue to apply regardless of any personal relationship. Staff 
must ensure that they protect all confidential and commercially sensitive information 
from unauthorised disclosure. 

4.4 Failure to disclose a personal relationship as required by this policy will be treated as a 
disciplinary matter and, subject to investigation, could result in disciplinary action, up to 
and including dismissal. 

5 Discrimination, harassment, and other policies 

5.1 All staff are reminded that they are subject to our policies on equality and diversity, 
discrimination and harassment, confidentiality and trade secrets and data protection and 
that breach of these policies may result in disciplinary action, up to and including 
dismissal. 

5.2 We are committed to providing a workplace which is fair and equal. Nobody will be 
disadvantaged, discriminated against, or otherwise subjected to a detriment because they 
are in a personal relationship. Any member of staff who has concerns about their 
treatment should raise this informally with their line manager in the first instance (if 
appropriate), or otherwise use the formal grievance procedure. 

5.3 We will not tolerate any form of harassment of our staff and will take any allegations 
extremely seriously. Staff are reminded to consider their legal obligations towards 
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colleagues. These may be especially pertinent at the beginning or end of a relationship 
when professionalism and discretion will be particularly important. 



182 

Schedule 34 — Data Protection Policy 

1 Definitions: 

 Automated Decision-Making (ADM) 
 when a decision is made which is based solely on Automated Processing (including 

profiling) which produces legal effects or significantly affects an individual. The GDPR 
prohibits Automated Decision-Making (unless certain conditions are met) but not 
Automated Processing. 

 Automated Processing 
 any form of automated processing of Personal Data consisting of the use of Personal Data 

to evaluate certain personal aspects relating to an individual, in particular to analyse or 
predict aspects concerning that individual's performance at work, economic situation, 
health, personal preferences, interests, reliability, behaviour, location or movements. 
Profiling is an example of Automated Processing. 

 Company name 
 Victorian House (Sales) Ltd. 

 Company Personnel 
 all employees, workers contractors, agency workers, consultants, directors, members, 

and others. 

 Consent 

 agreement which must be freely given, specific, informed and be an unambiguous 
indication of the Data Subject's wishes by which they, by a statement or by a clear 
positive action, signify agreement to the Processing of Personal Data relating to them. 

 Controller 
 the person or organisation that determines when, why and how to process Personal Data. 

It is responsible for establishing practices and policies in line with the GDPR. We are the 
Controller of all Personal Data relating to our Company Personnel and Personal Data used 
in our business for our own commercial purposes. 

 Criminal Convictions Data 
 means personal data relating to criminal convictions and offences and includes personal 

data relating to criminal allegations and proceedings. 

 Data Subject 
 a living, identified or identifiable individual about whom we hold Personal Data. Data 

Subjects may be nationals or residents of any country and may have legal rights regarding 
their Personal Data. 
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 Data Privacy Impact Assessment (DPIA) 
 tools and assessments used to identify and reduce risks of a data processing activity. DPIA 

can be carried out as part of Privacy by Design and should be conducted for all major 
system or business change programmes involving the Processing of Personal Data. 

 Data Protection Officer (DPO) 
 the person required to be appointed in specific circumstances under the GDPR. Where a 

mandatory DPO has not been appointed, this term means a data protection manager or 
other voluntary appointment of a DPO or refers to the Company data privacy team with 
responsibility for data protection compliance. 

 EEA 
 the 28 countries in the EU, and Iceland, Liechtenstein, and Norway. 

 Explicit Consent 
 consent which requires a very clear and specific statement (that is, not just action). 

 General Data Protection Regulation (GDPR) 
 The General Data Protection Regulation ((EU) 2016/679). Personal Data is subject to the 

legal safeguards specified in the GDPR. 

 Personal Data 
 any information identifying a Data Subject or information relating to a Data Subject that 

we can identify (directly or indirectly) from that data alone or in combination with other 
identifiers we possess or can reasonably access. Personal Data includes Special Categories 
of Personal Data and Pseudonymised Personal Data but excludes anonymous data or data 
that has had the identity of an individual permanently removed. Personal data can be 
factual (for example, a name, email address, location, or date of birth) or an opinion 
about that person's actions or behaviour. 

 Personal Data Breach 
 any act or omission that compromises the security, confidentiality, integrity, or availability 

of Personal Data or the physical, technical, administrative, or organisational safeguards 
that we or our third-party service providers put in place to protect it. The loss, or 
unauthorised access, disclosure, or acquisition, of Personal Data is a Personal Data 
Breach. 

 Privacy by Design 
 implementing appropriate technical and organisational measures in an effective manner 

to ensure compliance with the GDPR. 

 Privacy Guidelines 
 The Company privacy and GDPR related guidelines provided to assist in interpreting and 

implementing this Privacy Standard and Related Policies, available here:  
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 Privacy Notices (also referred to as Fair Processing Notices) or Privacy Policies 
 separate notices setting out information that may be provided to Data Subjects when the 

Company collects information about them. These notices may take the form of general 
privacy statements applicable to a specific group of individuals (for example, employee 
privacy notices or the website privacy policy) or they may be stand-alone, one-time 
privacy statements covering Processing related to a specific purpose. 

 Processing or Process 
 any activity that involves the use of Personal Data. It includes obtaining, recording, or 

holding the data, or carrying out any operation or set of operations on the data including 
organising, amending, retrieving, using, disclosing, erasing, or destroying it. Processing 
also includes transmitting or transferring Personal Data to third parties. 

 Pseudonymisation or Pseudonymised 
 replacing information that directly or indirectly identifies an individual with one or more 

artificial identifiers or pseudonyms so that the person, to whom the data relates, cannot 
be identified without the use of additional information which is meant to be kept 
separately and secure. 

 Related Policies 
 The Company's policies, operating procedures or processes related to this Privacy 

Standard and designed to protect Personal Data. 

 Special Categories of Personal Data 
 information revealing racial or ethnic origin, political opinions, religious or similar beliefs, 

trade union membership, physical or mental health conditions, sexual life, sexual 
orientation, biometric or genetic data. 

2 Introduction  

2.1 This Privacy Standard sets out how Victorian House Sales Ltd ("we", "our", "us", "the 
Company") handle the Personal Data of our customers, suppliers, employees, workers 
and other third parties. 

2.2 This Privacy Standard applies to all Personal Data we Process regardless of the media on 
which that data is stored or whether it relates to past or present employees, workers, 
customers, clients or supplier contacts, shareholders, website users or any other Data 
Subject. 

2.3 This Privacy Standard applies to all Company Personnel ("you", "your"). You must read, 
understand, and comply with this Privacy Standard when Processing Personal Data on our 
behalf and attend training on its requirements. This Privacy Standard sets out what we 
expect from you for the Company to comply with applicable law. Your compliance with 
this Privacy Standard is mandatory. Related Policies and Privacy Guidelines are available 
to help you interpret and act in accordance with this Privacy Standard. You must also 
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comply with all such Related Policies and Privacy Guidelines. Any breach of this Privacy 
Standard may result in disciplinary action. 

2.4 Where you have a specific responsibility in connection with Processing such as capturing 
Consent, reporting a Personal Data Breach, conducting a DPIA as referenced in this 
Privacy Standard or otherwise then you must comply with the Related Policies and Privacy 
Guidelines. 

2.5 This Privacy Standard (together with Related Policies and Privacy Guidelines) is an internal 
document and cannot be shared with third parties, clients, or regulators without prior 
authorisation from the DPO. 

3 Scope  

3.1 We recognise that the correct and lawful treatment of Personal Data will maintain 
confidence in the organisation and will provide for successful business operations. 
Protecting the confidentiality and integrity of Personal Data is a critical responsibility that 
we take seriously at all times. The Company is exposed to potential fines of up to EUR20 
million or 4% of total worldwide annual turnover, whichever is higher and depending on 
the breach, for failure to comply with the provisions of the GDPR. 

3.2 All department managers are responsible for ensuring all Company Personnel comply 
with this Privacy Standard and need to implement appropriate practices, processes, 
controls, and training to ensure that compliance. 

3.3 The DPO is responsible for overseeing this Privacy Standard and, as applicable, developing 
Related Policies and Privacy Guidelines. HR Manager 

3.4 Please contact the DPO with any questions about the operation of this Privacy Standard 
or the GDPR or if you have any concerns that this Privacy Standard is not being or has not 
been followed. In particular, you must always contact the DPO in the following 
circumstances: 

(a) if you are unsure of the lawful basis which you are relying on to process 
Personal Data (including the legitimate interests used by the Company) (see 
Paragraph 5.1 below); 

(b) if you need to rely on Consent and/or need to capture Explicit Consent (see 
Paragraph 6 below); 

(c) if you need to draft Privacy Notices (see Paragraph 7 below); 

(d) if you are unsure about the retention period for the Personal Data being 
Processed (see Paragraph 11 below); 
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(e) if you are unsure about what security or other measures you need to 
implement to protect Personal Data (see Paragraph 12.1 below); 

(f) if there has been a Personal Data Breach (Paragraph 13 below); 

(g) if you are unsure on what basis to transfer Personal Data outside the EEA (see 
Paragraph 14 below); 

(h) if you need any assistance dealing with any rights invoked by a Data Subject 
(see Paragraph 15); 

(i) whenever you are engaging in a significant new, or change in, Processing 
activity which is likely to require a DPIA (see Paragraph 19 below) or plan to 
use Personal Data for purposes other than what it was collected for; 

(j) if you plan to undertake any activities involving Automated Processing 
including profiling or Automated Decision-Making (see Paragraph 20 below); 

(k) if you need help complying with applicable law when carrying out direct 
marketing activities (see Paragraph 21 below); or 

(l) if you need help with any contracts or other areas in relation to sharing 
Personal Data with third parties (including our vendors) (see Paragraph 22 
below). 

4 Personal data protection principles 

4.1 We adhere to the principles relating to Processing of Personal Data set out in the GDPR 
which require Personal Data to be: 

(a) processed lawfully, fairly and in a transparent manner (Lawfulness, Fairness 
and Transparency); 

(b) collected only for specified, explicit and legitimate purposes (Purpose 
Limitation); 

(c) adequate, relevant, and limited to what is necessary in relation to the 
purposes for which it is Processed (Data Minimisation); 

(d) accurate and where necessary kept up to date (Accuracy); 

(e) not kept in a form which permits identification of Data Subjects for longer 
than is necessary for the purposes for which the data is Processed (Storage 
Limitation); 

(f) processed in a manner that ensures its security using appropriate technical 
and organisational measures to protect against unauthorised or unlawful 
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Processing and against accidental loss, destruction, or damage (Security, 
Integrity and Confidentiality); 

(g) not transferred to another country without appropriate safeguards being in 
place (Transfer Limitation); and 

(h) made available to Data Subjects and allow Data Subjects to exercise certain 
rights in relation to their Personal Data (Data Subject's Rights and Requests). 

4.2 We are responsible for and must be able to demonstrate compliance with the data 
protection principles listed above (Accountability). 

5 Lawfulness, fairness, transparency 

5.1 Lawfulness and fairness 

5.1.1 Personal data must be Processed lawfully, fairly and in a transparent manner in 
relation to the Data Subject. 

5.1.2 You may only collect, Process, and share Personal Data fairly and lawfully and for 
specified purposes. The GDPR restricts our actions regarding Personal Data to 
specified lawful purposes. These restrictions are not intended to prevent 
Processing but ensure that we Process Personal Data fairly and without adversely 
affecting the Data Subject.  

(a) The GDPR allows Processing for specific purposes, some of which are set out 
below: 

(b) the Data Subject has given his or her Consent; 

(c) the Processing is necessary for the performance of a contract with the Data 
Subject; 

(d) to meet our legal compliance obligations;  

(e) to protect the Data Subject's vital interests; 

(f) to pursue our legitimate interests for purposes where they are not overridden 
because the Processing prejudices the interests or fundamental rights and 
freedoms of Data Subjects. The purposes for which we process Personal Data 
for legitimate interests need to be set out in applicable Privacy Notices.  

5.2 You must identify and document the legal ground being relied on for each Processing 
activity. 
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6 Consent 

6.1 A Controller must only process Personal Data on the basis of one or more of the lawful 
bases set out in the GDPR, which include Consent. 

6.2 A Data Subject consents to Processing of their Personal Data if they indicate agreement 
clearly either by a statement or positive action to the Processing. Consent requires 
affirmative action so silence, pre-ticked boxes or inactivity are unlikely to be sufficient. If 
Consent is given in a document which deals with other matters, then the Consent must be 
kept separate from those other matters.  

6.3 Data Subjects must be easily able to withdraw Consent to Processing at any time and 
withdrawal must be promptly honoured. Consent may need to be refreshed if you intend 
to Process Personal Data for a different and incompatible purpose which was not 
disclosed when the Data Subject first consented.  

6.4 When processing Special Category Data or Criminal Convictions Data, we will usually rely 
on a legal basis for processing other than Explicit Consent or Consent if possible. Where 
Explicit Consent is relied on, you must issue a Privacy Notice to the Data Subject to 
capture Explicit Consent. 

6.5 You will need to evidence Consent captured and keep records of all Consents in 
accordance with Related Policies and Privacy Guidelines so that the Company can 
demonstrate compliance with Consent requirements. 

7 Transparency (notifying Data Subjects) 

7.1 The GDPR requires Data Controllers to provide detailed, specific information to Data 
Subjects depending on whether the information was collected directly from Data Subjects 
or from elsewhere. The information must be provided through appropriate Privacy 
Notices which must be concise, transparent, intelligible, easily accessible, and in clear and 
plain language so that a Data Subject can easily understand them. 

7.2 Whenever we collect Personal Data directly from Data Subjects, including for human 
resources or employment purposes, we must provide the Data Subject with all the 
information required by the GDPR including the identity of the Controller and DPO, how 
and why we will use, Process, disclose, protect and retain that Personal Data through a 
Privacy Notice which must be presented when the Data Subject first provides the 
Personal Data.  

7.3 When Personal Data is collected indirectly (for example, from a third party or publicly 
available source), we must provide the Data Subject with all the information required by 
the GDPR as soon as possible after collecting or receiving the data. We must also check 
that the Personal Data was collected by the third party in accordance with the GDPR and 
on a basis which contemplates our proposed Processing of that Personal Data.  
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7.4 If you are collecting Personal Data from Data Subjects, directly or indirectly, then you 
must provide Data Subjects with a Privacy Notice in accordance with our Related Policies 
and Privacy Guidelines. 

8 Purpose limitation  

8.1 Personal Data must be collected only for specified, explicit and legitimate purposes. It 
must not be further Processed in any manner incompatible with those purposes.  

8.2 You cannot use Personal Data for new, different, or incompatible purposes from that 
disclosed when it was first obtained unless you have informed the Data Subject of the 
new purposes and they have Consented where necessary. 

9 Data minimisation 

9.1 Personal Data must be adequate, relevant, and limited to what is necessary in relation to 
the purposes for which it is Processed. 

9.2 You may only Process Personal Data when performing your job duties requires it. You 
cannot Process Personal Data for any reason unrelated to your job duties.  

9.3 You may only collect Personal Data that you require for your job duties: do not collect 
excessive data. Ensure any Personal Data collected is adequate and relevant for the 
intended purposes. 

9.4 You must ensure that when Personal Data is no longer needed for specified purposes, it is 
deleted or anonymised in accordance with the Company's data retention guidelines.  

10 Accuracy 

10.1 Personal Data must be accurate and, where necessary, kept up to date. It must be 
corrected or deleted without delay when inaccurate. 

10.2 You will ensure that the Personal Data we use, and hold is accurate, complete, kept up to 
date and relevant to the purpose for which we collected it. You must check the accuracy 
of any Personal Data at the point of collection and at regular intervals afterwards. You 
must take all reasonable steps to destroy or amend inaccurate or out-of-date Personal 
Data. 

11 Storage limitation 

11.1 Personal Data must not be kept in an identifiable form for longer than is necessary for the 
purposes for which the data is processed. 

11.2 The Company will maintain retention policies and procedures to ensure Personal Data is 
deleted after a reasonable time for the purposes for which it was being held unless a law 
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requires that data to be kept for a minimum time. You must comply with the Company's 
guidelines on Data Retention.  

11.3 You must not keep Personal Data in a form which permits the identification of the Data 
Subject for longer than needed for the legitimate business purpose or purposes for which 
we originally collected it including for the purpose of satisfying any legal, accounting or 
reporting requirements.  

11.4 You will take all reasonable steps to destroy or erase from our systems all Personal Data 
that we no longer require in accordance with all the Company's applicable records 
retention schedules and policies. This includes requiring third parties to delete that data 
where applicable.  

11.5 You will ensure Data Subjects are informed of the period for which data is stored and how 
that period is determined in any applicable Privacy Notice.  

12 Security integrity and confidentiality 

12.1 Protecting Personal Data 

12.2 Personal Data must be secured by appropriate technical and organisational measures 
against unauthorised or unlawful Processing, and against accidental loss, destruction, or 
damage. 

12.3 We will develop, implement and maintain safeguards appropriate to our size, scope and 
business, our available resources, the amount of Personal Data that we own or maintain 
on behalf of others and identified risks (including use of encryption and 
Pseudonymisation where applicable). We will regularly evaluate and test the 
effectiveness of those safeguards to ensure security of our Processing of Personal Data. 
You are responsible for protecting the Personal Data we hold. You must implement 
reasonable and appropriate security measures against unlawful or unauthorised 
Processing of Personal Data and against the accidental loss of, or damage to, Personal 
Data. You must exercise particular care in protecting Special Categories of Personal Data 
and Criminal Convictions Data from loss and unauthorised access, use or disclosure. 

12.4 You must follow all procedures and technologies we put in place to maintain the security 
of all Personal Data from the point of collection to the point of destruction. You may only 
transfer Personal Data to third-party service providers who agree to comply with the 
required policies and procedures and who agree to put adequate measures in place, as 
requested. 

12.5 You must maintain data security by protecting the confidentiality, integrity, and 
availability of the Personal Data, defined as follows: 

(a) Confidentiality means that only people who have a need to know and are 
authorised to use the Personal Data can access it; 
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(b) Integrity means that Personal Data is accurate and suitable for the purpose for 
which it is processed; and 

(c) Availability means that authorised users are able to access the Personal Data 
when they need it for authorised purposes.  

12.6 You must comply with and not attempt to circumvent the administrative, physical, and 
technical safeguards we implement and maintain in accordance with the GDPR and 
relevant standards to protect Personal Data. 

13 Reporting a Personal Data Breach 

13.1 The GDPR requires Controllers to notify any Personal Data Breach to the applicable 
regulator and, in certain instances, the Data Subject.  

13.2 We have put in place procedures to deal with any suspected Personal Data Breach and 
will notify Data Subjects or any applicable regulator where we are legally required to do 
so. 

13.3 If you know or suspect that a Personal Data Breach has occurred, do not attempt to 
investigate the matter yourself. Immediately contact the person or team designated as 
the key point of contact for Personal Data Breaches the HR Manager. You should preserve 
all evidence relating to the potential Personal Data Breach.  

14 Transfer limitation  

14.1 The GDPR restricts data transfers to countries outside the EEA to ensure that the level of 
data protection afforded to individuals by the GDPR is not undermined. You transfer 
Personal Data originating in one country across borders when you transmit, send, view or 
access that data in or to a different country.  

14.2 You may only transfer Personal Data outside the EEA if one of the following conditions 
applies: 

(a) the European Commission has issued a decision confirming that the country to 
which we transfer the Personal Data ensures an adequate level of protection 
for the Data Subject's rights and freedoms;  

(b)  appropriate safeguards are in place such as binding corporate rules (BCR), 
standard contractual clauses approved by the European Commission, an 
approved code of conduct or a certification mechanism, a copy of which can 
be obtained from the DPO; 

(c) the Data Subject has provided Explicit Consent to the proposed transfer after 
being informed of any potential risks; or 
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(d) the transfer is necessary for one of the other reasons set out in the GDPR 
including the performance of a contract between us and the Data Subject, 
reasons of public interest, to establish, exercise or defend legal claims or to 
protect the vital interests of the Data Subject where the Data Subject is 
physically or legally incapable of giving Consent and, in some limited cases, for 
our legitimate interest. 

15 Data Subject's rights and requests 

15.1 Data Subjects have rights when it comes to how we handle their Personal Data. These 
include rights to: 

(a) withdraw Consent to Processing at any time; 

(b) receive certain information about the Data Controller's Processing activities; 

(c) request access to their Personal Data that we hold; 

(d) prevent our use of their Personal Data for direct marketing purposes;  

(e) ask us to erase Personal Data if it is no longer necessary in relation to the 
purposes for which it was collected or Processed or to rectify inaccurate data 
or to complete incomplete data;  

(f) restrict Processing in specific circumstances; 

(g) challenge Processing which has been justified on the basis of our legitimate 
interests or in the public interest; 

(h) request a copy of an agreement under which Personal Data is transferred 
outside of the EEA;  

(i) object to decisions based solely on Automated Processing, including profiling 
(ADM); 

(j) prevent Processing that is likely to cause damage or distress to the Data 
Subject or anyone else; 

(k) be notified of a Personal Data Breach which is likely to result in high risk to 
their rights and freedoms; 

(l) make a complaint to the supervisory authority; 

(m) in limited circumstances, receive or ask for their Personal Data to be 
transferred to a third party in a structured, commonly used, and machine-
readable format;  
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15.2 You must verify the identity of an individual requesting data under any of the rights listed 
above (do not allow third parties to persuade you into disclosing Personal Data without 
proper authorisation).  

15.3 You must immediately forward any Data Subject request you receive to your manager. 

16 Accountability 

16.1 The Controller must implement appropriate technical and organisational measures in an 
effective manner, to ensure compliance with data protection principles. The Controller is 
responsible for, and must be able to demonstrate, compliance with the data protection 
principles.  

16.2 The Company must have adequate resources and controls in place to ensure and to 
document GDPR compliance including: 

(a) appointing a suitably qualified DPO (where necessary) and an executive 
accountable for data privacy;  

(b) implementing Privacy by Design when Processing Personal Data and 
completing DPIAs where Processing presents a high risk to rights and 
freedoms of Data Subjects;  

(c) integrating data protection into internal documents including this Privacy 
Standard, Related Policies, Privacy Guidelines or Privacy Notices; 

(d) regularly training Company Personnel on the GDPR, this Privacy Standard, 
Related Policies and Privacy Guidelines and data protection matters including, 
for example, Data Subject's rights, Consent, legal basis, DPIA and Personal 
Data Breaches. The Company must maintain a record of training attendance 
by Company Personnel; and  

(e) regularly testing the privacy measures implemented and conducting periodic 
reviews and audits to assess compliance, including using results of testing to 
demonstrate compliance improvement effort. 

17 Record-keeping 

17.1 The GDPR requires us to keep full and accurate records of all our data Processing 
activities.  

17.2 You must keep and maintain accurate corporate records reflecting our Processing 
including records of Data Subjects' Consents and procedures for obtaining Consents in 
accordance with the Company's record keeping guidelines. 

17.3 These records should include, at a minimum, the name and contact details of the 
Controller and the DPO, clear descriptions of the Personal Data types, Data Subject types, 
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Processing activities, Processing purposes, third-party recipients of the Personal Data, 
Personal Data storage locations, Personal Data transfers, the Personal Data's retention 
period and a description of the security measures in place. To create the records, data 
maps should be created which should include the detail set out above together with 
appropriate data flows.  

18 Training and audit 

18.1 We are required to ensure all Company Personnel have undergone adequate training to 
enable them to comply with data privacy laws. We must also regularly test our systems 
and processes to assess compliance.  

18.2 You must undergo all mandatory data privacy related training and ensure your team 
undergo similar mandatory training. 

18.3 You must regularly review all the systems and processes under your control to ensure 
they comply with this Privacy Standard and check that adequate governance controls and 
resources are in place to ensure proper use and protection of Personal Data.  

19 Privacy by Design and Data Protection Impact Assessment (DPIA) 

19.1 We are required to implement Privacy by Design measures when Processing Personal 
Data by implementing appropriate technical and organisational measures (like 
Pseudonymisation) in an effective manner, to ensure compliance with data privacy 
principles.  

19.2 You must assess what Privacy by Design measures can be implemented on all 
programmes, system, or processes that Process Personal Data by considering the 
following: 

(a) the state of the art; 

(b) the cost of implementation; 

(c) the nature, scope, context, and purposes of Processing; and 

(d) the risks of varying likelihood and severity for rights and freedoms of Data 
Subjects posed by the Processing. 

19.3 Data controllers must also conduct DPIAs in respect to high-risk Processing.  

19.4 You should conduct a DPIA (and discuss your findings with the DPO) when implementing 
major system or business change programs involving the Processing of Personal Data 
including: 

(a) use of new technologies (programs, systems, or processes), or changing 
technologies (programs, systems, or processes); 
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(b) automated Processing including profiling and ADM;  

(c) large-scale Processing of Special Categories of Personal Data or Criminal 
Convictions Data; and  

(d) large-scale, systematic monitoring of a publicly accessible area. 

19.5 A DPIA must include: 

(a) a description of the Processing, its purposes and the Data Controller's 
legitimate interests if appropriate;  

(b) an assessment of the necessity and proportionality of the Processing in 
relation to its purpose;  

(c) an assessment of the risk to individuals; and  

(d) the risk mitigation measures in place and demonstration of compliance. 

20 Automated Processing (including profiling) and Automated Decision-Making 

20.1 Generally, ADM is prohibited when a decision has a legal or similar significant effect on an 
individual unless:  

(a) a Data Subject has Explicitly Consented;  

(b) the Processing is authorised by law; or  

(c) the Processing is necessary for the performance of or entering into a contract.  

20.2 If certain types of Special Categories of Personal Data or Criminal Convictions Data are 
being processed, then grounds (b) or (c) will not be allowed but that Special Categories of 
Personal Data and Criminal Convictions Data can be Processed where it is necessary 
(unless less intrusive means can be used) for substantial public interest like fraud 
prevention. 

20.3 If a decision is to be based solely on Automated Processing (including profiling), then Data 
Subjects must be informed when you first communicate with them of their right to object. 
This right must be explicitly brought to their attention and presented clearly and 
separately from other information. Further, suitable measures must be put in place to 
safeguard the Data Subject's rights and freedoms and legitimate interests.  

20.4 We must also inform the Data Subject of the logic involved in the decision making or 
profiling, the significance and envisaged consequences and give the Data Subject the right 
to request human intervention, express their point of view or challenge the decision.  

20.5 A DPIA must be carried out before any Automated Processing (including profiling) or ADM 
activities are undertaken. 
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20.6 Where you are involved in any data Processing activity that involves profiling or ADM, you 
must comply with the Company's guidelines on profiling or ADM. 

21 Direct marketing  

21.1 We are subject to certain rules and privacy laws when marketing to our customers.  

21.2 For example, a Data Subject's prior consent is required for electronic direct marketing (for 
example, by email, text, or automated calls). The limited exception for existing customers 
known as "soft opt in" allows organisations to send marketing texts or emails if they have 
obtained contact details in the course of a sale to that person, they are marketing similar 
products or services, and they gave the person an opportunity to opt out of marketing 
when first collecting the details and in every subsequent message.  

21.3 The right to object to direct marketing must be explicitly offered to the Data Subject in an 
intelligible manner so that it is clearly distinguishable from other information. 

21.4 A Data Subject's objection to direct marketing must be promptly honoured. If a customer 
opts out at any time, their details should be suppressed as soon as possible. Suppression 
involves retaining just enough information to ensure that marketing preferences are 
respected in the future. 

21.5 You must comply with the Company’s guidelines on direct marketing to customers. 

22 Sharing Personal Data  

22.1 Generally, we are not allowed to share Personal Data with third parties unless certain 
safeguards and contractual arrangements have been put in place.  

22.2 You may only share the Personal Data we hold with another employee, agent or 
representative of our group (which includes our subsidiaries and our ultimate holding 
company along with its subsidiaries) if the recipient has a job-related need to know the 
information and the transfer complies with any applicable cross-border transfer 
restrictions. 

22.3 You may only share the Personal Data we hold with third parties, such as our service 
providers, if: 

(a) they have a need to know the information for the purposes of providing the 
contracted services;  

(b) sharing the Personal Data complies with the Privacy Notice provided to the 
Data Subject and, if required, the Data Subject's Consent has been obtained; 
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(c) the third party has agreed to comply with the required data security 
standards, policies and procedures and put adequate security measures in 
place; 

(d) the transfer complies with any applicable cross border transfer restrictions; 
and  

(e) a fully executed written contract that contains GDPR-approved third party 
clauses has been obtained. 

23 You must comply with the Company's guidelines on sharing data with third parties. 

24 Changes to this Privacy Standard  

24.1 We keep this Privacy Standard under regular review. 

24.2 This Privacy Standard does not override any applicable national data privacy laws and 
regulations in countries where the Company operates.  

25 Acknowledgement of receipt and review 

25.1 I, [EMPLOYEE NAME], acknowledge that on [DATE], I received and read a copy of the 
Victorian House Sales Ltd 's Privacy Standard, dated and understand that I am responsible 
for knowing and abiding by its terms. This Privacy Standard does not set terms or 
conditions of employment or form part of an employment contract. 

Signed ………………………………………………………. 

Printed Name ………………………………………………. 

Date …………………………………………………………. 
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Schedule 35 — CCTV policy 

1 Policy statement 

1.1 We believe that CCTV and other surveillance systems have a legitimate role to play in 
helping to maintain a safe and secure environment for all our staff and visitors. However, 
we recognise that this may raise concerns about the effect on individuals and their 
privacy. This policy is intended to address such concerns. Images recorded by surveillance 
systems are personal data which must be processed in accordance with data protection 
laws. We are committed to complying with our legal obligations and ensuring that the 
legal rights of staff, relating to their personal data, are recognised and respected. 

1.2 This policy is intended to assist staff in complying with their own legal obligations when 
working with personal data. In certain circumstances, misuse of information generated by 
CCTV or other surveillance systems could constitute a criminal offence. 

2 Definitions 

2.1 For the purposes of this policy, the following terms have the following meanings: 

 CCTV 
 means fixed and domed cameras designed to capture and record images of individuals 

and property. 

 Data 
 is information, which is stored electronically, or in certain paper-based filing systems. In 

respect of CCTV, this generally means video images. It may also include static pictures 
such as printed screen shots. 

 Data subjects 
 means all living individuals about whom we hold personal information as a result of the 

operation of our CCTV (or other surveillance systems). 

 Personal data 
 means data relating to a living individual who can be identified from that data (or other 

data in our possession). This will include video images of identifiable individuals. 

 Data controllers 
 are the people who, or organisations which, determine the manner in which any personal 

data is processed. They are responsible for establishing practices and policies to ensure 
compliance with the law. 

 Data users 
 are those of our employees whose work involves processing personal data. This will 

include those whose duties are to operate CCTV cameras and other surveillance systems 
to record, monitor, store, retrieve and delete images. Data users must protect the data 
they handle in accordance with this policy Data Protection Policy. 
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 Data processors 
 are any person or organisation that is not a data user (or other employee of a data 

controller) that processes data on our behalf and in accordance with our instructions (for 
example, a supplier which handles data on our behalf). 

 Processing 
 is any activity which involves the use of data. It includes obtaining, recording, or holding 

data, or carrying out any operation on the data including organising, amending, retrieving, 
using, disclosing, or destroying it. Processing also includes transferring personal data to 
third parties. 

 Surveillance systems 
 means any devices or systems designed to monitor or record images of individuals or 

information relating to individuals. The term includes CCTV systems as well as any 
technology that may be introduced in the future such as automatic number plate 
recognition (ANPR), body worn cameras, unmanned aerial systems and any other systems 
that capture information of identifiable individuals or information relating to identifiable 
individuals. 

3 About this policy 

3.1 We currently use CCTV cameras to view and record individuals on [and around] our 
premises. This policy outlines why we use CCTV, how we will use CCTV and how we will 
process data recorded by CCTV cameras to ensure we are compliant with data protection 
law and best practice. This policy also explains how to make a subject access request in 
respect of personal data created by CCTV. 

3.2 We recognise that information that we hold about individuals is subject to data 
protection legislation. The images of individuals recorded by CCTV cameras in the 
workplace are personal data and therefore subject to the legislation. We are a data 
controller and we have registered our use of CCTV with the Information Commissioner. 
We are committed to complying with our legal obligations and seek to comply with best 
practice suggestions from the Information Commissioner's Office (ICO). 

3.3 This policy covers all employees and other individuals working and/or visiting our 
premises). 

3.4 This policy is non-contractual and does not form part of the terms and conditions of any 
employment or other contract. We may amend this policy at any time. The policy will be 
regularly reviewed to ensure that it meets legal requirements, relevant guidance 
published by the ICO and industry standards. 

3.5 A breach of this policy may, in appropriate circumstances, be treated as a disciplinary 
matter. Following investigation, a breach of this policy may be regarded as misconduct 
leading to disciplinary action, up to and including dismissal. 
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4 Personnel responsible 

4.1 The board of directors has overall responsibility for ensuring compliance with relevant 
legislation and the effective operation of this policy. Day-to-day management 
responsibility for deciding what information is recorded, how it will be used and to whom 
it may be disclosed has been delegated to HR Manager. Day-to-day operational 
responsibility for CCTV cameras and the storage of data recorded is the responsibility of 
HR Manager. 

4.2 Responsibility for keeping this policy up to date has been delegated to HR Manager. 

5 Reasons for the use of CCTV 

5.1 We currently use CCTV around our site as outlined below. We believe that such use is 
necessary for legitimate business purposes, including: 

(a) to prevent crime and protect buildings and assets from damage, disruption, 
vandalism, and other crime; 

(b) for the personal safety of staff, visitors, and other members of the public and 
to act as a deterrent against crime; 

(c) to support law enforcement bodies in the prevention, detection, and 
prosecution of crime; 

(d) to assist in day-to-day management, including ensuring the health and safety 
of staff and others; 

(e) to assist in the effective resolution of disputes which arise in the course of 
disciplinary or grievance proceedings; 

(f) to assist in the defence of any civil litigation, including employment tribunal 
proceedings; 

This list is not exhaustive and other purposes may be or become relevant. 

6 Monitoring 

6.1 CCTV monitors the exterior of the building and certain areas within the building 24 hours 
a day and this data is continuously recorded. 

6.2 Camera locations are chosen to minimise viewing of spaces not relevant to the legitimate 
purpose of the monitoring. As far as practically possible, CCTV cameras will not focus on 
private homes, gardens, or other areas of private property. 

6.3 Images are monitored by authorised personnel 24 hours a day. 
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6.4 Staff using surveillance systems will be given appropriate training to ensure they 
understand and observe the legal requirements related to the processing of relevant 
data. 

7 How we will operate any CCTV 

7.1 Where CCTV cameras are placed in the workplace, we will ensure that signs are displayed 
at the entrance of the surveillance zone to alert individuals that their image may be 
recorded. Such signs will contain details of the organisation operating the system, the 
purpose for using the surveillance system and who to contact for further information, 
where these things are not obvious to those being monitored. 

7.2 Live feeds from CCTV cameras will only be monitored where this is reasonably necessary, 
for example to protect health and safety. 

7.3 We will ensure that live feeds from cameras and recorded images are only viewed by 
approved members of staff whose role requires them to have access to such data. This 
may include HR staff involved with disciplinary or grievance matters. Recorded images will 
only be viewed in designated, secure offices. 

8 Use of data gathered by CCTV 

8.1 In order to ensure that the rights of individuals recorded by the CCTV system are 
protected, we will ensure that data gathered from CCTV cameras is stored in a way that 
maintains its integrity and security. This may include encrypting the data, where it is 
possible to do so. 

8.2 Given the large amount of data generated by surveillance systems, we may store video 
footage using a cloud computing system. We will take all reasonable steps to ensure that 
any cloud service provider maintains the security of our information, in accordance with 
industry standards. 

8.3 We may engage data processors to process data on our behalf. We will ensure reasonable 
contractual safeguards are in place to protect the security and integrity of the data. 

9 Retention and erasure of data gathered by cctv 

9.1.1 Data recorded by the CCTV system will be stored digitally using a cloud computing 
system. Data from CCTV cameras will not be retained indefinitely but will be 
permanently deleted once there is no reason to retain the recorded information. 
Exactly how long images will be retained for will vary according to the purpose for 
which they are being recorded. For example, where images are being recorded for 
crime prevention purposes, data will be kept long enough only for incidents to 
come to light. In all other cases, recorded images will be kept for no longer than 90 
days. We will maintain a comprehensive log of when data is deleted. 
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9.1.2 At the end of their useful life, all images stored in whatever format will be erased 
permanently and securely. Any physical matter such as tapes or discs will be 
disposed of as confidential waste. Any still photographs and hard copy prints will 
be disposed of as confidential waste. 

10 Use of additional surveillance systems 

10.1 Prior to introducing any new surveillance system, including placing a new CCTV camera in 
any workplace location, we will carefully consider if they are appropriate by carrying out a 
privacy impact assessment (DPIA). 

10.2 A PIA is intended to assist us in deciding whether new surveillance cameras are necessary 
and proportionate in the circumstances and whether they should be used at all or 
whether any limitations should be placed on their use. 

10.3 Any PIA will consider the nature of the problem that we are seeking to address at that 
time and whether the surveillance camera is likely to be an effective solution, or whether 
a better solution exists. In particular, we will consider the effect a surveillance camera will 
have on individuals and therefore whether its use is a proportionate response to the 
problem identified. 

10.4 No surveillance cameras will be placed in areas where there is an expectation of privacy 
(for example, in changing rooms) unless, in very exceptional circumstances, it is judged by 
us to be necessary to deal with very serious concerns. 

11 Covert monitoring 

11.1 We will never engage in covert monitoring or surveillance (that is, where individuals are 
unaware that the monitoring or surveillance is taking place) unless, in highly exceptional 
circumstances, there are reasonable grounds to suspect that criminal activity or 
extremely serious malpractice is taking place and, after suitable consideration, we 
reasonably believe there is no less intrusive way to tackle the issue. 

11.2 In the unlikely event that covert monitoring is considered to be justified, it will only be 
carried out with the express authorisation of Managing Director. The decision to carry out 
covert monitoring will be fully documented and will set out how the decision to use 
covert means was reached and by whom. The risk of intrusion on innocent workers will 
always be a primary consideration in reaching any such decision. 

11.3 Only limited numbers of people will be involved in any covert monitoring. 

11.4 Covert monitoring will only be carried out for a limited and reasonable period of time 
consistent with the objectives of making the recording and will only relate to the specific 
suspected illegal or unauthorised activity. 
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12 Ongoing review of cctv use 

12.1 We will ensure that the ongoing use of existing CCTV cameras in the workplace is 
reviewed annually to ensure that their use remains necessary and appropriate, and that 
any surveillance system is continuing to address the needs that justified its introduction. 

13 Requests for disclosure 

13.1 No images from our CCTV cameras will be disclosed to any third party, without express 
permission being given by Managing Director. Data will not normally be released unless 
satisfactory evidence that it is required for legal proceedings or under a court order has 
been produced. 

13.2 In other appropriate circumstances, we may allow law enforcement agencies to view or 
remove CCTV footage where this is required in the detection or prosecution of crime. 

13.3 We will maintain a record of all disclosures of CCTV footage subject to document 
retention guidelines. 

13.4 No images from CCTV will ever be posted online or disclosed to the media. 

14 Subject Access Requests 

14.1 Data subjects may make a request for disclosure of their personal information and this 
may include CCTV images (data subject access request). A data subject access request is 
subject to the statutory conditions from time to time in place and should be made in 
writing, in accordance with our subject access policy which can be found in the staff 
handbook within the data protection policy. 

14.2 In order for us to locate relevant footage, any requests for copies of recorded CCTV 
images must include the date and time of the recording, the location where the footage 
was captured and, if necessary, information identifying the individual. 

14.3 We reserve the right to obscure images of third parties when disclosing CCTV data as part 
of a subject access request, where we consider it necessary to do so. 

15 Complaints 

15.1 If any member of staff has questions about this policy or any concerns about our use of 
CCTV, then they should speak to HR Manager in the first instance. 

15.2 Where this is not appropriate or matters cannot be resolved informally, employees 
should use our formal grievance procedure. 
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16 Requests to prevent processing 

16.1 We recognise that, in rare circumstances, individuals may have a legal right to object to 
processing and in certain circumstances, to prevent automated decision making (see 
Articles 21 and 22 of the GDPR). For further information regarding this, please contact HR 
Manager. 
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Schedule 36 — Privacy notice for employees, workers, and contractors 

1 What is the purpose of this document? 

Victorian House Sales Ltd is committed to protecting the privacy and security of your 
personal information. 

This privacy notice describes how we collect and use personal information about you 
during and after your working relationship with us, in accordance with the General Data 
Protection Regulation (GDPR). 

It applies to all employees, workers, and contractors. 

 

Victorian House Sales Ltd is a "data controller". This means that we are responsible for 
deciding how we hold and use personal information about you. We are required under 
data protection legislation to notify you of the information contained in this privacy 
notice. 

This notice applies to current and former employees, workers, and contractors. This 
notice does not form part of any contract of employment or other contract to provide 
services. We may update this notice at any time but if we do so, we will provide you with 
an updated copy of this notice as soon as reasonably practical. 

It is important that you read and retain this notice, together with any other privacy notice 
we may provide on specific occasions when we are collecting or processing personal 
information about you, so that you are aware of how and why we are using such 
information and what your rights are under the data protection legislation. 

2 Data protection principles 

We will comply with data protection law. This says that the personal information we 
hold about you must be: 

1. Used lawfully, fairly and in a transparent way. 

2. Collected only for valid purposes that we have clearly explained to you and not used 
in any way that is incompatible with those purposes. 

3. Relevant to the purposes we have told you about and limited only to those purposes. 

4. Accurate and kept up to date. 

5. Kept only as long as necessary for the purposes we have told you about. 

6. Kept securely. 
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3 The kind of information we hold about you 

Personal data, or personal information, means any information about an individual 
from which that person can be identified. It does not include data where the identity 
has been removed (anonymous data). 

There are certain types of more sensitive personal data which require a higher level of 
protection, such as information about a person's health or sexual orientation. 
Information about criminal convictions also warrants this higher level of protection. 

 

We will collect, store, and use the following categories of personal information about you: 

— Personal contact details such as name, title, addresses, telephone numbers, and 
personal email addresses. 

— Date of birth. 
— Gender. 
— Marital status and dependants. 
— Next of kin and emergency contact information. 
— National Insurance number. 
— Bank account details, payroll records and tax status information. 
— Salary, annual leave, pension, and benefits information. 
— Start date and, if different, the date of your continuous employment. 
— Leaving date and your reason for leaving. 
— Location of employment or workplace. 
— Copy of driving licence. 
— Recruitment information (including copies of right to work documentation, references 

and other information included in a CV or cover letter or as part of the application 
process). 

— Employment records (including job titles, work history, working hours, holidays, 
training records and professional memberships). 

— Compensation history. 
— Performance information. 
— Disciplinary and grievance information. 
— CCTV footage and other information obtained through electronic means such as swipe 

card records. 
— Information about your use of our information and communications systems. 
— Photographs. 
— Results of HMRC employment status check, details of your interest in and connection 

with the intermediary through which your services are supplied. 

We may also collect, store, and use the following more sensitive types of personal 
information: 
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— Information about your race or ethnicity, religious beliefs, sexual orientation, and 
political opinions. 

— Trade union membership. 
— Information about your health, including any medical condition, health, and sickness 

records, including: 
o where you leave employment and under any share plan operated by a group 

company the reason for leaving is determined to be ill-health, injury or disability, 
the records relating to that decision; 

o details of any absences (other than holidays) from work including time on 
statutory parental leave and sick leave; and 

o where you leave employment and the reason for leaving is related to your 
health, information about that condition needed for pensions and permanent 
health insurance purposes. 

— Biometric data. 
— Information about criminal convictions and offences. 

4 How is your personal information collected? 

We collect personal information about employees, workers and contactors through the 
application and recruitment process, either directly from candidates or sometimes from 
an employment agency or background check provider. We may sometimes collect 
additional information from third parties including former employers, credit reference 
agencies or other background check agencies. 

We will collect additional personal information in the course of job-related activities 
throughout the period of you working for us.  

5 How we will use information about you 

We will only use your personal information when the law allows us to. Most commonly, 
we will use your personal information in the following circumstances: 

1. Where we need to perform the contract we have entered into with you. 

2. Where we need to comply with a legal obligation. 

3. Where it is necessary for legitimate interests pursued by us or a third party and your 
interests and fundamental rights do not override those interests.  

We may also use your personal information in the following situations, which are likely 
to be rare: 

1. Where we need to protect your interests (or someone else's interests). 

2. Where it is needed in the public interest [or for official purposes]. 
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6 Situations in which we will use your personal information 

We need all the categories of information in the list above primarily to allow us to 
perform our contract with you [*] and to enable us to comply with legal obligations [**]. 
In some cases, we may use your personal information to pursue legitimate interests [***], 
provided your interests and fundamental rights do not override those interests. The 
situations in which we will process your personal information are listed below. We have 
indicated by asterisks the purpose or purposes for which we are processing or will process 
your personal information, as well as providing a description of which categories of data 
are involved. Where a legitimate interest is involved, we state what the legitimate 
interest is. 

— Making a decision about your recruitment or appointment. * 
— Determining the terms on which you work for us. 
— Checking you are legally entitled to work in the UK. 
— Paying you and, if you are an employee or deemed employee for tax purposes, 

deducting tax and National Insurance contributions (NICs).] 
— Providing the following benefits to you: Pension 
— Enrolling you in a pension arrangement in accordance with our statutory automatic 

enrolment duties. 
— Administering the contract, we have entered into with you. 
— Business management and planning, including accounting and auditing. 
— Conducting performance reviews, managing performance, and determining 

performance requirements. 
— Making decisions about salary reviews and compensation. 
— Assessing qualifications for a particular job or task, including decisions about 

promotions.] 
— Gathering evidence for possible grievance or disciplinary hearings. 
— Making decisions about your continued employment or engagement. 
— Making arrangements for the termination of our working relationship. 
— Education, training, and development requirements. 
— Dealing with legal disputes involving you, or other employees, workers, and 

contractors, including accidents at work. 
— Ascertaining your fitness to work. 
— Managing sickness absence. 
— Complying with health and safety obligations. 
— To prevent fraud. 
— To monitor your use of our information and communication systems to ensure 

compliance with our IT policies. 
— To ensure network and information security, including preventing unauthorised access 

to our computer and electronic communications systems and preventing malicious 
software distribution. 

— To conduct data analytics studies to review and better understand employee retention 
and attrition rates. 
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— Equal opportunities monitoring. 

Some of the above grounds for processing will overlap and there may be several grounds 
which justify our use of your personal information.  

7 If you fail to provide personal information 

If you fail to provide certain information when requested, we may not be able to perform 
the contract we have entered into with you (such as paying you or providing a benefit), or 
we may be prevented from complying with our legal obligations (such as to ensure the 
health and safety of our workers). 

8 Change of purpose 

We will only use your personal information for the purposes for which we collected it, 
unless we reasonably consider that we need to use it for another reason and that reason 
is compatible with the original purpose. If we need to use your personal information for 
an unrelated purpose, we will notify you and we will explain the legal basis which allows 
us to do so.  

Please note that we may process your personal information without your knowledge or 
consent, in compliance with the above rules, where this is required or permitted by law. 

9 How we use particularly sensitive personal information  

"Special categories" of particularly sensitive personal information, such as information 
about your health, racial or ethnic origin, sexual orientation, or trade union 
membership, require higher levels of protection. We need to have further justification 
for collecting, storing, and using this type of personal information. We have in place an 
appropriate policy document and safeguards which we are required by law to maintain 
when processing such data. We may process special categories of personal information 
in the following circumstances: 

1. In limited circumstances, with your explicit written consent. 

2. Where we need to carry out our legal obligations or exercise rights in connection 
with employment.  

3. Where it is needed in the public interest, such as for equal opportunities monitoring 
[or in relation to our occupational pension scheme]. 

Less commonly, we may process this type of information where it is needed in relation 
to legal claims or where it is needed to protect your interests (or someone else's 
interests) and you are not capable of giving your consent, or where you have already 
made the information public.  
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10 Situations in which we will use your sensitive personal information 

In general, we will not process particularly sensitive personal information about you 
unless it is necessary for performing or exercising obligations or rights in connection with 
employment. On rare occasions, there may be other reasons for processing, such as it is 
in the public interest to do so. The situations in which we will process your particularly 
sensitive personal information are listed below. We have indicated the purpose or 
purposes for which we are processing or will process your more sensitive personal 
information. 

— We will use information about your physical or mental health, or disability status, to 
ensure your health and safety in the workplace and to assess your fitness to work, to 
provide appropriate workplace adjustments, to monitor and manage sickness absence 
and to administer benefits including statutory maternity pay, statutory sick pay, 
pensions and permanent health insurance. We need to process this information to 
exercise rights and perform obligations in connection with your employment. 

11 Do we need your consent? 

We do not need your consent if we use special categories of your personal information in 
accordance with our written policy to carry out our legal obligations or exercise specific 
rights in the field of employment law. In limited circumstances, we may approach you for 
your written consent to allow us to process certain particularly sensitive data. If we do so, 
we will provide you with full details of the information that we would like and the reason 
we need it, so that you can carefully consider whether you wish to consent. You should be 
aware that it is not a condition of your contract with us that you agree to any request for 
consent from us. 

12 Information about criminal convictions 

We may only use information relating to criminal convictions where the law allows 
us to do so. This will usually be where such processing is necessary to carry out our 
obligations and provided we do so in line with our data protection policy. 

 

We do not envisage that we will hold information about criminal convictions.  

We will only collect information about criminal convictions if it is appropriate given the 
nature of the role and where we are legally able to do so. Where appropriate, we will 
collect information about criminal convictions as part of the recruitment process or we 
may be notified of such information directly by you in the course of you working for us. 

13 Automated decision-making 

Automated decision-making takes place when an electronic system uses personal 
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information to make a decision without human intervention. We are allowed to use 
automated decision-making in the following circumstances: 

1. Where we have notified you of the decision and given you 21 days to request a 
reconsideration. 

2. Where it is necessary to perform the contract with you and appropriate measures 
are in place to safeguard your rights. 

3. In limited circumstances, with your explicit written consent and where appropriate 
measures are in place to safeguard your rights. 

If we make an automated decision on the basis of any particularly sensitive personal 
information, we must have either your explicit written consent or it must be justified in 
the public interest, and we must also put in place appropriate measures to safeguard 
your rights. 

 

You will not be subject to decisions that will have a significant impact on you based solely 
on automated decision-making unless we have a lawful basis for doing so and we have 
notified you. 

14 Data sharing 

We may have to share your data with third parties, including third-party service 
providers and other entities in the group. 

We require third parties to respect the security of your data and to treat it in 
accordance with the law. 

We may transfer your personal information outside the UK. 

If we do, you can expect a similar degree of protection in respect of your personal 
information. 

15 Why might you share my personal information with third parties? 

We will share your personal information with third parties where required by law, where 
it is necessary to administer the working relationship with you or where we have another 
legitimate interest in doing so.  

16 Which third-party service providers process my personal information? 

"Third parties" includes third-party service providers (including contractors and 
designated agents) and other entities within our group.  
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 We will share personal data regarding your participation in any pension arrangement 
operated by a group company with the trustees or scheme managers of the arrangement 
in connection with the administration of the arrangements. 

17 How secure is my information with third-party service providers and other entities in 
our group? 

All our third-party service providers and other entities in the group are required to take 
appropriate security measures to protect your personal information in line with our 
policies. We do not allow our third-party service providers to use your personal data for 
their own purposes. We only permit them to process your personal data for specified 
purposes and in accordance with our instructions. 

18 When might you share my personal information with other entities in the group? 

We will share your personal information with other entities in our group [as part of our 
regular reporting activities on company performance, in the context of a business 
reorganisation or group restructuring exercise, for system maintenance support and 
hosting of data  

19 What about other third parties? 

We may share your personal information with other third parties, for example in the 
context of the possible sale or restructuring of the business. In this situation we will, so 
far as possible, share anonymised data with the other parties before the transaction 
completes. Once the transaction is completed, we will share your personal data with the 
other parties if and to the extent required under the terms of the transaction. 

We may also need to share your personal information with a regulator or to otherwise 
comply with the law. This may include making returns to HMRC, disclosures to stock 
exchange regulators and disclosures to shareholders such as directors' remuneration 
reporting requirements. 

20 Data security 

We have put in place measures to protect the security of your information. Details of 
these measures are available upon request. 

Third parties will only process your personal information on our instructions and where 
they have agreed to treat the information confidentially and to keep it secure. 

 

We have put in place appropriate security measures to prevent your personal information 
from being accidentally lost, used, or accessed in an unauthorised way, altered, or 
disclosed. In addition, we limit access to your personal information to those employees, 
agents, contractors and other third parties who have a business need to know. They will 
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only process your personal information on our instructions, and they are subject to a duty 
of confidentiality. Details of these measures may be obtained from HR Manager. 

We have put in place procedures to deal with any suspected data security breach and will 
notify you and any applicable regulator of a suspected breach where we are legally 
required to do so. 

21 Data retention 

21.1 How long will you use my information for? 

We will only retain your personal information for as long as necessary to fulfil the 
purposes we collected it for, including for the purposes of satisfying any legal, accounting, 
or reporting requirements. Details of retention periods for different aspects of your 
personal information are available in our retention policy which is available from HR 
Manager. To determine the appropriate retention period for personal data, we consider 
the amount, nature, and sensitivity of the personal data, the potential risk of harm from 
unauthorised use or disclosure of your personal data, the purposes for which we process 
your personal data and whether we can achieve those purposes through other means, 
and the applicable legal requirements.  

In some circumstances we may anonymise your personal information so that it can no 
longer be associated with you, in which case we may use such information without 
further notice to you. Once you are no longer an employee, worker, or contractor of the 
company we will retain and securely destroy your personal information in accordance 
with applicable laws and regulations. 

22 Rights of access, correction, erasure, and restriction  

22.1 Your duty to inform us of changes 

It is important that the personal information we hold about you is accurate and current. 
Please keep us informed if your personal information changes during your working 
relationship with us.  

23 Your rights in connection with personal information 

Under certain circumstances, by law you have the right to: 

— Request access to your personal information (commonly known as a "data subject 
access request"). This enables you to receive a copy of the personal information we 
hold about you and to check that we are lawfully processing it. 

— Request correction of the personal information that we hold about you. This enables 
you to have any incomplete or inaccurate information we hold about you corrected. 

— Request erasure of your personal information. This enables you to ask us to delete or 
remove personal information where there is no good reason for us continuing to 
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process it. You also have the right to ask us to delete or remove your personal 
information where you have exercised your right to object to processing (see below). 

— Object to processing of your personal information where we are relying on a 
legitimate interest (or those of a third party) and there is something about your 
particular situation which makes you want to object to processing on this ground. You 
also have the right to object where we are processing your personal information for 
direct marketing purposes. 

— Request the restriction of processing of your personal information. This enables you 
to ask us to suspend the processing of personal information about you, for example if 
you want us to establish its accuracy or the reason for processing it. 

— Request the transfer of your personal information to another party.  

If you want to review, verify, correct or request erasure of your personal information, 
object to the processing of your personal data, or request that we transfer a copy of your 
personal information to another party, please contact HR Manager in writing. 

24 No fee usually required 

You will not have to pay a fee to access your personal information (or to exercise any of 
the other rights). However, we may charge a reasonable fee if your request for access is 
clearly unfounded or excessive. Alternatively, we may refuse to comply with the request 
in such circumstances. 

25 What we may need from you 

We may need to request specific information from you to help us confirm your identity 
and ensure your right to access the information (or to exercise any of your other rights). 
This is another appropriate security measure to ensure that personal information is not 
disclosed to any person who has no right to receive it. 

26 Right to withdraw consent 

In the limited circumstances where you may have provided your consent to the collection, 
processing, and transfer of your personal information for a specific purpose, you have the 
right to withdraw your consent for that specific processing at any time. To withdraw your 
consent, please contact HR Manager. Once we have received notification that you have 
withdrawn your consent, we will no longer process your information for the purpose or 
purposes you originally agreed to, unless we have another legitimate basis for doing so in 
law. 

27 Data protection officer 

We have appointed a data protection officer (DPO) to oversee compliance with this 
privacy notice. If you have any questions about this privacy notice or how we handle your 
personal information, please contact the HR Manager. You have the right to make a 
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complaint at any time to the Information Commissioner's Office (ICO), the UK supervisory 
authority for data protection issues. 

28 Changes to this privacy notice 

We reserve the right to update this privacy notice at any time, and we will provide you 
with a new privacy notice when we make any substantial updates. We may also notify you 
in other ways from time to time about the processing of your personal information.  

If you have any questions about this privacy notice, please contact HR Manager. 

29 I,___________________________ (employee/worker/contractor name), acknowledge 
that on _________________________ (date), I received a copy of Victorian House Sales 
Ltd 's privacy notice for employees, workers and contractors and that I have read and 
understood it. 

Signature ………………………………………………………. 

Printed Name ………………………………………………. 
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Schedule 37 — IT and communications systems policy 

1 About this policy 

1.1 Our IT and communications systems are intended to promote effective communication 
and working practices within our organisation. This policy outlines the standards you 
must observe when using these systems, the circumstances in which we will monitor your 
use, and the action we will take in respect of breaches of these standards. 

1.2 This policy covers all employees, officers, consultants, contractors, casual workers, agency 
workers and anyone who has access to our IT and communication systems. 

1.3 Misuse of IT and communications systems can damage the business and our reputation. 
Breach of this policy may be dealt with under our Disciplinary Procedure and, in serious 
cases, may be treated as gross misconduct leading to summary dismissal. 

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Personnel responsible for the policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy and for ensuring compliance with the relevant statutory framework. Day-to-
day responsibility for operating the policy and ensuring its maintenance and review has 
been delegated to the Head of the IT Department. 

2.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

2.3 The IT Department will deal with requests for permission or assistance under any 
provisions of this policy and may specify certain standards of equipment or procedures to 
ensure security and compatibility. 

3 Equipment security and passwords 

3.1 You are responsible for the security of the equipment allocated to or used by you and 
must not allow it to be used by anyone other than in accordance with this policy. 

3.2 You are responsible for the security of any computer terminal used by you. You should 
lock your terminal or log off when leaving it unattended or on leaving the office, to 
prevent unauthorised users accessing the system in your absence. Anyone who is not 
authorised to access our network should only be allowed to use terminals under 
supervision. 

3.3 Desktop PCs and cabling for telephones or computer equipment should not be moved or 
tampered with without first consulting the IT Department. 
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3.4 You should use passwords on all IT equipment, particularly items that you take out of the 
office. You must keep your passwords confidential and change them regularly. You must 
not use another person's username and password or make available or allow anyone else 
to log on using your username and password unless authorised by IT Department. On the 
termination of employment (for any reason) you must provide details of your passwords 
to IT Department and return any equipment, key fobs, or cards. 

3.5 If you have been issued with a laptop, tablet computer, BlackBerry, smartphone, or other 
mobile device, you must ensure that it is kept secure at all times, especially when 
travelling. Passwords must be used to secure access to data kept on such equipment to 
ensure that confidential data is protected in the event of loss or theft. You should also be 
aware that when using equipment away from the workplace, documents may be read by 
third parties, for example, passengers on public transport. 

4 Systems and data security 

4.1 You should not delete, destroy, or modify existing systems, programs, information, or 
data (except as authorised in the proper performance of your duties). 

4.2 You must not download or install software from external sources without authorisation 
from the IT Department. This includes software programs, instant messaging programs, 
screensavers, photos, video clips and music files. Incoming files and data should always be 
virus-checked by the IT Department before they are downloaded. If in doubt, staff should 
seek advice from the IT Department.  

4.3 You must not attach any device or equipment to our systems without authorisation from 
the IT Department This includes any USB flash drive, MP3 player, tablet, smartphone or 
other similar device, whether connected via the USB port, infra-red connection or in any 
other way.  

4.4 We monitor all emails passing through our system for viruses. You should exercise 
particular caution when opening unsolicited emails from unknown sources or an email 
which appears suspicious (for example, if it contains a file whose name ends in .exe). 
Inform the IT Department immediately if you suspect your computer may have a virus. 
We reserve the right to delete or block access to emails or attachments in the interests of 
security. We also reserve the right not to transmit any email message.  

4.5 You should not attempt to gain access to restricted areas of the network, or to any 
password-protected information, except as authorised in the proper performance of your 
duties. 

4.6 You must be particularly vigilant if you use our IT equipment outside the workplace and 
take such precautions as we may require from time to time against importing viruses or 
compromising system security. The system contains information which is confidential 
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and/or subject to data protection legislation. Such information must be treated with 
extreme care and in accordance with our Data Protection Policy. 

5 Email 

5.1 Although email is a vital business tool, you should always consider if it is the appropriate 
method for a particular communication. Correspondence with third parties by email 
should be written as professionally as a letter. Messages should be concise and directed 
only to relevant individuals. Our standard disclaimer should always be included. 

5.2 You must not send abusive, obscene, discriminatory, racist, harassing, derogatory, 
defamatory, or otherwise inappropriate emails. Anyone who feels that they have been 
harassed or bullied or are offended by material received from a colleague via email 
should inform their line manager. 

5.3 You should take care with the content of email messages, as incorrect or improper 
statements can give rise to claims for discrimination, harassment, defamation, breach of 
confidentiality or breach of contract. Remember that you have no control over where 
your email may be forwarded by the recipient. Avoid saying anything which would cause 
offence or embarrassment if it was forwarded to colleagues or third parties or found its 
way into the public domain. 

5.4 Email messages may be disclosed in legal proceedings in the same way as paper 
documents. Deletion from a user's inbox or archives does not mean that an email cannot 
be recovered for the purposes of disclosure. All email messages should be treated as 
potentially retrievable, either from the main server or using specialist software. 

5.5  In general, you should not: 

(a) send or forward private emails at work which you would not want a third 
party to read; 

(b) send or forward chain mail, junk mail, cartoons, jokes, or gossip; 

(c) contribute to system congestion by sending trivial messages, copying, or 
forwarding emails to those who do not have a real need to receive them, or 
using "reply all" unnecessarily on an email with a large distribution list; 

(d) sell or advertise using our communication systems or broadcast messages 
about lost property, sponsorship, or charitable appeals;  

(e) agree to terms, enter into contractual commitments, or make representations 
by email unless appropriate authority has been obtained. A name typed at the 
end of an email is a signature in the same way as a name written at the end of 
a letter; 
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(f) download or email text, music, and other content on the internet subject to 
copyright protection, unless it is clear that the owner of such works allows 
this; 

(g) send messages from another person's email address (unless authorised) or 
under an assumed name; or 

(h) send confidential messages via email or the internet, or by other means of 
external communication which are known not to be secure. 

5.6 If you receive an email in error you should inform the sender. 

5.7 Do not use your own personal email account to send or receive email for the purposes of 
our business. Only use the email account we have provided for you. 

6 Using the internet 

6.1 Internet access is only provided on a case by case basis if your role requires such access 

6.2 When a website is visited, devices such as cookies, tags or web beacons may be employed 
to enable the site owner to identify and monitor visitors. If the website is of a kind 
described in paragraph 10.1, such a marker could be a source of embarrassment to the 
visitor and us, especially if inappropriate material has been accessed, downloaded, stored 
or forwarded from the website. Such actions may also, in certain circumstances, amount 
to a criminal offence if, for example, the material is pornographic in nature.  

6.3 You should not access any web page or download any image, document or other file from 
the internet which could be regarded as illegal, offensive, in bad taste or immoral. Even 
web content which is legal in the UK may be in sufficient bad taste to fall within this 
prohibition. As a general rule, if any person (whether intended to view the page or not) 
might be offended by the contents of a page, or if the fact that our software has accessed 
the page or file might be a source of embarrassment if made public, then viewing it will 
be a breach of this policy. 

6.4 You should not under any circumstances use our systems to participate in any internet 
chat room, post messages on any internet message board or set up or log text or 
information on a blog or wiki, even in your own time.  

6.5 The following must never be accessed from our network: online radio, audio and video 
streaming, instant messaging and webmail (such as such as Gmail or Hotmail) and social 
networking sites (such as Facebook, Twitter, Bebo, YouTube, Second Life). This list may be 
modified from time to time.  
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7 Personal use of our systems 

7.1 We permit the incidental use of our internet, email, and telephone systems to send 
personal email, browse the internet and make personal telephone calls subject to certain 
conditions set out below. Personal use is a privilege and not a right. It must not be 
overused or abused. We may withdraw permission for it at any time or restrict access at 
our discretion. 

8 Personal use must meet the following conditions: 

(a) use must be minimal and take place substantially out of normal working hours 
(that is, during lunch hours, before 9 am or after 5.30 pm); 

(b) personal emails should be labelled "personal" in the subject header; 

(c) use must not interfere with business or office commitments; 

(d) use must not commit us to any marginal costs; and 

(e) use must comply with this policy (see in particular paragraph 5 and paragraph 
6) and our other policies including the Equal Opportunities Policy, Anti-
harassment Policy, Data Protection Policy and Disciplinary Rules. 

8.2 You should be aware that personal use of our systems may be monitored (see paragraph 
9) and, where breaches of this policy are found, action may be taken under the 
disciplinary procedure (see paragraph 10). We reserve the right to restrict or prevent 
access to certain telephone numbers or internet sites if we consider personal use to be 
excessive.  

9 Monitoring 

9.1 Our systems enable us to monitor telephone, email, voicemail, internet, and other 
communications. For business reasons, and in order to carry out legal obligations in our 
role as an employer, use of our systems including the telephone and computer systems, 
and any personal use of them, may be continually monitored by automated software or 
otherwise. Monitoring is only carried out to the extent permitted or as required by law 
and as necessary and justifiable for business purposes.  

9.2 A CCTV system monitors the exterior of the building and certain other areas 24 hours a 
day. This data is recorded. 

9.3 We reserve the right to retrieve the contents of email messages or check internet usage 
(including pages visited and searches made) as reasonably necessary in the interests of 
the business, including for the following purposes (this list is not exhaustive): 

(a) to monitor whether the use of the email system or the internet is legitimate 
and in accordance with this policy;  
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(b) to find lost messages or to retrieve messages lost due to computer failure;  

(c) to assist in the investigation of alleged wrongdoing; or 

(d) to comply with any legal obligation. 

10 Prohibited use of our systems 

10.1 Misuse or excessive personal use of our telephone or email system or inappropriate 
internet use will be dealt with under our Disciplinary Procedure. Misuse of the internet 
can in some circumstances be a criminal offence. In particular, it will usually amount to 
gross misconduct to misuse our systems by participating in online gambling, forwarding 
chain letters, or by creating, viewing, accessing, transmitting, or downloading any of the 
following material (this list is not exhaustive): 

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

(b) offensive, obscene, or criminal material or material which is liable to cause 
embarrassment to us or to our clients;  

(c) a false and defamatory statement about any person or organisation;  

(d) material, which is discriminatory, offensive, derogatory or may cause 
embarrassment to others (including material which breaches our Equal 
Opportunities Policy or our Grievance Procedure);  

(e) confidential information about us or any of our staff or clients (except as 
authorised in the proper performance of your duties); 

(f) Unauthorised software; 

(g) any other statement which is likely to create any criminal or civil liability (for 
you or us); or 

(h) music or video files or other material in breach of copyright. 

Any such action will be treated very seriously and is likely to result in summary dismissal.  

10.2 Where evidence of misuse is found we may undertake a more detailed investigation in 
accordance with our Disciplinary Procedure, involving the examination and disclosure of 
monitoring records to those nominated to undertake the investigation and any witnesses 
or managers involved in the Disciplinary Procedure. If necessary such information may be 
handed to the police in connection with a criminal investigation.  
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Schedule 38 — Social media policy 

1 About this policy 

1.1 This policy is in place to minimise the risks to our business through use of social media. 

1.2 This policy deals with the use of all forms of social media, including Facebook, LinkedIn, 
Twitter, Google+, Instagram, Tumblr and all other social networking sites, internet 
postings and blogs. It applies to use of social media for business purposes as well as 
personal use that may affect our business in any way. 

1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and 
agency workers. 

1.4 This policy does not form part of any employee's contract of employment and we may 
amend it at any time.  

2 Personnel responsible for implementing the policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy but has delegated day-to-day responsibility for its operation to the Head of the 
IT Department.  

2.2 Responsibility for monitoring and reviewing the operation of this policy and making 
recommendations for change to minimise risks lies with the Head of the IT Department 
who will review this policy Annually to ensure that it meets legal requirements and 
reflects best practice. 

2.3 Managers have a specific responsibility for operating within the boundaries of this policy, 
ensuring that all staff understand the standards of behaviour expected of them and taking 
action when behaviour falls below its requirements.  

2.4 All staff are responsible for the success of this policy and should ensure that they take the 
time to read and understand it. Any misuse of social media should be reported to the 
Head of the IT Department. Questions regarding the content or application of this policy 
should be directed to the Head of the IT Department. 

3 Compliance with related policies and agreements 

3.1 Social media should never be used in a way that breaches any of our other policies. If an 
internet post would breach any of our policies in another forum, it will also breach them 
in an online forum. For example, you are prohibited from using social media to: 

(a) breach our IT and Communications Systems Policy; 

(b) breach our obligations with respect to the rules of relevant regulatory bodies; 
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(c) breach any obligations contained in those policies relating to confidentiality; 

(d) breach our Disciplinary Policy or procedures; 

(e) harass or bully other staff in any way OR breach our Grievance Procedure; 

(f) unlawfully discriminate against other staff or third parties OR breach our Equal 
Opportunities Policy; 

(g) breach our Data Protection Policy (for example, never disclose personal 
information about a colleague online); or 

(h) breach any other laws or regulatory requirements.  

3.2 Staff should never provide references for other individuals on social or professional 
networking sites, as such references, positive and negative, can be attributed to the 
organisation and create legal liability for both the author of the reference and the 
organisation. 

3.3 Staff who breach any of the above policies will be subject to disciplinary action up to and 
including termination of employment. 

4 Personal use of social media 

Personal use of social media is never permitted during working hours or by means of our 
computers, networks and other IT resources and communications systems. 

5 Prohibited use 

5.1 You must avoid making any social media communications that could damage our business 
interests or reputation, even indirectly. 

5.2 You must not use social media to defame or disparage us, our staff or any third party; to 
harass, bully or unlawfully discriminate against staff or third parties; to make false or 
misleading statements; or to impersonate colleagues or third parties. 

5.3 You must not express opinions on our behalf via social media, unless expressly authorised 
to do so by your manager. You may be required to undergo training in order to obtain 
such authorisation. 

5.4 You must not post comments about sensitive business-related topics, such as our 
performance, or do anything to jeopardise our trade secrets, confidential information, 
and intellectual property. You must not include our logos or other trademarks in any 
social media posting or in your profile on any social media. 

5.5 You are not permitted to add business contacts made during the course of your 
employment to personal social networking accounts. 
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5.6 Any misuse of social media should be reported to HR Manager.  

6 Business use of social media 

6.1 If your duties require you to speak on behalf of the organisation in a social media 
environment, you must still seek approval for such communication from Managing 
Director, who may require you to undergo training before you do so and impose certain 
requirements and restrictions with regard to your activities. 

6.2 Likewise, if you are contacted for comments about the organisation for publication 
anywhere, including in any social media outlet, direct the enquiry to Managing Director 
and do not respond without written approval. 

6.3 The use of social media for business purposes is subject to the remainder of this policy. 

7 Guidelines for responsible use of social media 

7.1 You should make it clear in social media postings, or in your personal profile, that you are 
speaking on your own behalf. Write in the first person and use a personal email address. 

7.2 Be respectful to others when making any statement on social media and be aware that 
you are personally responsible for all communications which will be published on the 
internet for anyone to see. 

7.3 If you disclose your affiliation with us on your profile or in any social media postings, you 
must state that your views do not represent those of your employer (unless you are 
authorised to speak on our behalf as set out in paragraph 5.3). You should also ensure 
that your profile and any content you post are consistent with the professional image you 
present to clients and colleagues. 

7.4 If you are uncertain or concerned about the appropriateness of any statement or posting, 
refrain from posting it until you have discussed it with your manager. 

7.5 If you see social media content that disparages or reflects poorly on us, you should 
contact HR Manager. 

8 Monitoring 

8.1 We reserve the right to monitor, intercept and review, without further notice, staff 
activities using our IT resources and communications systems, including but not limited to 
social media postings and activities, for legitimate business purposes which include 
ascertaining and demonstrating that expected standards are being met by those using the 
systems and for the detection and investigation of unauthorised use of the systems 
(including where this is necessary to prevent or detect crime). 

8.2 For further information, please refer to our IT and Communications Systems Policy. 
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9 Recruitment 

We do not permit the use of internet searches for recruitment purposes. 

10 Breach of this policy 

10.1 Breach of this policy may result in disciplinary action up to and including dismissal. [Any 
member of staff suspected of committing a breach of this policy will be required to co-
operate with our investigation]. 

10.2 You may be required to remove any social media content that we consider to constitute a 
breach of this policy. Failure to comply with such a request may in itself result in 
disciplinary action. 
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Schedule 39 — Redundancy policy 

1 About this policy 

1.1 We will always try to avoid the need for compulsory redundancies but sometimes these 
may be necessary. The pattern or volume of our business or methods of working may 
change and requirements for employees may reduce. 

1.2 The purpose of this policy is to ensure that, whenever reduction in employee numbers 
may become necessary: 

(a) we communicate clearly with all affected employees and ensure that they are 
treated fairly; 

(b) we try to find ways of avoiding compulsory redundancies; 

(c) we consult with employees; and 

(d) any selection for compulsory redundancy is undertaken fairly, reasonably and 
without discrimination. 

1.3 This policy applies to all employees. It does not apply to agency workers, consultants, or 
self-employed contractors. 

1.4 This policy will be reviewed from time to time to ensure that it reflects our legal 
obligations and our business needs. 

1.5 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Avoiding compulsory redundancies 

2.1 Where we are proposing to make redundancies, we will enter into consultation with all 
affected employees on an individual basis and, where appropriate, also with employee 
representatives. 

2.2 In the first instance we will consider steps that might, depending on the circumstances, be 
taken to avoid the need for compulsory redundancies. Examples of such steps include: 

(a) Reviewing the use of agency staff, self-employed contractors, and consultants. 

(b) Restricting recruitment in affected categories of employee and in those areas 
into which affected employees might be redeployed. 

(c) Reducing overtime in affected departments to that needed to meet 
contractual commitments or provide essential services. 

(d) Freezing salaries for a specified period. 
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(e) Considering the introduction of short time working, job-sharing or other 
flexible working arrangements, where these are practicable. 

(f) Identifying suitable alternative work that might be offered to potentially 
redundant employees. 

(g) Inviting applications for early retirement or voluntary redundancy. In all cases 
the acceptance of a volunteer for redundancy will be a matter of our 
discretion and we reserve the right not to offer voluntary redundancy terms or 
to refuse an application where it is not in the interests of our business to do 
so. 

2.3 Any measures adopted must not adversely affect our business and our ability to serve our 
customers. 

3 Making compulsory redundancies 

3.1 When it is not possible to avoid making compulsory redundancies, we will advise all 
affected employees and, where appropriate, employee representatives that compulsory 
redundancies cannot be avoided. We will consult employee representatives on the 
procedure that will then be followed and the criteria that will be applied. 

3.2 In carrying out any redundancy exercise we will not discriminate directly or indirectly on 
grounds of gender, sexual orientation, marital or civil partner status, gender 
reassignment, race, colour, nationality, ethnic or national origin, religion or belief, 
disability, or age. Part-time employees and those working under fixed-term contracts will 
not be treated differently to permanent, full-time comparators. 

3.3 The criteria used to select those employees who will potentially be made redundant will 
be objective, transparent, and fair and based on the skills required to meet our existing 
and anticipated business needs. 

3.4 We will then consult individually with those employees who have been provisionally 
selected for redundancy. 

3.5 Where selection for redundancy is confirmed, employees selected for redundancy will be 
given notice of termination of employment in accordance with their contracts and written 
confirmation of the payments that they will receive. Employees will be given the 
opportunity to appeal against this decision. 

3.6 We will continue to look for alternative employment for redundant employees and inform 
them of any vacancies that we have until their termination dates. The manner in which 
redundant employees will be invited to apply for and be interviewed for vacancies will be 
organised depending on the circumstances existing at the time. Alternative employment 
may be offered subject to a trial period where appropriate. 
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3.7 Where we are unable to offer alternative employment, we will assist employees to look 
for work with other employers. Employees under notice of redundancy may be entitled to 
take a reasonable amount of paid time off work to look for alternative employment or to 
arrange training for future employment. 
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Schedule 40 — Retirement policy (no fixed retirement age) 

1 About this policy 

1.1 We are proud to employ people of all ages and consider that age diversity is beneficial to 
the organisation. We are committed to not discriminating against employees because of 
age and adhere to the principles set out in our Equal Opportunities Policy. 

1.2 We have no fixed retirement age. We acknowledge that retirement should be a matter of 
choice for individuals and will not pressurise employees into resigning because they have 
reached or are approaching a certain age. [However, we will review whether a fixed 
retirement age may become necessary for particular roles from time to time.] 

1.3 This policy aims to create a framework for workplace discussions, enabling you to express 
your preferences and expectations with regard to retirement and enabling us to plan for 
our business. 

1.4 This policy applies to all employees. It does not apply to agency workers, consultants, or 
self-employed contractors.  

1.5 This policy does not form part of any employee's contract of employment and we may 
amend it at any time. 

2 Personnel responsible for this policy 

2.1 Our board of directors (the board) has overall responsibility for the effective operation of 
this policy but has delegated day-to-day responsibility for overseeing its implementation 
to HR Manager. 

2.2 Managers have a specific responsibility to ensure the fair application of this policy and all 
members of staff are responsible for supporting colleagues and ensuring its success. 

3 Discussing your future plans 

3.1 You or your manager may want to discuss your short, medium, and long-term plans, as 
the need arises. For example, a promotion opportunity may arise, or, if your 
circumstances change, you may want a different working pattern or to stop work 
altogether. We need to plan for the business, and so may indicate to staff from time to 
time that it would be helpful to know what their plans are. There is no obligation for us or 
you to hold workplace discussions about your future plans, but it may be mutually 
beneficial to do so on an informal basis.  

3.2 We will not make generalised assumptions that performance will decline with age, 
whether due to competence or health issues. If we think there are problems with your 
performance or ill-health, these will be dealt with in the usual way, through the Capability 
Procedure or Sickness Absence Policy which are contained in the Employee Handbook. 
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3.3 During any workplace discussion: 

(a) we will not assume that you want to retire just because you are approaching a 
certain age, such as state pension age; and 

(b) we will not make discriminatory comments, suggesting that you should move 
on due to age. 

3.4 Your employment or promotion prospects will not be prejudiced because you express an 
interest in retiring or changing work patterns. 

3.5 If you indicate that you are thinking of retiring, you are free to change your mind at any 
time until you have actually given notice to terminate your employment.  

3.6 If you express an interest in moving to a more flexible working pattern or changing role, 
we will confirm that this is what you want before any action is taken which could affect 
your employment, such as a change to your role or responsibilities. Alternatively, you may 
wish to make a request to change your working arrangements under our Flexible Working 
Policy. 

4 Giving notice of retirement 

If you have decided to retire, we would appreciate as much notice as possible, although 
you should give at least as much notice as you are required to give under your contract of 
employment. 
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Schedule 41 – Stop and Search policy  

 

1. Policy Statement  

 

1.1 We recognise the importance of maintaining high levels of security as well as 

our duty to protect the property of the Company and its employees and deal with the 

risk of contraband items being introduced on to its premises. 

 

1.2 This policy applies to all employees or workers of the Company, agency 

workers, contractors and visitors.   

 

1.3 Employees will be expected to submit to a search when requested. Failure to 

comply with a request to be searched may result in disciplinary action being taken in 

accordance with the Company’s Disciplinary Procedure which may be up to and 

including summary dismissal.   

 

2. Searches 

2.1 Searches may be carried out at random or where there are reasonable grounds to 

suspect that an employee may be involved in dishonest conduct. However, if you are 

asked to take part in a search, this does not necessarily mean you are under suspicion of 

theft or breach of the Company’s rules and procedures. 

 

2.2 The inspection or search may include your person, any packages or items that 

you may be carrying, including but not limited to briefcases, suitcases, laptop or 
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computer bags, lunch boxes, handbags and purses, backpacks, shopping bags, vehicles 

and your desk or locker (where relevant).  You may be subject to inspection and search 

at any time and without prior notice. 

 

2.3 You will be expected to co-operate with any request to be searched and may be 

accompanied by another employee whilst the search takes place. The search will only be 

conducted with your consent. 

 
2.4 If, during the search, an item of Company property or a contraband item is discovered, a 

senior manager and HR Manager will be contacted, who may in turn contact the police.  

 
2.5 In certain circumstances, you may be suspended pending an investigation.  

 
2.6 The Company reserves the right to detain an employee if the police are called.   

 
2.7 If an item of Company property or a potentially harmful or contraband item is 

discovered on an individual who is not an employee of the Company, a senior manager 

and HR Manager will contact the individual’s employer to inform them of the situation. 

The individual may then be accompanied off-site.   

 

3. Search Procedure  

 

3.1 Staff will be selected to be searched in a fair, reasonable, and non-discriminatory 

manner.   

 
3.2 Before the search is carried out, the person appointed by the Company to carry out the 

search, such as your line manager or another manager (“Authorised Person”), will tell 

you what will be searched and how, and ask for your consent.  Where possible, the 

search will be performed in a private area, although there may be limitations to doing so 

when searching areas such as a desk, locker or vehicle. 

 
3.3 Where possible, female staff will be searched by a female employee and male staff will 

be searched by a male employee. If this is not reasonably practicable, special care will 

be taken if a search is to be conducted on a member of the opposite sex.  In all cases, 

searches will be carried out respecting your privacy and you will not be touched 

inappropriately. 

 
3.4 You can request that a fellow worker or employee is present as a witness for you during 

the search. You will be asked to remain with the Authorised Person whilst your witness 
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is found and asked to join you. The Authorised Person may be accompanied by another 

member staff as a witness for the Company. 

 
3.5 Where the search involves a bag or other receptacle, you will be asked to empty it and 

display its contents. The Authorised Person will not touch the bag or its contents 

without your permission. 

 
3.6 Where clothing is concerned, you may be asked to empty your pockets and turn the 

lining inside out. At no time will the Authorised Person do this themselves. 

 

4. Types of Search 

 

This policy allows for the following types of searches: 

 

Bag and Pocket Search  

Employees may be asked to: 

 

• empty the contents of their bag/container/rucksack 

• show the contents of any items, including any 

closed items, such as cigarette boxes and matchboxes, lunch boxes, flasks and 

cosmetic purses; and 

• empty out the contents of their pockets. 

 

Vehicle Search 

Any vehicle on Company premises may be subject to a search which might include a 

request to: 

 

• open the glove box 

• open the car boot 

• open the car bonnet 

• take out the spare tyre; and 

• open any accessories, e.g. roof box. 

 

The vehicle search might also include a request to look inside any bags or containers 

within the vehicle. 

 

5. Refusal to be Searched 
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5.1 Any refusal to have personal possessions, or vehicles and their contents 

searched may be dealt with under the Company’s Disciplinary Procedure. 

 

5.2 If an employee refuses to be searched, the employee might be suspended on 

full pay pending an investigation and possible disciplinary action up to and including 

summary dismissal. The police may also be called.  

 

6. Company Property  

 

Searches of Company property are also covered by this policy. This includes, for 

example: 

 

• personal lockers 

• filing cabinets 

• clothing and bags 

• desks and cupboards 

• company vehicles 
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Schedule 42 – CCTV policy  

 

1. Purpose and scope 

1.1  Victorian Sliders use closed circuit television (CCTV) to provide a safe and secure 

environment for staff, visitors and customers, and to protect company property. This 

policy relates to the use and management of CCTV throughout our premises. 

1.2  This policy sets out the accepted use of the CCTV equipment and images to ensure 

compliance with relevant data protection and privacy laws including the General Data 

Protection Regulation, (EU) 2016/679 (GDPR) and the Data Protection Act 2018 (DPA 

2018) (together referred to as the ‘Data Protection Legislation’), and related laws 

including but not limited to, the Human Rights Act 1998 (all referred to collectively in 

this policy as the CCTV Laws). 

1.3  This policy has been produced in line with the Information Commissioner’s Office (ICO) 

CCTV Code of Practice. This policy should be read alongside our Data Protection Policy. 

1.4  We reserve the right to change this policy at any time, and any such changes will be 

notified to staff, visitors and customers. 
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2. Your responsibility to comply with this policy 

2.1  Any questions about the operation of this policy or any concerns that the policy has not 

been followed should be referred to the HR department. 

2.2  All staff including but not limited to employees, workers, contractors, self-employed 

consultants and agency workers must comply with this policy and any document 

referenced in it. Failure to do so may expose us and our staff to serious civil and/or 

criminal liability. 

2.3  Your failure to comply with this policy may constitute an act of misconduct, or gross 

misconduct, which may result in disciplinary action, up to and including dismissal. 

Contract staff and consultants may face the termination of their contract. 

3. Data transfer 

3.1  Staff must not allow personal data to be transferred to a person or entity (whether a 

group company or a third party) located outside the UK and/or the EEA (meaning the EU 

Member States, Norway, Iceland and Liechtenstein) without the prior written approval 

of the Head of HR. 

4. Why we use CCTV 

4.1  We have considered and determined that the purposes for which the CCTV is deployed 

are legitimate, reasonable, appropriate and proportionate. For ease of reference, CCTV 

systems are deployed at our premises for the following purposes and on the legal basis 

set out in our Data Protection Policy. We have installed CCTV systems to: 

 4.1.1  deter crime and assist in the prevention and detection of crime and/or 

serious breaches of policies and procedures; 

 4.1.2  assist with the identification, apprehension and prosecution of offenders; 

and 

 4.1.3  monitor security and health and safety at our premises. 

4.2  The CCTV system will NOT be used: 

 4.2.1  to record sound unless in accordance with the policy on covert recording 

(see 5 below); 

 4.2.2 for any automated decision taking; or 
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 4.2.3 monitoring private and/or residential areas or premises. 

4.3  Before installing and using CCTV systems on our premises, we have: 

 4.3.1  assessed and documented the appropriateness of and reasons for using 

CCTV; 

 4.3.2 established and documented who is responsible for day-to-day compliance 

with this policy; and 

 4.3.3  ensured signage is displayed to inform individuals that CCTV is in 

operation, and that CCTV operations are covered in appropriate policies; 

4.4  We keep a record of the CCTV installed and used. 

4.5  Once installed, reviews will be regularly undertaken to ensure that the use of the CCTV 

systems and the processing of the personal data obtained through it remains justified. 

5. Covert recording and monitoring of staff 

5.1  Covert monitoring means monitoring carried out in a manner calculated to ensure those 

subject to it are unaware that it is taking place. 

5.2  We, and any authorised staff will only undertake covert recording in accordance with 

the Data Protections Laws and with ICO Guidelines. 

5.3  Covert recording will not be authorised without prior consultation with the Head of HR. 

5.4  Covert monitoring will only be carried out for a limited and reasonable period consistent 

with the objectives of monitoring, and only for the prevention of a specific unauthorised 

activity (such as anti-fraud, theft, etc). Any such monitoring will be fully documented, 

showing who made the decision to use covert monitoring and why. Unless authorised 

for covert monitoring, all other cameras must follow the rules on positioning cameras 

set out immediately below. 

6. Positioning cameras 

6.1  We will make every effort to position cameras to ensure they only cover our premises. 

No cameras will focus on residential or private accommodation or property. Camera 

operators will receive training and access to written procedures for maintaining and 

respecting the privacy of neighbours (business and residential), staff and customers. 
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6.2  With the exception of covert monitoring, cameras must not be hidden from view and 

must be sited in such a way as to ensure that they only monitor spaces intended to be 

covered. 

6.3  The installation of cameras in areas in which individuals would have an expectation of 

privacy will not be authorised under this policy, unless there are exceptional 

circumstances, and subject to approval by the Head of HR. 

6.4  We will clearly display signs in the vicinity of the cameras so that staff, visitors and 

customers/clients are aware they are entering an area covered by CCTV. 

6.5  Our CCTV signs must state: 

 6.5.1  that we are responsible for the CCTV recording; 

 6.5.2  the legal purpose(s) of the CCTV recording and how recordings may be 

used; 

 6.5.3  how long recordings will be kept; 

 6.5.4  that individuals can access recordings; and 

 6.5.5  contact details for queries regarding the CCTV scheme. 

6.6  If neighbouring domestic areas are included in the camera view, the occupants of the 

property should be consulted prior to any recording and the purposes of the recording 

explained. We will take reasonable steps to minimise the impact of recording. 

7. Image quality 

7.1  Images produced by the equipment must be as clear as possible so that they are 

effective. To achieve this: 

7.1.1  the equipment be properly installed, serviced, checked and maintained (and 

maintenance logs maintained) to ensure it works properly; 

7.1.2  any recording media, if needed, will be of good quality and will be replaced if the 

quality of the images has begun to deteriorate; 

7.1.3 where time/date of images are recordable the equipment will be set accurately 

and this will be regularly checked and documented; 
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7.1.4  cameras will be correctly positioned; 

7.1.5  assessments will be made as to whether constant real-time recording is 

necessary, or if recording can be limited to those times when suspect activity is 

likely to occur; 

7.1.6  cameras will be protected from vandalism so far as is possible; and 

7.1.7  if cameras break down or are damaged, the IT department is responsible for 

arranging timely repair. 

8. Data and image retention 

8.1  Images and recording logs must be retained and disposed of in accordance with the 

Data Protection Policy. Images stored on removable media will similarly be erased or 

destroyed once the purpose of the recording is no longer relevant. Data will only be 

retained for legal and/or compliance reasons in accordance with the relevant retention 

and disposal of data policies. 

8.2  For digital recording systems, CCTV images held on the hard drive of a PC or server will 

be overwritten on a recycling basis once the drive is full, and unless authorised by the 

Head of HR, will not be held for more than 30 days. If images are retained longer than 

this, the reason(s) will be recorded in the CCTV register. 

8.3  Where a request to retain information is authorised, reasonable steps will be taken to 

safeguard any footage which may otherwise be deleted. 

8.4  All digital recordings will be [set out summary of security measures, eg password-

protected to maintain security]. Recording media no longer in use will be securely 

destroyed. Where images have been authorised to be used for any disciplinary purpose 

or other legal reason, the footage must be retained securely in the relevant case file. 

9. Access to images 

9.1 Staff images 

9.1.1  Staff images will only be accessed if a serious event occurs, such as criminal 

activity, fraud, gross misconduct, or behaviour that puts others at risk. 

9.1.2  Access to recorded images will be restricted to requests from senior managers or 

of equivalent level in relation only to the locations for which they are 

responsible, and will not be made more widely available. The request, date, time 
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and the reason for authorisation for release of images and CCTV footage will 

have to be recorded by the HR team for audit purposes on a CCTV register. 

Requests must be approved by the Head of HR before the the HR team will make 

the necessary access arrangements. 

9.1.3  The following information must be kept on a CCTV register maintained for that 

purpose and held by the Head of HR when media are removed for viewing: 

a) the date and time they were removed; 

b) the name of the person removing the media; 

c) the name(s) of the person(s) viewing the images including the department to 

which the person viewing the images belongs or, if they are from an outside 

organisation, the organisation’s name (eg the police); 

d) the reason for viewing the images; and 

e) the date and time the media were returned to the system or secure storage 

(if applicable). 

9.1. Viewing of recorded images will take place in a restricted or secure area to which 

other members of staff will not have access while viewing is occurring. Images 

retained for evidence will be securely stored with limited access for authorised 

staff only. 

9.2 Access to and disclosure of images to third parties 

9.2.1  Access to and disclosure of images recorded on CCTV will be restricted and 

carefully controlled. This will ensure that the rights of individuals are protected, 

and also ensure that the images can be used as evidence if required. Images may 

only be disclosed in accordance with the purposes for which they were originally 

collected. Our Data Protection Policy should also be consulted in relation to the 

capture, storage, access to and disposal of personal data, in this case images of 

an identifiable individual. 

9.2.2  Disclosures to third parties will only be made in accordance with the purpose(s) 

for which the system is used and will be limited to: 

a) police and other law enforcement agencies, where the images recorded 

could assist in a specific criminal enquiry and/or the prevention of terrorism 

and disorder; 

b) prosecution agencies (such as the Crown Prosecution Service); 
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c) relevant legal representatives of people whose images have been recorded 

and retained (unless disclosure to the individual would prejudice criminal 

enquiries or criminal proceedings); 

d) individuals who have been caught on our CCTV in accordance with a request 

made such as one described below; 

e) in exceptional cases, for others (such as insurers) to assist in identification of 

a victim, witness or perpetrator in relation to a criminal incident; and 

f) staff involved with our disciplinary processes. 

9.3  If a police officer requests images from our CCTV system in relation to an investigation 

that has not been initially reported by the business, then please refer them to a Director 

of the Company. It may be that we are required to disclose the images or we have a 

discretion whether to do so. 

10. Disclosure 

10.1  [Insert relevant details eg the Managing Director] is the only person who can authorise 

disclosure of information to the police or other law enforcement agencies. All requests 

for disclosure should be documented for audit purposes in the CCTV register. If 

disclosure is denied, the reason should also be recorded in the CCTV register. 

10.2  Before any images are disclosed the following must be recorded in the CCTV register: 

10.2.1  if the images are being removed from the CCTV system or secure storage to 

another area, the location to which they are being transferred; 

10.2.2  any crime incident number, if applicable; and 

10.2.3  the signature of the person to whom the images have been transferred. 

11. Responsibility for CCTV systems and staff training 

12.1  [The Managing Director OR Directors] will nominate a suitable and qualified manager or 

senior member of the department with the day-to-day responsibility of the systems and 

the training of staff responsible for operating or administering CCTV. However, the 

overall responsibility lies with [the HR department] set out above. 

12. Complaints 

13.1  Complaints and enquiries about the operation of our CCTV systems should be made by 

staff in line with our Grievance Procedure or, by customers and visitors, under our 

complaints procedure. 
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13.2  Enquiries relating to CCTV Laws should be addressed to the HR department. If a member 

of staff believes that there has been a breach of any CCTV Laws they must contact either 

the HR department or their line manager as a matter of urgency in accordance with the 

data breach reporting process set out in our Data Protection Policy. 

If a complainant or enquirer is not satisfied with the response received, they can write 

to the ICO. Details of how to do this can be found on the ICO website: www.ico.org.uk. 

13. Enforcement and compliance 

14.1  All authorised users of our surveillance technology and its underlying data are required 

to adhere to the controls around the use of CCTV as set out in this policy and as may be 

advised separately from time to time. The use of the CCTV system for any purpose other 

than those specifically authorised will be subject to a full investigation and could lead to 

disciplinary action up to and including dismissal without notice. 

14.2  The misuse of our surveillance systems and unauthorised use of images and CCTV 

footage may constitute a criminal offence. 

14.3  Any concerns regarding the use of CCTV should be shared with your line manager or, if 

you are not comfortable with escalating concerns via your line manager, in accordance 

with our Whistleblowing Procedure. 
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Appendix A — Whistle Blowing Form 

 

Making a public interest disclosure (whistleblowing) 

This form is intended for use by any individual working for the Company (including contractors, 
agency workers and volunteers) who wishes to raise an issue about wrongdoing. 

This form should be used to report wrongdoing within the Company (for example, financial 
irregularities or health and safety concerns), rather than to raise a personal grievance (for 
example, if you would like to make an allegation of bullying or harassment, or are complaining 
that your contract of employment has been breached). 

If you are unsure about whether your concerns are best dealt with under the Company's 
whistleblowing policy or grievance procedure, please read the Company's whistleblowing 
policy, which provides examples of the issues that should be reported using this form. If, having 
read the whistleblowing policy, you remain unsure about which procedure to use, please 
consult Brian Newman for further advice. 

Once you have submitted this form, the Company's whistleblowing procedure will be invoked. 
This will result in an investigation, which will not involve anyone (for example, your line 
manager) you may have implicated below. 

In certain circumstances, you can request that your concerns be kept anonymous. Where 
possible, the Company will respect a request for anonymity, but cannot guarantee that it will be 
able to do so. 

This form should be completed and delivered to Brian Newman in an envelope marked 
"confidential" or sent as an email attachment with "Confidential" in the subject line to 
brian.newman@vhwg.co.uk You MUST ensure that you receive a receipt for the form, or a Read 
Receipt if sent by email. 

Formal public interest disclosure (whistleblowing) 

Employee's name:   

Employee's job title:   

Employee's department:   

Date:   
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Does your public interest disclosure relate to 
your line manager? 

Yes/No 

Summary of disclosure: 

Please set out the details of the issue that you wish to raise, providing examples where 
possible, particularly dates, times, locations, and the identities of those involved. You may 
attach additional sheets if required. 

  

  

Individuals involved: 

Please provide the names and contact details of any people involved in your concerns, including 
witnesses. 

  

   

Outcome requested: 

Please set out how you would like to see the issue dealt with, and why and how you believe 
that this will resolve the issue. 

  

  

Declaration: 

I confirm that the above statements are true to the best of my knowledge, information, and 
belief. I understand that, if I knowingly make false allegations, this may result in the Company 
taking disciplinary action against me. 

Form completed by:   

Signature:   
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For completion by the Company: 

Date form received by the Company:   

Name of recipient and job role:   

Signature  
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	21.1 The Company prohibits driving whilst under the influence of alcohol, no matter how small.

	22 Replacement Policy
	22.1 The replacement of Company cars is subject to the discretion of the Managing Director.

	23 Loss of Driving Licence/Disqualification from Driving
	23.1 The loss of your driving licence/your disqualification from driving by reason of a driving conviction or otherwise, may lead to the termination of your employment in circumstances where alternative arrangements are, in the opinion of the Company,...
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	2.3 This policy does not form part of any employee's contract of employment and we may amend it at any time.
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	7 Termination of employment
	7.1 We will ensure that redundancy criteria and procedures are fair and objective and are not directly or indirectly discriminatory.
	7.2 We will also ensure that disciplinary procedures and penalties are applied without discrimination, whether they result in disciplinary warnings, dismissal, or other disciplinary action.

	8 Disabilities
	8.1 If you are disabled or become disabled, we encourage you to tell us about your condition so that we can support you as appropriate.
	8.2 If you experience difficulties at work because of your disability, you may wish to contact your line manager or the Human Resources Department to discuss any reasonable adjustments that would help overcome or minimise the difficulty. Your line man...
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	1.1 It is our policy to conduct all of our business in an honest and ethical manner. We take a zero-tolerance approach to bribery and corruption and are committed to acting professionally, fairly and with integrity in all our business dealings and rel...
	1.2 We will uphold all laws relevant to countering bribery and corruption. However, we remain bound by UK laws, including the Bribery Act 2010, in respect of our conduct both at home and abroad.

	2 About this policy
	2.1 The purpose of this policy is to:
	2.2 It is a criminal offence to offer, promise, give, request, or accept a bribe. Individuals found guilty can be punished by up to ten years' imprisonment and/or a fine. As an employer if we fail to prevent bribery we can face an unlimited fine, excl...
	2.3 In this policy, third party means any individual or organisation you come into contact with during the course of your work for us, and includes actual and potential clients, customers, suppliers, distributors, business contacts, agents, advisers, ...
	2.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	3 Who must comply with this policy?
	4 Who is responsible for the policy?
	4.1 The board of directors has overall responsibility for ensuring this policy complies with our legal and ethical obligations, and that all those under our control comply with it.
	4.2 The compliance manager has primary and day-to-day responsibility for implementing this policy, monitoring its use and effectiveness, dealing with any queries about it, and auditing internal control systems and procedures to ensure they are effecti...
	4.3 Management at all levels are responsible for ensuring those reporting to them understand and comply with this policy and are given adequate and regular training on it.
	4.4 You are invited to comment on this policy and suggest ways in which it might be improved. Comments, suggestions, and queries should be addressed to the compliance manager.

	5 What are bribery and corruption?
	5.1 Bribery is offering, promising, giving or accepting any financial or other advantage, to induce the recipient or any other person to act improperly in the performance of their functions, or to reward them for acting improperly, or where the recipi...
	5.1 Bribery is offering, promising, giving or accepting any financial or other advantage, to induce the recipient or any other person to act improperly in the performance of their functions, or to reward them for acting improperly, or where the recipi...
	5.2 An advantage includes money, gifts, loans, fees, hospitality, services, discounts, the award of a contract or anything else of value.
	5.3 A person acts improperly where they act illegally, unethically, or contrary to an expectation of good faith or impartiality, or where they abuse a position of trust. The improper acts may be in relation to any business or professional activities, ...
	5.4 Corruption is the abuse of entrusted power or position for private gain.

	6 What you must not do
	7 Facilitation payments and kickbacks
	7.1 We do not make, and will not accept, facilitation payments or "kickbacks" of any kind.
	7.2 Facilitation payments, also known as "back-handers" or "grease payments", are typically small, unofficial payments made to secure or expedite a routine or necessary action (for example by a government official). They are not common in the UK but a...
	7.2 Facilitation payments, also known as "back-handers" or "grease payments", are typically small, unofficial payments made to secure or expedite a routine or necessary action (for example by a government official). They are not common in the UK but a...
	7.3 Kickbacks are typically payments made in return for a business favour or advantage.
	7.4 You must avoid any activity that might lead to a facilitation payment or kickback being made or accepted by us or on our behalf, or that might suggest that such a payment will be made or accepted. If you are asked to make a payment on our behalf, ...

	8 Gifts, hospitality, and expenses
	8.1 This policy allows reasonable and appropriate hospitality or entertainment given to or received from third parties, for the purposes of:
	8.2  The giving and accepting of gifts are allowed if the following requirements are met:
	8.3 Promotional gifts of low value such as branded stationery to or from existing customers, suppliers and business partners will usually be acceptable.
	8.4 Reimbursing a third party's expenses or accepting an offer to reimburse our expenses (for example, the costs of attending a business meeting) would not usually amount to bribery. However, a payment in excess of genuine and reasonable business expe...
	8.5 We appreciate that practice varies between countries and regions and what may be normal and acceptable in one region may not be in another. The test to be applied is whether in all the circumstances the gift, hospitality or payment is reasonable a...

	9 Donations
	9.1 We do not make contributions to political parties.
	9.2 We only make charitable donations that are legal and ethical under local laws and practices. No donation must be offered or made without the prior approval of the Managing Director.

	10 Record-keeping
	10.1 We must keep financial records and have appropriate internal controls in place which will evidence the business reason for making payments to third parties.
	10.2 You must declare and keep a written record of all hospitality or gifts given or received, which will be subject to managerial review.
	10.3 You must submit all expenses claims relating to hospitality, gifts, or payments to third parties in accordance with our expenses policy and record the reason for expenditure.
	10.4 All accounts, invoices, and other records relating to dealings with third parties including suppliers and customers should be prepared with strict accuracy and completeness. Accounts must not be kept "off-book" to facilitate or conceal improper p...

	11 Your responsibilities
	11.1 You must ensure that you read, understand, and comply with this policy.
	11.2 The prevention, detection and reporting of bribery and other forms of corruption are the responsibility of all those working for us or under our control. You are required to avoid any activity that might lead to, or suggest, a breach of this policy.
	11.3 You must notify the Human Resource Manager as soon as possible if you believe or suspect that a conflict with this policy has occurred or may occur in the future. For example, if a client or potential client offers you something to gain a busines...

	12 How to raise a concern
	12.1 You are encouraged to raise concerns about any issue or suspicion of bribery or corruption at the earliest possible stage.
	12.2 If you are offered a bribe, or are asked to make one, or if you believe or suspect that any bribery, corruption or other breach of this policy has occurred or may occur, you must report it in accordance with our Whistleblowing Policy as soon as p...
	12.3 If you are unsure about whether a particular act constitutes bribery or corruption, raise it with your manager or Human Resource Manager.

	13 Protection
	13.1 Individuals who refuse to accept or offer a bribe, or who raise concerns or report another's wrongdoing, are sometimes worried about possible repercussions. We aim to encourage openness and will support anyone who raises genuine concerns in good ...
	13.2 We are committed to ensuring no one suffers any detrimental treatment as a result of refusing to take part in bribery or corruption, or because of reporting in good faith their suspicion that an actual or potential bribery or other corruption off...

	14 Training and communication
	14.1 Training on this policy forms part of the induction process for all individuals who work for us, and regular training will be provided, as necessary.
	14.2 Our zero-tolerance approach to bribery and corruption must be communicated to all suppliers, contractors, and business partners at the outset of our business relationship with them and as appropriate thereafter.

	15 Breaches of this policy
	15.1 Any employee who breaches this policy will face disciplinary action, which could result in dismissal for misconduct or gross misconduct.
	15.2 We may terminate our relationship with other individuals and organisations working on our behalf if they breach this policy.

	16 Potential risk scenarios: "red flags"
	1 Policy statement
	1.1 It is our policy to conduct all of our business in an honest and ethical manner. We take a zero-tolerance approach to facilitation of tax evasion, whether under UK law or under the law of any foreign country.
	1.2 We are committed to acting professionally, fairly and with integrity in all our business dealings and relationships wherever we operate and implementing and enforcing effective systems to counter tax evasion facilitation.
	1.3 We will uphold all laws relevant to countering tax evasion, including the Criminal Finances Act 2017.

	2 About this policy
	2.1 The purpose of this policy is to:
	2.2 As an employer, if we fail to prevent our employees, workers, agents, or service providers facilitating tax evasion, we can face criminal sanctions including an unlimited fine, as well as exclusion from tendering for public contracts and damage to...
	2.3 In this policy, third party means any individual or organisation you come into contact with during the course of your work for us, and includes actual and potential clients, customers, suppliers, distributors, business contacts, agents, advisers, ...
	2.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	3 Who must comply with this policy?
	4 Who is responsible for the policy?
	4.1 The board of directors has overall responsibility for ensuring this policy complies with our legal and ethical obligations, and that all those under our control comply with it.
	4.2 The compliance manager has primary and day-to-day responsibility for implementing this policy, monitoring its use and effectiveness, dealing with any queries about it, and auditing internal control systems and procedures to ensure they are effecti...
	4.3 Management at all levels are responsible for ensuring those reporting to them understand and comply with this policy and are given adequate and regular training on it.
	4.4 You are invited to comment on this policy and suggest ways in which it might be improved. Comments, suggestions, and queries should be addressed to the compliance manager.

	5 What is tax evasion facilitation?
	5.1 For the purposes of this policy:
	5.2 Under the Criminal Finances Act 2017, a separate criminal offence is automatically committed by a corporate entity or partnership where the tax evasion is facilitated by a person acting in the capacity of an "associated person" to that body. For t...
	5.3 Tax evasion is not the same as tax avoidance or tax planning. Tax evasion involves deliberate and dishonest conduct. Tax avoidance is not illegal and involves taking steps, within the law, to minimise tax payable (or maximise tax reliefs).
	5.4 In this policy, all references to tax include national insurance contributions.

	6 What you must not do
	6.1 It is not acceptable for you (or someone on your behalf) to:

	7 Your responsibilities
	7.1 You must ensure that you read, understand, and comply with this policy.
	7.2 The prevention, detection and reporting of tax evasion and foreign tax evasion are the responsibility of all those working for us or under our control. You are required to avoid any activity that might lead to, or suggest, a breach of this policy.
	7.3 You must notify The Financial Controller or the Human Resource Manager as soon as possible if you believe or suspect that a conflict with this policy has occurred or may occur in the future. For example, if an employee or supplier asks to be paid ...

	8 How to raise a concern
	8.1 You are encouraged to raise concerns about any issue or suspicion of tax evasion or foreign tax evasion at the earliest possible stage.
	8.2 If you become aware of any fraudulent evasion of tax (whether UK tax or tax in a foreign country) by another person in the course of your work, or you are asked to assist another person in their fraudulent evasion of tax (whether directly or indir...
	8.3 If you are unsure about whether a particular act constitutes tax evasion or foreign tax evasion, raise it with the Financial Controller as soon as possible. You should note that the corporate offence is only committed where you deliberately and di...

	9 Protection
	9.1 Individuals who raise concerns or report another's wrongdoing, are sometimes worried about possible repercussions. We aim to encourage openness and will support anyone who raises genuine concerns in good faith under this policy, even if they turn ...
	9.2 We are committed to ensuring no one suffers any detrimental treatment as a result of:
	9.3 Detrimental treatment includes dismissal, disciplinary action, threats, or other unfavourable treatment connected with raising a concern. If you believe that you have suffered any such treatment, you should inform the compliance manager immediatel...

	10 Training and communication
	10.1 Training on this policy forms part of the induction process for all individuals who work for us, and regular training will be provided, as necessary. Such training may form part of wider financial crime detection and prevention training.
	10.2 Our zero-tolerance approach to tax evasion and foreign tax evasion must be communicated to all suppliers, contractors, and business partners at the outset of our business relationship with them and as appropriate after that.

	11 Breaches of this policy
	11.1 Any employee who breaches this policy will face disciplinary action, which could result in dismissal for misconduct or gross misconduct.
	11.2 We may terminate our relationship with other individuals and organisations working on our behalf if they breach this policy.

	12 Potential risk scenarios: "red flags"
	12.1 you become aware, in the course of your work, that a third party has made or intends to make a false statement relating to tax, has failed to disclose income or gains to, or to register with, HMRC (or the equivalent authority in any relevant non-...
	12.2 you become aware, in the course of your work, that a third party has deliberately failed to register for VAT (or the equivalent tax in any relevant non-UK jurisdiction) or failed to account for VAT;
	12.3 a third-party requests payment in cash and/or refuses to sign a formal commission or fee agreement, or to provide an invoice or receipt for a payment made;
	12.4 you become aware, in the course of your work, that a third party working for us as an employee asks to be treated as a self-employed contractor, but without any material changes to their working conditions;
	12.5 a supplier or other subcontractor is paid gross when they should have been paid net, under a scheme such as the Construction Industry Scheme;
	12.6 a third-party request that payment is made to a country or geographic location different from where the third party resides or conducts business;
	12.7 a third party to whom we have provided services requests that their invoice is addressed to a different entity, where we did not provide services to such entity directly;
	12.8 a third party to whom we have provided services asks us to change the description of services rendered on an invoice in a way that seems designed to obscure the nature of the services provided;
	12.9 you receive an invoice from a third party that appears to be non-standard or customised;
	12.10 a third party insists on the use of side letters or refuses to put terms agreed in writing or asks for contracts or other documentation to be backdated;
	12.11 you notice that we have been invoiced for a commission or fee payment that appears too large or too small, given the service stated to have been provided;
	12.12 a third party requests or requires the use of an agent, intermediary, consultant, distributor or supplier that is not typically used by or known to us;

	1 About this policy
	1.1 This Sickness Absence Policy sets out our procedures for reporting sickness absence and for the management of sickness absence in a fair and consistent way.
	1.2 Sickness absence can vary from short intermittent periods of ill-health to a continuous period of long-term absence and have a number of different causes (for example, injuries, recurring conditions, or a serious illness requiring lengthy treatment).
	1.3 We wish to ensure that the reasons for sickness absence are understood in each case and investigated where necessary. In addition, where needed and reasonably practicable, measures will be taken to assist those who have been absent by reason of si...
	1.4 This policy applies to all employees. It does not apply to agency workers, consultants, or self-employed contractors.
	1.5 This policy does not form part of any employee's contract of employment and we may amend it at any time.
	1.6 Any information you provide to us about your health will be processed in accordance with our Data Protection Policy. We recognise that such data is sensitive and will handle it in a confidential manner.

	2 Personnel responsible for this policy
	2.1 Our board of directors has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. Day-to-day responsibility for operating the policy and ensuring its maintenance and rev...
	2.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.

	3 Disabilities
	3.1 We are aware that sickness absence may result from a disability. At each stage of the sickness absence meetings procedure (set out in paragraph 15 of this policy), particular consideration will be given to whether there are reasonable adjustments...
	3.2 If you consider that you are affected by a disability or any medical condition which affects your ability to undertake your work, you should inform the Human Resource Manager or your line manager. Any information you provide will be handled in a c...

	4 Sickness absence reporting procedure
	4.2 Managers should ensure that:
	4.3 You should expect to be contacted during your absence by your line manager who will want to enquire after your health and be advised, if possible, as to your expected return date.
	4.4 You must inform the Company by 4.30pm on the working day before the day you intend to return to work.

	5 Evidence of incapacity
	5.1 For sickness absence of up to seven calendar days you must complete a self-certification form which is available from HR Department.
	5.2 For absence of more than a week you must obtain a certificate from your doctor (a "Statement of Fitness for Work") stating that you are not fit for work and the reason(s) why. This should be forwarded to HR Department as soon as possible. If your ...
	5.3 If your doctor provides a certificate stating that you "may be fit for work" you should inform HR Department immediately. We will discuss with you any additional measures that may be needed to facilitate your return to work, taking account of your...
	5.4 Where we are concerned about the reason for absence, or frequent short-term absence, we may require a medical certificate for each absence regardless of duration. In such circumstances, we will cover any costs incurred in obtaining such medical ce...

	6 Unauthorised absence
	6.1 Cases of unauthorised absence will be dealt with under our Disciplinary Procedure.
	6.2 Absence that has not been notified according to the sickness absence reporting procedure will be treated as unauthorised absence.
	6.3 If you do not report for work and have not telephoned the Accounts and Payroll department to explain the reason for your absence, HR Department will try to contact you, by telephone and in writing if necessary. This should not be treated as a subs...

	7 Time off for medical appointments
	7.1 Appointments to attend the Doctor, Dentist etc. should be carried out in your own time. Where this is not possible appointments should be made at the start or the end of the working day. There is no right to be paid whilst attending such appointme...

	8 Sick pay
	8.1 You may be entitled to Statutory Sick Pay (SSP) if you satisfy the relevant statutory requirements. Qualifying days for SSP are Monday to Friday, or as set out in your employment contract. The rate of SSP is set by the government in April each yea...
	8.2 If a period of sickness absence is or appears to be occasioned by actionable negligence, nuisance or breach of any statutory duty on the part of a third party, in respect of which damages are or may be recoverable, you must immediately notify Huma...
	8.3 Any employer and employee pension contributions will continue subject to the relevant scheme rules during any period of company sick pay or SSP.

	9 Sick leave and holidays
	9.1 If you become sick or injured while on annual leave such that you would be unfit for work you may ask us to treat the period of incapacity as sick leave and reclaim the annual leave.
	9.2 To be able to claim sick pay you must notify your manager of your incapacity immediately, and the usual requirements for medical evidence in this policy will also apply, even if you are abroad.
	9.3 If you are on sick leave you may choose to cancel any pre-arranged annual leave that would otherwise coincide with your sick leave. You should notify your manager as soon as possible that you wish to do this.
	9.4 If your period of sick leave extends into the next holiday year, or if there is not enough time left in the current holiday year to make it practicable to take your remaining holiday entitlement, you can carry any unused holiday entitlement over t...

	10 Keeping in contact during sickness absence
	10.1 If you are absent on sick leave you should expect to be contacted from time to time by your line manager in order to discuss your wellbeing, expected length of continued absence from work and any of your work that requires attention. Such contact...
	10.2 If you have any concerns while absent on sick leave, whether about the reason for your absence or your ability to return to work, you should feel free to contact your line manager at any time within your normal shift working hours.

	11 Medical examinations
	11.1 We may, at any time in operating this policy, require you to consent to a medical examination by our Occupational Health service or a doctor nominated by us at our expense.
	11.2 You will be asked to agree that any report produced in connection with any such examination may be disclosed to us and that we may discuss the contents of the report with our advisers and the relevant doctor.

	12 Return-to-work interviews
	12.1 If you have been absent on sick leave we will arrange for you to have a return-to-work interview with your line manager.
	12.2 A return-to-work interview enables us to confirm the details of your absence. It also gives you the opportunity to raise any concerns or questions you may have, and to bring any relevant matters to our attention.
	12.3 Where your doctor has provided a certificate stating that you "may be fit for work" we will usually hold a return-to-work interview to discuss any additional measures that may be needed to facilitate your return to work, taking account of your do...

	13 Returning to work from long-term sickness absence
	13.1 We are committed to helping employees return to work from long-term sickness absence. As part of our sickness absence meetings procedure (see paragraph 15), we will, where appropriate and possible, support returns to work by:
	13.2 If you are unable to return to work in the longer term, we will consider whether you are entitled to any benefits under your contract and/or any insurance schemes we operate.

	14 Attendance Monitoring (Bradford Score Factor)
	14.1 Victorian House Sales operates a policy to measure the absence rates of individual employees. This will form the basis for an individual absence index score for each employee. The index score will be calculated as follows:
	14.2 Each employee absence will still instigate a return to work interview where the reasons for the absence will be discussed with the employee, together with any requisite support from the Company can be determined along with the current absence ind...
	14.3 The Company will operate the following triggers points, the stated associated actions will apply to the absence index score, although the Company will always remain sensitive to the individual circumstances of each employee:

	15 Sickness absence meetings procedure
	15.1 We may apply this procedure whenever we consider it necessary, including, for example, if you:
	15.2 Unless it is impractical to do so, we will give you 24 hours written notice of the date, time, and place of a sickness absence meeting. We will put any concerns about your sickness absence and the basis for those concerns in writing or otherwise ...
	15.3 The meeting will be conducted by your line manager supported by the HR Department. You may bring a companion with you to the meeting (see paragraph 16).
	15.4 You must take all reasonable steps to attend a meeting. Failure to do so without good reason may be treated as misconduct. If you or your companion are unable to attend at the time specified you should immediately inform your line manager who wil...
	15.5 A meeting may be adjourned if your line manager is awaiting receipt of information, needs to gather any further information or consider matters discussed at a previous meeting. You will be given a reasonable opportunity to consider any new inform...
	15.6 Confirmation of any decision made at a meeting, the reasons for it, and of the right of appeal will be given to you in writing within 7 days of a sickness absence meeting (unless this time scale is not practicable, in which case it will be provid...
	15.7 If, at any time, your line manager considers that you have taken or are taking sickness absence when you are not unwell, they may refer matters to be dealt with under our Disciplinary Procedure.

	16 Right to be accompanied at meetings
	16.1 You may bring a companion to any meeting or appeal meeting under this procedure.
	16.2 Your companion may be either a trade union representative or a colleague. Their details must be given to the manager conducting the meeting, in good time before it takes place.
	16.3 Employees are allowed reasonable time off from duties without loss of pay to act as a companion. However, they are not obliged to act as a companion and may decline a request if they so wish.
	16.4 We may at our discretion permit other companions (for example, a family member) where this will help overcome particular difficulties caused by a disability, or difficulty understanding English.
	16.5 A companion may make representations, ask questions, and sum up your position, but will not be allowed to answer questions on your behalf. You may confer privately with your companion at any time during a meeting.

	17 Stage 1: first sickness absence meeting
	17.1 This will follow the procedure set out in paragraphs above on the arrangements for and right to be accompanied at sickness absence meetings.
	17.2 The purposes of a first sickness absence meeting may include:

	18 Stage 2: further sickness absence meeting(s)
	18.1 Depending on the matters discussed at the first stage of the sickness absence procedure, a further meeting or meetings may be necessary. Arrangements for meetings under the second stage of the sickness absence procedure will follow the procedure ...
	18.2 The purposes of further meeting(s) may include:

	19 Stage 3: final sickness absence meeting
	19.1 Where you have been warned that you are at risk of dismissal, we may invite you to a meeting under the third stage of the sickness absence procedure. Arrangements for this meeting will follow the procedure set out in the paragraphs above on the a...
	19.2 The purposes of the meeting will be:
	19.3 Termination will normally be with full notice or payment in lieu of notice.

	20 Appeals
	20.1 You may appeal against the outcome of any stage of this procedure and you may bring a companion to an appeal meeting (see paragraph 16).
	20.2 An appeal should be made in writing, stating the full grounds of appeal, to the HR Department within 7 days of the date on which the decision was sent to you.
	20.3 Unless it is not practicable, you will be given written notice of an appeal meeting within one week of the meeting. In cases of dismissal the appeal will be held as soon as possible. Any new matters raised in an appeal may delay an appeal meeting...
	20.4 You will be provided with written details of any new information which comes to light before an appeal meeting. You will also be given a reasonable opportunity to consider this information before the meeting.
	20.5 Where practicable, an appeal meeting will be conducted by a manager senior to the individual who conducted the sickness absence meeting.
	20.6 Depending on the circumstances, an appeal meeting may be a complete rehearing of the matter or a review of the original decision.
	20.7 The final decision will be confirmed in writing, if possible within one week of the appeal meeting. There will be no further right of appeal.
	20.8 The date that any dismissal takes effect will not be delayed pending the outcome of an appeal. However, if the appeal is successful, the decision to dismiss will be revoked with no loss of continuity or pay.

	1 About this procedure
	1.1 The primary aim of this procedure is to provide a framework within which managers can work with employees to maintain satisfactory performance standards and to encourage improvement where necessary.
	1.2 It is our policy to ensure that concerns over performance are dealt with fairly and that steps are taken to establish the facts and to give employees the opportunity to respond at a hearing before any formal action is taken.
	1.3 This policy does not apply to cases involving genuine sickness absence, proposed redundancies, or misconduct. In those cases, reference should be made to the appropriate policy or procedure in this handbook.
	1.4 This procedure applies to all employees regardless of length of service. However, we may depart from this procedure where appropriate (including but not limited to during an employee's probationary period). It does not apply to agency workers or s...
	1.5 Employees within their probationary period will normally only receive one formal warning for poor performance under the Performance Review Procedure during their probationary service. If the Employee's performance fails to meet the required standa...
	1.6 This procedure does not form part of any employee's contract of employment and it may be amended at any time.

	2 Identifying performance issues
	2.2 Employees will not normally be dismissed for performance reasons without previous warnings. However, in serious cases of gross negligence, or in any case involving an employee who has not yet completed their probationary period, dismissal without ...
	2.3 If we have concerns about your performance, we will undertake an assessment to decide if there are grounds for taking formal action under this procedure. The procedure involved will depend on the circumstances but may involve reviewing your person...

	3 Disabilities
	3.1 Consideration will be given to whether poor performance may be related to a disability and, if so, whether there are reasonable adjustments that could be made to your working arrangements, including changing your duties or providing additional equ...
	3.2 If you wish to discuss this or inform us of any medical condition you consider relevant, you should contact your line manager or a member of the Human Resources Department.

	4 Confidentiality
	4.1 Our aim is to deal with performance matters sensitively and with due respect for the privacy of any individuals involved. All employees must treat as confidential any information communicated to them in connection with a matter which is subject to...
	4.2 You, and anyone accompanying you (including witnesses), must not make electronic recordings of any meetings or hearings conducted under this procedure.
	4.3 You will normally be told the names of any witnesses whose evidence is relevant to your capability hearing, unless we believe that a witness's identity should remain confidential.

	5 Notification of a capability hearing
	5.1 If we consider that there are grounds for taking formal action over alleged poor performance, you will be required to attend a capability hearing. We will notify you in writing of our concerns over your performance, the reasons for those concerns,...
	5.2 We will give you written notice of the date, time, and place of the capability hearing. The hearing will be held as soon as reasonably practicable, but you will be given a reasonable amount of time, usually two to seven days, to prepare your case ...

	6 Right to be accompanied at hearings
	6.1 You may bring a companion to any capability hearing or appeal hearing under this procedure. The companion may be either a trade union representative or a colleague. You must tell the manager conducting the hearing who your chosen companion is, in ...
	6.2 A companion is allowed reasonable time off from duties without loss of pay but no-one is obliged to act as a companion if they do not wish to do so.
	6.3 If your companion is unavailable at the time a hearing is scheduled and will not be available for more than five working days we may require you to choose someone else.
	6.4 We may, at our discretion, allow you to bring a companion who is not a colleague or union representative (for example, a member of your family) where this will help overcome a particular difficulty caused by a disability, or where you have difficu...

	7 Procedure at capability hearings
	7.1 If you or your companion cannot attend the hearing you should inform us immediately and we will usually arrange an alternative time. You must make every effort to attend the hearing, and failure to attend without good reason may be treated as misc...
	7.2 The hearing will normally be held by your line manager or a more senior manager and will normally be attended by a member of the Human Resources Department. You may bring a companion with you to the hearing (see paragraph 6). Your companion may m...
	7.3 You may ask relevant witnesses to appear at the hearing, provided you give us sufficient advance notice to arrange their attendance. You will be given the opportunity to respond to any information given by a witness. However, you will not normally...
	7.4 The aims of a capability hearing will usually include:
	7.5 A hearing may be adjourned if we need to gather any further information or consider matters discussed at the hearing. You will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened.
	7.6 We will inform you in writing of our decision and our reasons for it, usually within one week of the capability hearing. Where possible we will also explain this information to you in person.

	8 Stage 1 hearing: first written warning
	8.1 Following a Stage 1 capability hearing, if we decide that your performance is unsatisfactory, we will give you a first written warning, setting out:
	8.2 The warning will normally remain active for six months from the end of the review period. After the active period, the warning will remain permanently on your personnel file but will be disregarded in deciding the outcome of any future capability ...

	9 Stage 2 hearing: final written warning
	9.1 If your performance does not improve within the review period set out in a first written warning, or if there is further evidence of poor performance while your first written warning is still active, we may decide to hold a Stage 2 capability hear...
	9.2 Following a Stage 2 capability hearing, if we decide that your performance is unsatisfactory, we will give you a final written warning, setting out:
	9.3 A final written warning will normally remain active for 12 months from the end of the review period. After the active period, the warning will remain permanently on your personnel file but will be disregarded in deciding the outcome of future capa...

	10 Stage 3 hearing: dismissal or redeployment
	10.1 We may decide to hold a Stage 3 capability hearing if we have reason to believe:
	10.2 Following the hearing, if we find that your performance is unsatisfactory, we may consider a range of options including:
	10.3 Dismissal will normally be with full notice or payment in lieu of notice, unless your performance has been so negligent as to amount to gross misconduct, in which case we may dismiss you without notice or any pay in lieu.

	11 Appeals against action for poor performance
	11.1 If you feel that a decision about poor performance under this procedure is wrong or unjust you should appeal in writing, stating your full grounds of appeal, to Human Resource Manager within one week of the date on which you were informed in writ...
	11.2 If you are appealing against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if your appeal is successful you will be reinstated with no loss of continuity or pay.
	11.3 If you raise any new matters in your appeal, we may need to carry out further investigation. If any new information comes to light we will provide you with a summary including, where appropriate, copies of additional relevant documents and witnes...
	11.4 We will give you written notice of the date, time, and place of the appeal hearing. This will normally be two to seven days after you receive the written notice.
	11.5 The appeal hearing may be a complete re-hearing of the matter or it may be a review of the fairness of the original decision in the light of the procedure that was followed and any new information that may have come to light. This will be at our ...
	11.6 Where possible, the appeal hearing will be conducted by a more senior manager who has not been previously involved in the case. A member of the Human Resources Department and/or the manager who conducted the capability hearing may also be present...
	11.7 A hearing may be adjourned if we need to gather any further information or consider matters discussed at the hearing. You will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened.
	11.8 Following the appeal hearing we may:
	11.9 We will inform you in writing of our final decision as soon as possible, usually within one week of the appeal hearing. Where possible we will also explain this to you in person. There will be no further right of appeal.

	12 Internal Promotions
	12.1 Where the Employee is promoted, the consequences of 'failing to make the grade' should be explained. In some cases, the Employee will be promoted on the basis of a probationary period with the condition that the Company has the right to transfer ...

	1 Policy statement
	1.1 These Disciplinary Rules should be read in conjunction with our Disciplinary Procedure. The aim of the Disciplinary Rules and Disciplinary Procedure is to set out the standards of conduct expected of all staff and to provide a framework within whi...
	1.2 It is our policy to ensure that any disciplinary matter is dealt with fairly and in accordance with the Disciplinary Procedure.
	1.3 If you are in any doubt as to your responsibilities or the standards of conduct expected you should speak to your line manager or a member of Human Resources.
	1.4 We may amend our Disciplinary Rules at any time.

	2 Rules of conduct
	2.1 While working for us you should at all times maintain professional and responsible standards of conduct. In particular you should observe the terms and conditions of your contract, particularly:
	2.2 The above list is not exhaustive, you should observe all our policies, procedures and regulations which are included in the Employee Handbook or notified to you from time to time by means of notice boards, email, the intranet or otherwise;
	2.3 Failure to maintain satisfactory standards of conduct may result in action being taken under our Disciplinary Procedure.

	3 Misconduct
	4 Gross misconduct
	4.1 Gross misconduct is a serious breach of contract and includes misconduct which, in our opinion, is likely to prejudice our business or reputation or irreparably damage the working relationship and trust between us. Gross misconduct will be dealt w...
	4.2 The following are examples of matters that are normally regarded as gross misconduct:

	1 About this procedure
	1.1 The aims of this Disciplinary Procedure are to provide a framework within which managers can work with employees to maintain satisfactory standards of conduct and to encourage improvement where necessary. The standards of conduct expected of all e...
	1.2 It is our policy to ensure that any disciplinary matter is dealt with fairly and that steps are taken to establish the facts and to give employees the opportunity to respond before taking any formal action.
	1.3 The procedure applies to all employees regardless of length of service. It does not apply to agency workers or self-employed contractors.
	1.4 This procedure is used to deal with misconduct. It does not apply to cases involving genuine sickness absence, proposed redundancies, or poor performance. In those cases, reference should be made to the appropriate policy or procedure in the emplo...
	1.5 This procedure does not form part of any employee's contract of employment and it may be amended at any time. We may also vary this procedure, including any time limits, as appropriate in any case.

	2 Minor conduct issues
	2.1 Minor conduct issues can often be resolved informally between you and your line manager. These discussions should be held in private and without undue delay whenever there is cause for concern. Where appropriate, a note of any such informal discus...
	2.2 If you have difficulty at any stage of the procedure because of a disability, you should discuss the situation with a member of the Human Resources Department as soon as possible.

	3 Confidentiality
	3.1 Our aim is to deal with disciplinary matters sensitively and with due respect for the privacy of any individuals involved. All employees must treat as confidential any information communicated to them in connection with an investigation or discipl...
	3.2 You, and anyone accompanying you (including witnesses), must not make electronic recordings of any meetings or hearings conducted under this procedure. Making an unauthorised recording may be treated as gross misconduct and will potentially be a b...
	3.3 You will normally be told the names of any witnesses whose evidence is relevant to disciplinary proceedings against you, unless we believe that a witness's identity should remain confidential.

	4 Probationary Employees
	4.1 The formal Disciplinary Procedure does not apply to probationary employees who may be dismissed summarily for committing an act of misconduct during their probationary period. There will be no right of appeal against any such decision to dismiss i...
	4.2 The Company reserves the right to use a truncated version of this Policy during the initial 24 months of an employee’s employment or to dispense with the process all together.

	5 Investigations
	5.1 The purpose of an investigation is for us to establish a fair and balanced view of the facts relating to any disciplinary allegations against you, before deciding whether to proceed with a disciplinary hearing. The amount of investigation required...
	5.2 Investigative interviews are solely for the purpose of fact-finding and no decision on disciplinary action will be taken until after a disciplinary hearing has been held.
	5.3 You do not normally have the right to bring a companion to an investigative interview. However, we may allow you to bring a companion if it helps you to overcome any disability, or any difficulty in understanding English.
	5.4 You must co-operate fully and promptly in any investigation. This will include informing us of the names of any relevant witnesses, disclosing any relevant documents to us and attending investigative interviews if required.

	6 Criminal allegations
	6.1 Where your conduct is the subject of a criminal investigation, charge, or conviction we will investigate the facts before deciding whether to take formal disciplinary action.
	6.2 We will not usually wait for the outcome of any prosecution before deciding what action, if any, to take. Where you are unable or have been advised not to attend a disciplinary hearing or say anything about a pending criminal matter, we may have t...
	6.3 A criminal investigation, charge or conviction relating to conduct outside work may be treated as a disciplinary matter if we consider that it is relevant to your employment.

	7 Suspension
	7.1 In some circumstances we may need to suspend you from work. The suspension will be for no longer than is necessary to investigate the allegations and we will confirm the arrangements to you in writing. While suspended you should not visit our prem...
	7.2 Suspension of this kind is not a disciplinary penalty and does not imply that any decision has already been made about the allegations. You will continue to receive your full basic salary and benefits during the period of suspension.

	8 Notification of a hearing
	8.1 Following any investigation, if we consider there are grounds for disciplinary action, you will be required to attend a disciplinary hearing. We will inform you in writing of the allegations against you, the basis for those allegations, and what t...
	8.2 We will give you written notice of the date, time, and place of the disciplinary hearing. The hearing will be held as soon as reasonably practicable, but you will be given a reasonable amount of time, usually two to seven days, to prepare your cas...

	9 The right to be accompanied
	9.1 You may bring a companion to any disciplinary hearing or appeal hearing under this procedure. The companion may be either a trade union representative or a colleague. You must tell the hearing manager who your chosen companion is, in good time bef...
	9.2 A companion is allowed reasonable time off from duties without loss of pay but no-one is obliged to act as a companion if they do not wish to do so.
	9.3 If your companion is unavailable at the time a meeting is scheduled and will not be available for more than five working days afterwards, we may ask you to choose someone else.
	9.4 We may, at our discretion, allow you to bring a companion who is not a colleague or union representative (for example, a member of your family) if this will help overcome a disability, or if you have difficulty understanding English.

	10 Procedure at disciplinary hearings
	10.1 If you or your companion cannot attend the hearing you should inform us immediately and we will arrange an alternative time. You must make every effort to attend the hearing, and failure to attend without good reason may be treated as misconduct ...
	10.2 The hearing will be chaired by a manager. The Investigating Officer and/or a member of the Human Resources Department will also be present. You may bring a companion with you to the disciplinary hearing (see paragraph 9).
	10.3 At the disciplinary hearing we will go through the allegations against you and the evidence that has been gathered. You will be able to respond and present any evidence of your own. Your companion may make representations to us and ask questions ...
	10.4 You may ask relevant witnesses to appear at the hearing, provided you give us sufficient advance notice to arrange their attendance. You will be given the opportunity to respond to any information given by a witness. However, you will not normall...
	10.5 We may adjourn the disciplinary hearing if we need to carry out any further investigations such as re-interviewing witnesses in the light of any new points you have raised at the hearing. You will be given a reasonable opportunity to consider any...
	10.6 We will inform you in writing of our decision and our reasons for it, usually within one week of the disciplinary hearing. Where possible we will also explain this information to you in person.

	11 Disciplinary penalties
	11.1 The usual penalties for misconduct are set out below. No penalty should be imposed without a hearing. We aim to treat all employees fairly and consistently, and a penalty imposed on another employee for similar misconduct will usually be consider...
	11.2 You will not normally be dismissed for a first act of misconduct, unless we decide it amounts to gross misconduct or you have not yet completed your probationary period.
	11.3 Stage 1 – Verbal warning. It will usually be given as a result of a first, or minor, infringement of you working practices.
	11.4 Stage 2 - First written warning. It will usually be appropriate following a verbal warning for anact of misconduct where there are no other active written warnings on your disciplinary record.
	11.5 Stage 3 – Second Written Warning. It will usually be appropriate for:
	11.6 Stage 4 - Final written warning. It will usually be appropriate for:
	11.7 Stage 5 - Dismissal. It will usually only be appropriate for:
	11.8 Alternatives to dismissal.

	12 The effect of a warning
	12.1 Written warnings will set out the nature of the misconduct, the change in behaviour required, the period for which the warning will remain active, and the likely consequences of further misconduct in that active period.
	12.2 A first written warning will usually remain active for six months and a final written warning will usually remain active for 12 months. In exceptional cases verging on gross misconduct, a final written warning may state that it will remain active...
	12.3 After the active period, the warning will remain permanently on your personnel file but will be disregarded in deciding the outcome of future disciplinary proceedings.

	13 Appeals
	13.1 If you feel that disciplinary action taken against you is wrong or unjust you should appeal in writing, stating your full grounds of appeal, to Human Resource Manager within one week of the date on which you were informed of the decision.
	13.2 If you are appealing against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if your appeal is successful you will be reinstated with no loss of continuity or pay.
	13.3 If you raise any new matters in your appeal, we may need to carry out further investigation. If any new information comes to light, we will provide you with a summary including, where appropriate, copies of additional relevant documents and witne...
	13.4 We will give you written notice of the date, time, and place of the appeal hearing. This will normally be two to seven days after you receive the written notice.
	13.5 The appeal hearing may be a complete re-hearing of the matter or it may be a review of the fairness of the original decision in the light of the procedure that was followed and any new information that may have come to light. This will be at our ...
	13.6 Where possible, the appeal hearing will be conducted impartially by a more senior manager who has not been previously involved in the case. The Investigating Officer and/or a member of the Human Resources Department, and/or the manager who conduc...
	13.7 We may adjourn the appeal hearing if we need to carry out any further investigations in the light of any new points you have raised at the hearing. You will be given a reasonable opportunity to consider any new information obtained before the hea...
	13.8 Following the appeal hearing we may:
	13.9 We will inform you in writing of our final decision as soon as possible, usually within one week of the appeal hearing. Where possible we will also explain this to you in person. There will be no further right of appeal.

	1 About this procedure
	1.1 It is our policy to ensure that all employees have access to a procedure to help deal with any grievances relating to their employment fairly and without unreasonable delay. We aim to investigate any formal grievance you raise, hold a meeting to d...
	1.2 This procedure applies to all employees regardless of length of service. It does not apply to agency workers or self-employed contractors.
	1.3 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Using this procedure
	2.1 Issues that could cause grievances may include:
	2.2 This Grievance Procedure should not be used to complain about dismissal or disciplinary action. If you are dissatisfied with any disciplinary action, you should submit an appeal under the appropriate procedure in the Employee Handbook.
	2.3 We have an Anti-harassment and Bullying Policy within this Procedure that may be useful if you have been the victim of bullying or harassment or wish to report an incident of bullying or harassment involving other people.
	2.4 We operate a separate Whistleblowing Policy to enable employees to report illegal activities, wrongdoing, or malpractice. However, where you are directly affected by the matter in question, or where you feel you have been victimised for an act of ...
	2.5 If you have difficulty at any stage of the Grievance Procedure because of a disability or because English is not your first language, you should discuss the situation with your line manager as soon as possible.
	2.6 Written grievances will be placed on your personnel file along with a record of any decisions taken and any notes or other documents compiled during the grievance process. These will be processed in accordance with our Data Protection Policy.

	3 Bullying and Harassment Procedure
	3.1 Victorian House Sales Ltd is committed to providing a working environment free from harassment and bullying and ensuring all staff are treated, and treat others, with dignity and respect.
	3.2 This policy covers harassment or bullying which occurs at work and out of the workplace, such as on business trips or at work-related events or social functions. It covers bullying and harassment by staff (which may include consultants, contractor...
	3.3 This policy covers all employees, officers, consultants, contractors, casual workers, and agency workers.
	3.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.
	3.5 Harassment
	3.6 Bullying
	3.7 All allegations of harassment and/or bullying will be dealt with seriously, promptly and in confidence. Employees who feel they have been subject to harassment and/or bullying must not hesitate in using this procedure nor fear victimisation. Retal...
	3.8 The [Human Resources Manager] will provide, in confidence, advice and assistance to employees subjected to harassment and/or bullying and assist in the resolution of any problems. If you are in any doubt as to whether an incident or series of inci...
	3.9 If an incident happens which you think may be harassment or bullying, you may prefer initially to attempt to resolve the problem informally, if you feel able to do so. In some cases it may be possible and sufficient to explain clearly to the perso...
	3.10 In circumstances where this is too difficult or embarrassing for you to do on your own, you could seek support from a friend at work [or the HR Manager]. If the incident concerns a customer or client or other third party, you may wish to ask your...
	3.11 If the conduct continues or if it is not appropriate to resolve the problem informally or you do not feel able to raise it informally, you should raise a formal complaint, using the procedure set out in this Grievance Procedure below.

	4 Raising grievances informally
	5 Formal written grievances
	5.1 If your grievance cannot be resolved informally you should put it in writing and submit it to the Human Resource manager, indicating that it is a formal grievance.
	5.2 The written grievance should contain a brief description of the nature of your complaint, including any relevant facts, dates, and names of individuals involved. In some situations, we may ask you to provide further information.

	6 Investigations
	6.1 It may be necessary for us to carry out an investigation into your grievance. The amount of any investigation required will depend on the nature of the allegations and will vary from case to case. It may involve interviewing and taking statements ...
	6.2 You must co-operate fully and promptly in any investigation. This may include informing us of the names of any relevant witnesses, disclosing any relevant documents to us and attending interviews, as part of our investigation.
	6.3 We may initiate an investigation before holding a grievance meeting where we consider this appropriate. In other cases, we may hold a grievance meeting before deciding what investigation (if any) to carry out. In those cases, we will hold a furthe...

	7 Right to be accompanied
	7.1 You may bring a companion to any grievance meeting or appeal meeting under this procedure. The companion may be either a trade union representative or a colleague. You must tell the person holding the grievance meeting who your chosen companion is...
	7.2 At the meeting, your companion may make representations to us and ask questions but should not answer questions on your behalf. You may talk privately with them at any time during the meeting.
	7.3 Acting as a companion is voluntary and your colleagues are under no obligation to do so. If they agree to do so they will be allowed reasonable time off from duties without loss of pay to act as a companion.
	7.4 If your chosen companion is unavailable at the time a meeting is scheduled and will not be available for more than five working days afterwards, we may ask you to choose someone else.
	7.5 We may, at our discretion, allow you to bring a companion who is not a colleague or union representative (for example, a member of your family) if this will help overcome a disability, or if you have difficulty understanding English.

	8 Grievance meetings
	8.1 We will arrange a grievance meeting, normally within one week of receiving your written grievance.
	8.2 You and your companion (if any) should make every effort to attend grievance meetings. If you or your companion cannot attend at the time specified, you should inform us immediately and we will try, within reason, to agree an alternative time.
	8.3 The purpose of a grievance meeting is to enable you to explain your grievance and how you think it should be resolved, and to assist us to reach a decision based on the available evidence and the representations you have made.
	8.4 After an initial grievance meeting we may carry out further investigations and hold further grievance meetings as we consider appropriate. Such meetings will be arranged without unreasonable delay.
	8.5 We will write to you, usually within one week of the final grievance meeting, to inform you of the outcome of your grievance and any further action that we intend to take to resolve the grievance. We will also remind you of your right of appeal. W...

	9 Appeals
	9.1 If the grievance has not been resolved to your satisfaction you may appeal in writing to Managing Director stating your full grounds of appeal, within one week of the date on which the decision was sent or given to you.
	9.2 We will hold an appeal meeting, normally within one week of receiving your written appeal. This will be dealt with impartially by a more senior manager who has not previously been involved in the case (although they may ask anyone previously invol...
	9.3 We will confirm our final decision in writing, usually within one week of the appeal hearing. This is the end of the procedure and there is no further appeal.

	1 About this policy
	1.1 We are committed to conducting our business with honesty and integrity, and we expect all staff to maintain high standards. However, all organisations face the risk of things going wrong from time to time, or of unknowingly harbouring illegal or u...
	1.2 The aims of this policy are:
	1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and agency workers.
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Personnel responsible for the policy
	2.1 The board has overall responsibility for this policy, and for reviewing the effectiveness of actions taken in response to concerns raised under this policy.
	2.2 The Whistleblowing Officer has day-to-day operational responsibility for this policy and must ensure that all managers and other staff who may deal with concerns or investigations under this policy receive regular and appropriate training.
	2.3 The Whistleblowing Officer, in conjunction with the board should review this policy from a legal and operational perspective at least once a year.
	2.4 All staff are responsible for the success of this policy and should ensure that they use it to disclose any suspected danger or wrongdoing. Staff are invited to comment on this policy and suggest ways in which it might be improved. Comments, sugge...

	3 What is whistleblowing?
	3.1 Whistleblowing is the disclosure of information which relates to suspected wrongdoing or dangers at work. This may include:
	3.1 Whistleblowing is the disclosure of information which relates to suspected wrongdoing or dangers at work. This may include:
	3.2 A whistle-blower is a person who raises a genuine concern relating to any of the above. If you have any genuine concerns related to suspected wrongdoing or danger affecting any of our activities (a whistleblowing concern) you should report it unde...
	3.3 This policy should not be used for complaints relating to your own personal circumstances, such as the way you have been treated at work. In those cases, you should use the Grievance Procedure.
	3.4 If you are uncertain whether something is within the scope of this policy you should seek advice from the Whistleblowing Officer, whose contact details are at the end of this policy.

	4 Raising a whistleblowing concern
	4.1 We hope that in many cases you will be able to raise any concerns with your line manager. You may tell them in person or put the matter in writing if you prefer. They may be able to agree a way of resolving your concern quickly and effectively. In...
	4.2 However, where the matter is more serious, or you feel that your line manager has not addressed your concern, or you prefer not to raise it with them for any reason, you should contact one of the following:
	4.3 We will arrange a meeting with you as soon as possible to discuss your concern. You may bring a colleague or union representative to any meetings under this policy. Your companion must respect the confidentiality of your disclosure and any subsequ...
	4.4 We will take down a written summary of your concern and provide you with a copy after the meeting. We will also aim to give you an indication of how we propose to deal with the matter.

	5 Confidentiality
	5.1 We hope that staff will feel able to voice whistleblowing concerns openly under this policy. However, if you want to raise your concern confidentially, we will make every effort to keep your identity secret. If it is necessary for anyone investiga...
	5.2 We do not encourage staff to make disclosures anonymously. Proper investigation may be more difficult or impossible if we cannot obtain further information from you. It is also more difficult to establish whether any allegations are credible. Whis...

	6 Investigation and outcome
	6.1 Once you have raised a concern, we will carry out an initial assessment to determine the scope of any investigation. We will inform you of the outcome of our assessment. You may be required to attend additional meetings in order to provide further...
	6.2 In some cases, we may appoint an investigator or team of investigators including staff with relevant experience of investigations or specialist knowledge of the subject matter. The investigator(s) may make recommendations for change to enable us t...
	6.3 We will aim to keep you informed of the progress of the investigation and its likely timescale. However, sometimes the need for confidentiality may prevent us giving you specific details of the investigation or any disciplinary action taken as a r...
	6.4 If we conclude that a whistle-blower has made false allegations maliciously, the whistle-blower will be subject to disciplinary action.

	7 If you are not satisfied
	7.1 While we cannot always guarantee the outcome you are seeking, we will try to deal with your concern fairly and in an appropriate way. By using this policy, you can help us to achieve this.
	7.2 If you are not happy with the way in which your concern has been handled, you can raise it with one of the other key contacts in paragraph 4. Alternatively, you may contact the chairman of the board of directors or our external auditors. Contact ...

	8 External disclosures
	8.1 The aim of this policy is to provide an internal mechanism for reporting, investigating, and remedying any wrongdoing in the workplace. In most cases you should not find it necessary to alert anyone externally.
	8.2 The law recognises that in some circumstances it may be appropriate for you to report your concerns to an external body such as a regulator. It will very rarely if ever be appropriate to alert the media. We strongly encourage you to seek advice be...
	8.3 Whistleblowing concerns usually relate to the conduct of our staff, but they may sometimes relate to the actions of a third party, such as a customer, supplier, or service provider. In some circumstances the law will protect you if you raise the m...

	9 Protection and support for whistle-blowers
	9.1 It is understandable that whistle-blowers are sometimes worried about possible repercussions. We aim to encourage openness and will support staff who raise genuine concerns under this policy, even if they turn out to be mistaken.
	9.2 Whistle-blowers must not suffer any detrimental treatment as a result of raising a concern. Detrimental treatment includes dismissal, disciplinary action, threats, or other unfavourable treatment connected with raising a concern. If you believe th...
	9.3 You must not threaten or retaliate against whistle-blowers in any way. If you are involved in such conduct you may be subject to disciplinary action.

	10 Contacts
	1 About this policy
	1.1 This policy sets out our arrangements for staff wishing to take holidays (also known as annual leave).
	1.2 This policy covers all employees at all levels and grades, including full-time, part-time, permanent, and fixed-term employees, managers, directors, trainees, and homeworkers.
	1.3 This policy does not form part of any employee's contract of employment and we may amend it at any time. We may also vary the policy as appropriate in any case.

	2 Your holiday entitlement
	2.1 The company's holiday year runs from 1 January to 31 December. If your employment starts or finishes part way through the holiday year, your holiday entitlement during that year shall be calculated on a pro-rata basis, rounded up to the nearest ha...
	2.2 Unless otherwise set out in your employment contract, you are entitled to 28 days' paid holiday in each holiday year, or the pro rata equivalent if you work part time. This includes the usual public holidays in England and Wales or days in lieu wh...
	2.3 For the avoidance of doubt, the first four weeks of the leave you take in any holiday year shall be deemed to be the leave derived from regulation 13 of the Working Time Regulations 1998 (SI 1998/1833) and the remainder shall be deemed to be deriv...
	2.4 You will be required to keep up to six (6) days’ holiday in reserve to take during the Company’s shut down periods normally over Christmas period, the dates of which will be notified to you on an annual basis accordingly.
	2.5 Holidays may not be taken in busy periods which for us are October 1st to December 23rd each year, this will be reviewed annually.
	2.6 Except as set out in this policy, holiday entitlement must be taken during the holiday year in which it accrues. Any holiday not taken by the end of the holiday year will be lost and you will not receive any payment in lieu.
	2.7 Unused holiday can only be carried over to another holiday year:

	3 Taking holiday
	3.1 All holiday must be approved in advance by your line manager. You should normally give at least 2 weeks' notice of holiday requests except for single days, when a minimum notice of 1 week is normally required to allow planning of rotas or work sch...
	3.2 We may require you to take (or not to take) holiday on particular dates, including when the business is closed, particularly busy, or during your notice period.

	4 Sickness during periods of holiday
	4.1 If you are sick or injured during a holiday period and would have been incapable of work, you may choose to treat the period of incapacity as sick leave and reclaim the affected days of holiday.
	4.2 Employees already on sick leave before a pre-arranged period of holiday may choose to cancel any days of holiday that coincide with the period of incapacity and treat them as sick leave.
	4.3 If the employee is overseas when he/she falls ill or is injured, he/she must make sure that medical evidence is obtained from a qualified medical practitioner confirming the illness or injury and the total period of incapacity due to the illness o...
	4.4 Dishonest claims or other abuse of this policy will be treated as misconduct under our disciplinary procedure.

	5 Long-term sickness absence and holiday entitlement
	5.1 Holiday entitlement continues to accrue during periods of sick leave.
	5.2 If you are on a period of sick leave which spans two holiday years, or if you return to work after sick leave so close to the end of the holiday year that you cannot reasonably take your remaining holiday, you may carry over unused holiday to the ...
	5.3 Carry over under this rule is limited to the four-week minimum holiday entitlement under UK law (which includes bank holidays), less any leave taken during the holiday year that has just ended. If you have taken four weeks' holiday by the end of t...
	5.4 Any holiday that is carried over under this rule but is not taken within 18 months of the end of the holiday year in which it accrued will be lost.
	5.5 Alternatively, you can choose to take your paid holiday during your sick leave, in which case you will be paid at your normal rate.

	6 Family leave and holiday entitlement
	6.1 Holiday entitlement continues to accrue during periods of maternity, paternity, adoption, parental or shared parental leave (referred to collectively in this policy as family leave).
	6.2 If you are planning a period of family leave that is likely to last beyond the end of the holiday year, you should discuss your holiday plans with your manager in good time before starting your family leave. Any holiday entitlement for the year th...
	6.3 For the avoidance of doubt this covers your full holiday entitlement.
	6.4 Any holiday carried over should be taken immediately before returning to work or within three months of returning to work after the family leave.

	7 Arrangements on termination
	7.1 On termination of employment you may be required to use any remaining holiday entitlement during your notice period. Alternatively, you will be paid in lieu of any accrued but untaken holiday entitlement for the current holiday year to date, plus ...
	7.2 If your normal remuneration in the twelve weeks prior to the date on which your employment terminates also includes any form of variable pay, these elements will be factored into the calculation of your final holiday payment. For each day of untak...

	1 About this policy
	1.1 This policy outlines the statutory right to take time off to attend antenatal appointments.
	1.2 This policy applies to employees and agency workers. It does not apply to self-employed contractors.
	1.3 If you are an agency worker, the rights set out in this policy only apply to you once you have worked in the same role with us for at least 12 continuous weeks (which may include more than one assignment). For these purposes we will ignore any bre...
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Time off if you are pregnant
	2.1 If you are pregnant you may take reasonable paid time off during working hours for antenatal appointments. This may include any relaxation or parenting classes that your doctor, midwife or health visitor has advised you to attend.
	2.2 Please try to give us as much notice as possible of the appointment. We may ask you to provide the following, unless it is the first appointment:

	3 Time off for accompanying a pregnant woman: eligibility
	4 Time off for accompanying a pregnant woman: how to book time off
	5 Time off for accompanying a pregnant woman: amount of time off
	5.1 You may take time off to accompany a pregnant woman to up to two antenatal appointments in relation to each pregnancy.
	5.2 You must not take more than six and a half hours off for each appointment, including travel and waiting time.
	5.3 Time off to attend these appointments is unpaid hours' absence on no more than 5 occasions in relation to each pregnancy.
	5.4 If you wish to take time off to attend further antenatal appointments you should request annual leave.

	1 About this policy
	1.1 This policy outlines the statutory right to take time off to attend adoption appointments.
	1.2 This policy applies to employees and agency workers. It does not apply to self-employed contractors.
	1.3 If you are an agency worker, the rights set out in this policy only apply to you once you have worked in the same role with us for at least 12 continuous weeks (which may include more than one assignment). For these purposes we will ignore any bre...
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Time off for an adoption appointment
	2.1 An adoption appointment is an appointment arranged by an adoption agency (or at the agency's request) for you to have contact with a child who is to be placed with you for adoption, or for any other purpose related to the adoption.
	2.2 You may take time off to attend an adoption appointment once the agency has notified you that a child is to be placed with you for adoption but before the child is actually placed with you.

	3 If you are adopting a child with another person
	3.1 Where you and your partner are adopting a child, you must decide between you who will be treated as the primary adopter and who will be treated as the secondary adopter for the purposes of time off. You must tell us your decision the first time yo...
	3.2 You will usually choose to be the primary adopter if you intend to take adoption leave when the child is placed with you. You would not be able to take paternity leave if you have elected to be the primary adopter.
	3.3 You would usually choose to be the secondary adopter if you intend to take paternity leave when the child is placed with you, although you may be able to take adoption leave if your partner is not taking it.

	4 If you are adopting a child alone
	5 If you are adopting more than one child
	6 Amount of time off
	6.1 If you are adopting on your own or have elected to be the primary adopter, you may take paid time off to attend an adoption appointment on up to five occasions in relation to any particular adoption.
	6.2 If you are the secondary adopter, you may take unpaid time off to attend an adoption appointment on up to two occasions only.
	6.3 You must not take more than six and a half hours off for each appointment, including travel and waiting time.

	7 How to book time off
	7.1 Please give us as much notice of the appointment as possible. You must provide your manager with a signed statement or an email confirming:
	7.2 If you are an agency worker you may have to notify your agency as well. You should check with the agency.
	7.3 We may sometimes ask you to try and rearrange an appointment where it is reasonable to do so. In exceptional circumstances we reserve the right to refuse a request for a particular appointment, but we will not do so without good reason.

	8 Maternity policy
	8.1 This policy outlines the statutory rights and responsibilities of employees who are pregnant or have recently given birth and sets out the arrangements for pregnancy-related sickness, health and safety, and maternity leave. It does not apply to ag...
	8.2 Arrangements for time off for antenatal care and to accompany a pregnant woman to antenatal appointments are set out in our Time off for Antenatal Appointments Policy.
	8.3 In some cases, you and your spouse or partner may be eligible to opt into the shared parental leave (SPL) scheme which gives you more flexibility to share the leave and pay available in the first year after birth. However, you must take a period o...
	8.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	9 Personnel responsible for implementing the policy
	9.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. The board has delegated day-to-day responsibility for operating the policy ...
	9.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.

	10 Entitlement to maternity leave
	11 Notification of pregnancy
	11.1 You should inform us as soon as possible that you are pregnant. This is important as there may be health and safety considerations (see paragraph 13).
	11.2 Before the end of the fifteenth week before the week that you expect to give birth (Qualifying Week), or as soon as reasonably practical afterwards, you must tell us:
	11.3 You must provide a certificate from a doctor or midwife (usually on a MAT B1 form) confirming your Expected Week of Childbirth.

	12 Sickness
	12.1 Periods of pregnancy-related sickness absence shall be paid in accordance with our Sickness Absence Policy in the same manner as any other sickness absence.
	12.2 Periods of pregnancy-related sickness absence from the start of your pregnancy until the end of your maternity leave will be recorded separately from other sickness records and will be disregarded in any future employment-related decisions.
	12.3 If you are absent for a pregnancy-related reason during the four weeks before your Expected Week of Childbirth, your maternity leave will usually start automatically (see paragraph 14).

	13 Health and safety
	14 Starting maternity leave
	14.1 The earliest date you can start maternity leave is 11 weeks before the Expected Week of Childbirth (unless your child is born prematurely before that date).
	14.2 You can postpone your Intended Start Date by informing us in writing at least 28 days before the original Intended Start Date, or if that is not possible, as soon as reasonably practicable.
	14.3 You can bring forward the Intended Start Date by informing us at least 28 days before the new start date, or if that is not possible, as soon as reasonably practicable.
	14.4 Your maternity leave will start on the earliest of:
	14.5 Shortly before your maternity leave starts we will discuss with you the arrangements for covering your work and the opportunities for you to remain in contact, should you wish to do so, during your leave. Unless you request otherwise, you will re...
	14.6 The law prohibits you from working during the two weeks following childbirth.

	15 Maternity pay
	15.1 Statutory maternity pay (SMP) is payable for up to 39 weeks. SMP will stop being payable if you return to work (except where you are simply keeping in touch in accordance with paragraph 19). You are entitled to SMP if:
	15.2 SMP is calculated as follows:
	15.3 SMP accrues from the day on which you commence your OML and thereafter at the end of each complete week of absence. SMP payments are made on the next normal payroll date and income tax, National Insurance and pension contributions are deducted as...
	15.4 You are still eligible for SMP if you leave employment for any reason after the start of the Qualifying Week (for example, if you resign or are made redundant). In such cases, if your maternity leave has not already begun, SMP starts to accrue in...
	15.5 If you become eligible for a pay rise before the end of your maternity leave, you will be treated for SMP purposes as if the pay rise had applied throughout the Relevant Period. This means that your SMP will be recalculated and increased retrospe...

	16 Terms and conditions during OML and AML
	17 Annual leave
	17.1 During OML and AML, holiday entitlement will accrue at the rate provided under your contract.
	17.2 Our holiday year runs from 1 January to 31 December. In many cases a period of maternity leave will last beyond the end of the holiday year. Any holiday entitlement for the year that is not taken or cannot reasonably be taken before starting your...
	17.3 You should discuss your holiday plans with your manager in good time before starting your maternity leave. All holiday dates are subject to approval by your manager.

	18 Pensions
	18.1 During OML we shall continue to make any employer contributions that we usually make into a money-purchase pension scheme, based on what your earnings would have been if you had not been on maternity leave provided that you continue to make contr...
	18.2 During unpaid AML we shall make any payments into a money purchase scheme. You do not have to make any contributions, but you may do so if you wish, or you may make up for missed contributions at a later date.

	19 Keeping in touch
	19.1 We may make reasonable contact with you from time to time during your maternity leave.
	19.2 You may work (including attending training) for up to ten days during maternity leave without bringing your maternity leave or SMP to an end (Keeping in Touch Day). This is not compulsory and must be discussed and agreed with your line manager. I...
	19.3 You will be paid at your normal basic rate of pay for time spent working on a Keeping in Touch Day and this will be inclusive of any maternity pay entitlement. Alternatively, you may agree with your line manager to receive the equivalent paid tim...

	20 Returning to work
	20.1 Once you have notified us in writing of your Intended Start Date, we shall send you a letter within 28 days to inform you of your Expected Return Date. If your start date has been changed (either because you gave us notice to change it, or becaus...
	20.2 Shortly before you are due to return to work, we may invite you to have a discussion (whether in person or by telephone) about the arrangements for your return. This may cover:

	21 Changing your return date
	21.1 If you wish to return to work earlier than the Expected Return Date, you must give us eight weeks' notice. It is helpful if you give this notice in writing. If you do not give enough notice, we may postpone your return date until eight weeks afte...
	21.2 If you wish to return later than the Expected Return Date, you should either:
	21.3 If you are unable to return to work due to sickness or injury, this will be treated as sickness absence and our Sickness Absence Policy will apply.

	22 Deciding not to return
	22.1 If you do not intend to return to work, or are unsure, it is helpful if you discuss this with us as early as possible. If you decide not to return you should give notice of resignation in accordance with your contract. The amount of maternity lea...
	22.2 Once you have given notice that you will not be returning to work, you cannot change your mind without our agreement.
	22.3 This does not affect your right to receive SMP.

	23 Your rights when you return
	23.1 You are normally entitled to return to work in the same position as you held before commencing leave. Your terms of employment shall be the same as they would have been had you not been absent.
	23.2 However, if you have taken any period of AML or more than four weeks' parental leave, and it is not reasonably practicable for us to allow you to return into the same position, we may give you another suitable and appropriate job on terms and con...

	24 Switching to shared parental leave
	24.1 In some cases, you and your spouse or partner may be eligible to opt into the SPL scheme which gives you more flexibility to share the leave and pay available in the first year after birth. Your partner should check with their employer if they ar...
	24.2 You would need to give us at least eight weeks' written notice to end your maternity leave and opt into SPL. You can give this notice before or after the birth, but you must remain on maternity leave until at least two weeks after birth. You woul...

	25 Flexible working
	1 About this policy
	1.1 This policy outlines employees' entitlement to paternity leave and sets out the arrangements for taking it.
	1.2 You will not be discriminated against or subjected to a detriment for taking leave in accordance with this policy.
	1.3 This policy does not form part of any employee's contract of employment and we may amend it at any time.
	1.4 Arrangements for time off to accompany a pregnant woman to antenatal appointments are set out in our Time off for Antenatal Appointments Policy.
	1.5 Arrangements for time off to attend adoption appointments are set out in our Time off for Adoption Appointments Policy.
	1.6 In some cases, you may be eligible to opt into the shared parental leave scheme which gives you and your Partner more flexibility to share the leave and pay available in the first year. Details are set out in our Shared Parental Leave (Birth) and ...

	2 Frequently used terms
	3 Personnel responsible for this policy
	3.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. The board has delegated day-to-day responsibility for operating the policy ...
	3.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.

	4 Entitlement to paternity leave
	4.1 Paternity leave is available to employees of either gender, for the purpose of caring for a child, or supporting the child's other parent, in the following cases:
	4.2 To qualify for paternity leave you must have been continuously employed by us for at least 26 weeks ending with the 15th week before the Expected Week of Childbirth or the week in which you or your Partner are notified by the adoption agency or lo...
	4.3 In adoption, fostering for adoption, and surrogacy cases, you may wish to consider adoption leave instead (see the Adoption Leave Policy). Only one parent can take adoption leave so you should discuss this with your Partner. You cannot take both p...
	4.4 You cannot take paternity leave if you have already taken shared parental leave in respect of the same child. You may be eligible to take shared parental leave after paternity leave (see the Shared Parental Leave Policy).

	5 Timing and length of paternity leave
	5.1 Paternity leave must be taken as a period of either one week or two consecutive weeks. It cannot be taken in instalments.
	5.2 Paternity leave can start on the date of the child's birth or adoption placement, or a later date of your choosing. However, it must end within 56 days (8 weeks) of birth or placement, or within 56 days of the first day of the Expected Week of Chi...

	6 Notification
	6.1 To take paternity leave you must give us written notice by the end of the 15th week before the Expected Week of Childbirth or no more than seven days after you and/or your Partner were notified of having been matched with the child, or as soon as ...
	6.2 We may require a signed declaration from you that you are taking paternity leave to care for the child or to support the child's other parent in caring for the child.

	7 Changing leave dates or cancelling leave
	7.1 You may vary the start date of your paternity leave if you give notice as follows:
	7.2 If you are unable to give us 28 days' written notice as set out above, you should do so as soon as you can.

	8 Paternity pay
	8.1 In this paragraph, Relevant Period means the eight-week period ending with the Qualifying Week which is the 15th week before the Expected Week of Childbirth or the week in which you or your Partner were notified of being matched with the child.
	8.2 If you take paternity leave in accordance with this policy, you will be entitled to statutory paternity pay (SPP) if, during the Relevant Period, your average weekly earnings are not less than the lower earnings limit set by the government.
	8.3 SPP is paid at a prescribed rate which is set by the government for the relevant tax year, or at 90% of your average weekly earnings calculated over the Relevant Period if this is lower. For details of the current prescribed rate, please contact A...

	9 Terms and conditions during paternity leave
	10 Annual leave
	10.1 Annual leave will accrue during paternity leave at the rate provided under your contract.
	10.2 Our holiday year runs from 1 January to 31 December. If you are taking a period of paternity leave that will finish very close to the end of the year or continue into the next holiday year, any holiday entitlement for the year that is not taken o...
	10.3 You should discuss your holiday plans with your manager in good time before starting your paternity leave. All holiday dates are subject to approval by your manager.

	11 Pensions
	11.1 During paternity leave we shall continue to make any employer contributions that we usually make into a money-purchase pension scheme, based on what your earnings would have been if you had not been on paternity leave provided that you continue t...

	12 Returning to work
	12.1 You are normally entitled to return to work after paternity leave to the same position you held before commencing leave. Your terms of employment will be the same as if you not been absent.
	12.2 However, if you have taken paternity leave straight after or straight before a period of parental leave of more than four weeks, and it is not reasonably practicable for us to allow you to return to the same job, we may give you another suitable ...
	12.3 If you are also taking shared parental leave in respect of the same child, see the Shared Parental Leave (Birth) Policy or Shared Parental Leave (Adoption) Policy for information about rights on return to work.

	13 Flexible working
	1 About this policy
	1.1 This policy sets out the arrangements for adoption leave and pay for employees who are
	1.2 Arrangements for time off to attend adoption appointments are set out in our Time off for Adoption Appointments Policy.
	1.3 In some cases you and your spouse or partner may be eligible to opt into the shared parental leave (SPL) scheme which gives you more flexibility to share the leave and pay available in the first year after the child is placed with you. However, on...
	1.4 This policy only applies to employees. It does not apply to agency workers or self-employed contractors. It does not form part of any employee's contract of employment and we may amend it at any time.

	2 Personnel responsible for implementing the policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. The board has delegated day-to-day responsibility for operating the policy ...
	2.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.

	3 Entitlement to adoption leave
	3.1 In adoption cases or fostering for adoption cases, you are entitled to adoption leave if you meet all the following conditions:
	3.2 In a surrogacy case, you are entitled to adoption leave if all the following conditions are met:
	3.3 Only one parent can take adoption leave. If your spouse or partner takes adoption leave with their employer you will not be entitled to adoption leave but you may be entitled to paternity leave (see our Paternity Leave Policy) and/or shared parent...
	3.4 The maximum adoption leave entitlement is 52 weeks, consisting of 26 weeks' Ordinary Adoption Leave (OAL) and 26 weeks' Additional Adoption Leave (AAL).

	4 Notification requirements: adoption cases
	4.1 Not more than seven days after the agency or local authority notifies you in writing that it has matched you with a child (or where that is not reasonably practicable, as soon as reasonably practicable), you must give us notice in writing of the E...
	4.2 We will then write to you within 28 days to inform you of the date you would be due to return to work (your Expected Return Date) assuming you take your full entitlement to adoption leave.
	4.3 Once you receive the matching certificate issued by the adoption agency, you must provide us with a copy.

	5 Notification requirements: surrogacy cases
	5.1 In a surrogacy case, you must tell us in writing of your intention to take adoption leave and give the expected week of childbirth (EWC). You must give this information by the end of the 15th week before the EWC, or if that is not reasonably pract...
	5.2 We will write to you within 28 days of receiving your notification, to confirm your Expected Return Date assuming you take your full entitlement to adoption leave.
	5.3 When the child is born you must tell us the date of birth.

	6 Starting adoption leave
	6.1 In adoption or fostering for adoption cases, OAL may start on a predetermined date no more than 14 days before the Expected Placement Date, or on the date of placement itself, but no later.
	6.2 If you want to change your Intended Start Date please tell us in writing. You should give us as much notice as you can, but wherever possible you must tell us at least 28 days before the original Intended Start Date (or the new Intended Start Date...
	6.3 In a surrogacy case, OAL will start on the day the child is born, unless you are at work, in which case it will start on the following day. You cannot change the start date.
	6.4 Shortly before your adoption leave starts we will discuss with you the arrangements for covering your work and the opportunities for you to remain in contact, should you wish to do so, during your leave. Unless you request otherwise, you will rema...

	7 Adoption Pay
	7.1 Statutory adoption pay (SAP) is payable for up to 39 weeks. It stops being payable if you return to work sooner or if the placement is disrupted. You are entitled to SAP if:

	8 SAP is calculated as follows:
	8.2 SAP accrues with each complete week of absence and payments are made on the next normal payroll date. Income tax, National Insurance and pension contributions are deducted as appropriate.
	8.3 If you leave employment for any reason (for example, if you resign or are made redundant) you are still eligible for SAP if you have already been notified by an agency that you have been matched with a child. In such cases, SAP starts:

	9 Terms and conditions during adoption leave
	10 Annual leave
	10.1 Annual leave will accrue at the rate provided under your contract.
	10.2 Our holiday year runs from 1 January to 31 December. In many cases a period of adoption leave will last beyond the end of the holiday year. Any holiday entitlement for the year that is not taken or cannot reasonably be taken before starting your ...
	10.3 You should discuss your holiday plans with your manager in good time before starting your adoption leave. All holiday dates are subject to approval by your manager.

	11 Pensions
	11.1 During OAL and any further period of paid adoption leave we shall continue to make any employer contributions that we usually make into a money-purchase pension scheme, based on what your earnings would have been if you had not been on adoption l...
	11.2 During unpaid AAL we shall not make any payments into a money purchase scheme. You do not have to make any contributions, but you may do so if you wish, or you may make up for missed contributions at a later date.

	12 Redundancies during adoption leave
	13 Disrupted adoption
	13.1 In an adoption or fostering for adoption case, adoption leave is disrupted if it has started but:
	13.2 In a surrogacy case, adoption leave is disrupted where you do not apply for a parental order within the relevant time, or the court does not grant a parental order and the time limit for appeal or further application has expired, or where the chi...
	13.3 In the event of disruption, your entitlement to adoption leave and pay (if applicable) will continue for a further eight weeks from the end of the week in which disruption occurred, unless your entitlement to leave or pay would have ended earlier...
	13.4 Keeping in touch
	13.5 We may make reasonable contact with you from time to time during your adoption leave.
	13.6 You may work (including attending training) on up to ten days (Keeping in Touch Days) during adoption leave without bringing your adoption leave to an end. This is not compulsory and must be discussed and agreed with your line manager.
	13.6 You may work (including attending training) on up to ten days (Keeping in Touch Days) during adoption leave without bringing your adoption leave to an end. This is not compulsory and must be discussed and agreed with your line manager.
	13.7 You will be paid at your normal basic rate of pay for time spent working on a Keeping in Touch Day and this will be inclusive of any adoption pay entitlement or you may agree with your line manager to receive time off in lieu instead of being pai...
	13.8 Shortly before you are due to return to work, we may invite you to have a discussion (whether in person or by telephone) about the arrangements for your return. This may cover:

	14 Returning to work
	14.1 We will expect you back at work on your Expected Return Date unless you tell us otherwise. It will help us if, during your adoption leave, you are able to confirm that you will be returning to work as expected.
	14.2 If you wish to return to work earlier than the Expected Return Date, you must give us at least eight weeks' notice. It is helpful if you give this notice in writing. If you do not give enough notice, we may postpone your return date until eight w...
	14.3 If you wish to return later than the Expected Return Date, you should either:
	14.4 If you are unable to return to work due to sickness or injury, this will be treated as sickness absence and our Sickness Absence Policy will apply.
	14.5 In any other case, late return will be treated as unauthorised absence.
	14.6 You are normally entitled to return to work in the same position as you held before commencing leave. Your terms of employment shall be the same as they would have been if you had not been absent. However, if you have taken any period of AAL or h...

	15 Deciding not to return
	15.1 If you do not intend to return to work, or are unsure, it is helpful if you discuss this with us as early as possible. If you decide not to return you should give notice of resignation in accordance with your contract. The amount of adoption leav...
	15.2 Once you have given notice that you will not be returning to work, you cannot change your mind without our agreement.
	15.3 This does not affect your right to receive SAP.

	16 Switching to shared parental leave
	16.1 In some cases, you and your spouse or partner may be eligible to opt into the SPL scheme which gives you more flexibility to share the leave and pay available in the first year. Your partner should check with their employer if they are eligible.
	16.2 You would need to give us at least eight weeks' written notice to end your adoption leave and opt into SPL. You can give this notice before or after the child is placed with you, but you must take at least two weeks' adoption leave. You would the...

	17 Flexible working
	1 About this policy
	1.1 This policy outlines the arrangements for shared parental leave and pay in relation to the birth of a child. If you are adopting a child please see the Shared Parental Leave (Adoption) Policy instead.
	1.2 This policy applies to employees. It does not apply to agency workers or self-employed contractors.
	1.3 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Frequently used terms
	3 What is shared parental leave?
	3.1 Shared parental leave (SPL) is a form of leave that may be available if your child is expected to be born on or after 5 April 2015.
	3.2 It gives you and your partner more flexibility in how to share the care of your child in the first year after birth than simply taking maternity and paternity leave. Assuming you are both eligible, you will be able to choose how to split the avail...

	4 Entitlement to SPL
	4.1 You are entitled to SPL in relation to the birth of a child if:
	4.2 The following conditions must also be fulfilled:
	4.3 The total amount of SPL available is 52 weeks, less the weeks spent by the child's mother on maternity leave (or the weeks in which the mother has been in receipt of SMP or MA if she is not entitled to maternity leave).
	4.4 If you are the mother you cannot start SPL until after the compulsory maternity leave period, which lasts until four weeks after the birth for factory workers.
	4.5 If you are the child's father or the mother's partner, you should consider using your two weeks' paternity leave before taking SPL. Once you start SPL you will lose any untaken paternity leave entitlement. SPL entitlement is additional to your pat...

	5 Opting in to shared parental leave and pay
	6 Ending your maternity leave
	6.1 If you are the child's mother and want to opt into the SPL scheme, you must give us at least eight weeks' written notice to end your maternity leave (a curtailment notice) before you can take SPL. The notice must state the date your maternity leav...
	6.2 You must also give us, at the same time as the curtailment notice, a notice to opt into the SPL scheme (see paragraph 5) or a written declaration that the other parent has given their employer an opt-in notice and that you have given the necessar...
	6.3 The other parent may be eligible to take SPL from their employer before your maternity leave ends, provided you have given the curtailment notice.
	6.4 The curtailment notice is binding and cannot usually be revoked. You can only revoke a curtailment notice if maternity leave has not yet ended and one of the following applies:
	6.5 Once you have revoked a curtailment notice you will be unable to opt back into the SPL scheme, unless paragraph Schedule 186.4(b) applies.

	7 Ending your partner's maternity leave or pay
	8 Evidence of entitlement
	9 Booking your SPL dates
	9.1 Having opted into the SPL system, you must book your leave by giving us a period of leave notice. This may be given at the same time as the opt-in notice or later, provided it is at least eight weeks before the start of SPL.
	9.2 The period of leave notice can either give the dates you want to take leave or, if the child has not been born yet, it can state the number of days after birth that you want the leave to start and end. This may be particularly useful if you intend...
	9.3 Leave must be taken in blocks of at least one week.
	9.4 If your period of leave notice gives a single continuous block of SPL you will be entitled to take the leave set out in the notice.
	9.5 If your period of leave notice requests split periods of SPL, with periods of work in between, we will consider your request as set out in paragraph 10, below.
	9.6 You can give up to three period of leave notices. This may enable you to take up to three separate blocks of SPL (although if you give a notice to vary or cancel a period of leave this will in most cases count as a further period of leave notice; ...

	10 Procedure for requesting split periods of SPL
	10.1 In general, a period of leave notice should set out a single continuous block of leave. We may be willing to consider a period of leave notice where the SPL is split into shorter periods with periods of work in between. It is best to discuss this...
	10.2 If you want to request split periods of SPL, you must set out the requested pattern of leave in your period of leave notice. We will either agree to the request or start a two-week discussion period. At the end of that period, we will confirm any...

	11 Changing the dates or cancelling your SPL
	11.1 You can cancel a period of leave by notifying us in writing at least eight weeks before the start date in the period of leave notice.
	11.2 You can change the start date for a period of leave by notifying us in writing at least eight weeks before the original start date or the new start date, whichever is earlier.
	11.3 You can change the end date for a period of leave by notifying us in writing at least eight weeks before the original end date or the new end date, whichever is earlier.
	11.4 You can combine discontinuous periods of leave into a single continuous period of leave. Since this will involve a change to the start date or end date of a period of leave, see paragraph 11.2 and paragraph 11.3 above which set out how much not...
	11.5 You can request that a continuous period of leave be split into two or more discontinuous periods of leave, with periods of work in between. Since this will involve a change to the start date or end date, see paragraph 11.2 and paragraph 11.3 a...
	11.6 A notice to change or cancel a period of leave will count as one of your three period of leave notices, unless:

	12 Premature birth
	13 Shared parental pay
	13.1 You may be able to claim Statutory Shared Parental Pay (ShPP) of up to 39 weeks (less any weeks of SMP or MA claimed by you or your partner) if you have at least 26 weeks' continuous employment with us at the end of the Qualifying Week and your a...
	13.2 You should tell us in your period of leave notice(s) whether you intend to claim ShPP during your leave (and if applicable, for what period). If it is not in your period of leave notice you can tell us in writing, at least eight weeks before you ...

	14 Other terms during shared parental leave
	14.1 Your terms and conditions of employment remain in force during SPL, except for the terms relating to pay.
	14.2 Annual leave entitlement will continue to accrue at the rate provided under your contract. If your SPL will continue into the next holiday year, any holiday entitlement that cannot reasonably be taken before starting your leave can be carried ove...
	14.3 If you are a member of the pension scheme, we will make employer pension contributions during any period of paid SPL, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on t...

	15 Keeping in touch
	15.1 We may make reasonable contact with you from time to time during your SPL although we will keep this to a minimum. This may include contacting you to discuss arrangements for your return to work.
	15.2 You may ask or be asked to work (including attending training) on up to 20 "keeping-in-touch" days (KIT days) during your SPL. This is in addition to any KIT days that you may have taken during maternity leave. KIT days are not compulsory and mus...
	15.3 You will be paid at your normal basic rate of pay for time spent working on a KIT day and this will be inclusive of any shared parental pay entitlement. Alternatively, you may agree with your line manager to receive the equivalent paid time off i...

	16 Returning to work
	16.1 If you want to end a period of SPL early, you must give us eight weeks' written notice of the new return date. If have already given us three period of leave notices you will not be able to end your SPL early without our agreement.
	16.2 If you want to extend your SPL, assuming you still have unused SPL entitlement remaining, you must give us a written period of leave notice at least eight weeks before the date you were due to return to work. If you have already given us three pe...
	16.3 You are normally entitled to return to work in the position you held before starting SPL, and on the same terms of employment. However, if it is not reasonably practicable for us to allow you to return into the same position, we may give you anot...
	16.4 If you want to change your hours or other working arrangements on return from SPL you should make a request under our Flexible Working Policy. It is helpful if such requests are made as early as possible.
	16.5 If you decide you do not want to return to work you should give notice of resignation in accordance with your contract.

	1 About this policy
	1.1 This policy outlines the arrangements for shared parental leave and pay in relation to the adoption of a child. If you or your partner are pregnant or have given birth please see the Shared Parental Leave (Birth) Policy instead.
	1.2 This policy applies to employees. It does not apply to agency workers or self-employed contractors.
	1.3 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Frequently used terms
	3 What is shared parental leave?
	3.1 Shared parental leave (SPL) is a form of leave that may be available where a child is placed with you and/or your partner for adoption on or after 5 April 2015.
	3.2 It gives you and your partner more flexibility in how to share the care of your child in the first year after your child is placed with you for adoption than simply taking maternity and paternity leave. Assuming you are both eligible, you will be ...

	4 Entitlement
	4.1 You may be entitled to SPL if an adoption agency has placed a child with you and/or your partner for adoption, or where a child is placed with you and/or your partner as foster parents under a "fostering for adoption" or "concurrent planning" sche...
	4.2 The following conditions must be fulfilled:
	4.3 Either you or your partner must qualify for statutory adoption leave and/or SAP and must take at least two weeks of adoption leave and/or pay.
	4.4 If your partner is taking adoption leave and/or claiming SAP, you may be entitled to two weeks' paternity leave and pay (see our Paternity Leave Policy). You should consider using this before taking SPL. Paternity leave is additional to any SPL en...
	4.5 The total amount of SPL available is 52 weeks, less the weeks of adoption leave taken by either you or partner (or the weeks in which your partner has been in receipt of SAP if they were not entitled to adoption leave).

	5 Opting in to shared parental leave and pay
	6 Ending your adoption leave
	6.1 If you are taking or intend to take adoption leave and want to opt into the SPL scheme, you must give us at least eight weeks' written notice to end your adoption leave (a curtailment notice). The notice must state the date your adoption leave wil...
	6.2 You must also give us, at the same time as the curtailment notice, a notice to opt into the SPL scheme (see paragraph 5) or a written declaration that your partner has given their employer an opt-in notice and that you have given the necessary de...
	6.3 If your partner is eligible to take SPL from their employer they cannot start it until you have given us your curtailment notice.
	6.4 The curtailment notice is binding on you and cannot usually be revoked. You can only revoke a curtailment notice if your adoption leave has not yet ended and one of the following applies:
	6.5 Once you have revoked a curtailment notice you will be unable to opt back into the SPL scheme.

	7 Ending your partner's adoption leave or pay
	8 Evidence of entitlement
	9 Booking your SPL dates
	9.1 Having opted into the SPL system, you must book your leave by giving us a period of leave notice. This may be given at the same time as the opt-in notice or later, provided it is at least eight weeks before the start of SPL.
	9.2 The period of leave notice can either give the dates you want to take SPL or, if the child has not been placed with you yet, it can state the number of days after the placement that you want the SPL to start and end. This may be particularly usefu...
	9.3 Leave must be taken in blocks of at least one week.
	9.4 If your period of leave notice gives dates for a single continuous block of SPL you will be entitled to take the leave set out in the notice.
	9.5 If your period of leave notice requests split periods of SPL, with periods of work in between, we will consider your request as set out in paragraph 10, below.
	9.6 You can give up to three period of leave notices. This may enable you to take up to three separate blocks of SPL (although if you give a notice to vary or cancel a period of leave this will in most cases count as a further period of leave notice; ...

	10 Procedure for requesting split periods of SPL
	10.1 In general, a period of leave notice should set out a single continuous block of leave. We may be willing to consider a period of leave notice where the SPL is split into shorter periods with periods of work in between. It is best to discuss this...
	10.2 If you want to request split periods of SPL, you must set out the requested pattern of leave in your period of leave notice. We will either agree to the request or start a two-week discussion period. At the end of that period, we will confirm any...

	11 Changing the dates or cancelling your SPL
	11.1 You can cancel a period of leave by notifying us in writing at least eight weeks before the start date in the period of leave notice.
	11.2 You can change the start date for a period of leave by notifying us in writing at least eight weeks before the original start date or the new start date, whichever is earlier.
	11.3 You can change the end date for a period of leave by notifying us in writing at least eight weeks before the original end date or the new end date, whichever is earlier.
	11.4 You can combine discontinuous periods of leave into a single continuous period of leave. Since this will involve a change to the start date or end date of a period of leave, see paragraph 11.2 and paragraph 11.3 above which set out how much not...
	11.5 You can request that a continuous period of leave be split into two or more discontinuous periods of leave, with periods of work in between. Since this will involve a change to the start date or end date, see paragraph 11.2 and paragraph 11.3 a...
	11.6 A notice to change or cancel a period of leave will count as one of your three period of leave notices, unless:

	12 Shared parental pay
	12.1 You may be able to claim Statutory Shared Parental Pay (ShPP) of up to 39 weeks (less any weeks of SAP claimed by you or your partner) provided you have at least 26 weeks' continuous employment with us at the end of the Qualifying Week and your a...
	12.2 You should tell us in your period of leave notice(s) whether you intend to claim ShPP during your leave (and if applicable, for what period). If it is not in your period of leave notice you can tell us in writing, at least eight weeks before you ...

	13 Other terms during shared parental leave
	13.1 Your terms and conditions of employment remain in force during SPL, except for the terms relating to pay.
	13.2 Annual leave entitlement will continue to accrue at the rate provided under your contract. If your SPL will continue into the next holiday year, any holiday entitlement that cannot reasonably be taken before starting your leave can be carried ove...
	13.3 If you are a member of the pension scheme, we will make employer pension contributions during any period of paid SPL, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on t...

	14 Keeping in touch
	14.1 We may make reasonable contact with you from time to time during your SPL although we will keep this to a minimum. This may include contacting you to discuss arrangements for your return to work.
	14.2 You may ask or be asked to work (including attending training) on up to 20 "keeping-in-touch" days (KIT days) during your SPL. This is in addition to any KIT days that you may have taken during adoption leave. KIT days are not compulsory and must...
	14.3 You will be paid at your normal basic rate of pay for time spent working on a KIT day and this will be inclusive of any shared parental pay entitlement. Alternatively, you may agree with your line manager to receive the equivalent paid time off i...

	15 Returning to work
	15.1 If you want to end a period of SPL early, you must give us eight weeks' written notice of the new return date. If you have already given us three period of leave notices you will not be able to end your SPL early without our agreement.
	15.2 If you want to extend your SPL, assuming you still have unused SPL entitlement remaining, you must give us a written notice at least eight weeks before the date you were due to return to work. If you have already given us three period of leave no...
	15.3 You are normally entitled to return to work in the position you held before starting SPL, and on the same terms of employment. However, if it is not reasonably practicable for us to allow you to return into the same position, we may give you anot...
	15.4 If you want to change your hours or other working arrangements on return from SPL you should make a request under our Flexible Working Policy. It is helpful if such requests are made as early as possible.
	15.5 If you decide you do not want to return to work you should give notice of resignation in accordance with your contract.

	1 About this policy
	1.1 The law recognises and we respect that there will be occasions when working parents wish to take time off work to care for or spend time with their child or children.
	1.2 This policy reflects the statutory right of employees with at least one year's continuous service to take up to 18 weeks' unpaid parental leave in respect of each child.
	1.3 This policy applies to employees. It does not apply to agency workers or self-employed contractors.
	1.4 You will not be subjected to a detriment for taking or seeking to take parental leave in accordance with this policy.
	1.5 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Personnel responsible for implementing the policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. The board has delegated day-to-day responsibility for operating the policy ...
	2.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.
	2.3 This policy is reviewed every 3 years by Human Resource manager to ensure it is meeting its objectives.

	3 Entitlement to parental leave
	3.1 Employees who meet the criteria set out below are entitled to take up to 18 weeks' parental leave in relation to each child for whom they are responsible.
	3.2 To take a period of parental leave in relation to a child, you must:
	3.3 You have responsibility for a child if you:
	3.4 If you are responsible for bringing up a child who lives with you but do not have legal parental responsibility, we may at our discretion give you parental leave under this policy.
	3.5 Any parental leave taken while working for another employer counts towards the 18-week entitlement. If you have taken parental leave during previous or concurrent employment, you should provide details to your line manager.

	4 Taking parental leave
	4.1 You can take parental leave before the child's 18th birthday.
	4.2 You may not take more than four weeks' parental leave each year in relation to each child. A year for this purpose begins on the date when you became entitled to take parental leave in relation to the child in question.
	4.3 Parental leave must be taken in blocks of a whole week or a whole number of weeks, unless the leave is to be taken in respect of a disabled child.
	4.4 For the purposes of this policy, a disabled child means a child who is entitled to a disability living allowance, armed forces independence allowance or personal independence payment.

	5 Notification requirements
	5.1 You must give your line manager notice of your intention to take parental leave. It would be helpful if you can give this notice in writing. The notice requirements are as follows:
	5.2 If you wish to take a period of parental leave immediately after a period of ordinary paternity leave, it would be helpful if you could give your line manager notice of that intention at least 21 days before the start of the EWC (or EWP, if applic...

	6 Evidence of entitlement
	6.1 Before you take a period of parental leave under this policy, we may ask to see evidence of:
	6.2 For details of what evidence is required in your particular circumstances, or if you have difficulties obtaining the evidence, please contact your line manager.

	7 Our right to postpone parental leave
	7.1 Although we will always try to accommodate your request for parental leave, we might postpone a requested period of parental leave for up to six months where the requested leave would unduly disrupt our business, for example, where:
	7.2 If we need to postpone your request for parental leave, we will consult with you about alternative dates. We will notify you in writing of the reason for postponement and the new start and end dates for your parental leave, no more than seven days...
	7.3 We will not postpone parental leave if you have requested it to start immediately on the birth or adoption of a child.
	7.4 We will not postpone parental leave if the postponement would result in the leave being taken after the child's 18th birthday.

	8 Terms and conditions during parental leave
	8.1 Parental leave under this policy is unpaid. Your contractual provisions relating to pay and benefits are suspended during parental leave.
	8.2 However, during parental leave you are entitled to benefit from any terms and conditions in relation to being given notice, redundancy compensation and disciplinary and grievance procedures. Holiday entitlement will continue to accrue.
	8.3 During parental leave you will remain bound by your obligation of good faith towards us, any contractual terms relating to the giving of notice, and any contractual restrictions on the disclosure of confidential information, the acceptance of gift...

	9 Pensions
	9.1 If you are a member of a defined benefit (final salary) pension scheme, a period of parental leave under this policy will count towards your pensionable service.
	9.2 If you are a member of a defined contribution (money purchase) pension scheme, we shall not make contributions during a period of unpaid parental leave.

	10 Returning to work
	10.1 You are normally entitled to return to work following parental leave to the same position you held before commencing leave. Your terms of employment will be the same as they would have been had you not been absent.
	10.2 However, where your period of parental leave has been longer than four weeks or has been combined with a period of additional maternity, paternity or adoption leave, it might not be possible in some cases for you to return to the same job. In suc...
	10.3 We will deal with any requests by employees to change their working patterns (such as working part-time) after parental leave on a case-by-case basis, in accordance with our Flexible Working Policy. We will try to accommodate your wishes unless t...

	11 Abuse of this policy
	1 About this policy
	1.1 The law recognises and we respect that there may be occasions when you will need to take time off work to deal with unexpected events involving one of your dependants.
	1.2 This time off for dependant’s policy gives all employees the right to take a reasonable amount of unpaid time off work to deal with certain situations affecting their dependants.
	1.3 No-one who takes time off in accordance with this policy will be subjected to any detriment.
	1.4 This policy applies to all employees. It does not apply to agency workers, consultants, or self-employed contractors.
	1.5 This policy does not form part of any employee's contract of employment and it may be amended at any time.

	2 Personnel responsible for implementing the policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. Day-to-day responsibility for operating the policy and ensuring its mainten...
	2.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.

	3 Reasonable unpaid time off
	3.1 You have a right to take a reasonable amount of unpaid time off work when it is necessary to:
	3.2 A dependant for the purposes of this policy is:
	3.3 This policy applies to time off to act which is necessary because of an immediate or unexpected crisis. This policy does not apply where you need to take planned time off or provide longer-term care for a dependant. If this is the case, you should...
	3.4 Whether action is considered necessary will depend on the circumstances, including nature of the problem, the closeness of the relationship between you and the dependant, and whether anyone else is available to assist. Action is unlikely to be con...
	3.5 Reasonable time off in relation to a particular problem will not normally be more than one or two days. However, we will always consider each set of circumstances on their facts.

	4 Exercising the right to time off
	4.1 You will only be entitled to time off under this policy if, as soon as is reasonably practicable, you tell your line manager:
	4.2 If you fail to notify us as set out above, you may be subject to disciplinary proceedings under our Disciplinary Procedure for taking unauthorised time off.
	4.3 We may in some cases ask you to provide evidence for your reasons for taking the time off, either in advance or on your return to work. Suspected abuse of this policy will be dealt with as a disciplinary issue under our Disciplinary Procedure.

	1 About this policy
	1.1 Compassionate leave is designed to help you cope with the death of a close relative, deal with necessary arrangements and attend their funeral. It may also be granted where a close relative is seriously or critically ill.
	1.2 This policy applies to all employees. It does not apply to agency workers, consultants, or self-employed contractors.
	1.3 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Entitlement
	2.1 You are entitled to take unpaid compassionate leave of up to 3 days in any 12-month period in respect of a spouse or partner, child, stepchild, grandchild, parent, step-parent, parent-in-law, grandparent, brother or sister, stepbrother or stepsist...
	2.2 We may exercise our discretion to grant a period of compassionate leave in respect of any other relative or close friend, depending on the circumstances of each case.
	2.3 If you are still unable to return to work following an authorised period of compassionate leave you should contact your line manager. It may be appropriate to take a period of annual leave, subject to your manager's approval, or we may at our disc...

	3 Requesting compassionate leave
	3.1 We recognise that it may not always be possible to request compassionate leave in advance. However, where it is possible, you should make a request to your line manager. You should tell them the reasons for your request and the number of days leav...
	3.2 Where it is not possible to request leave in advance you should contact your line manager as soon as possible to tell them the reason for your absence and the number of days you expect to be absent. Someone can do this on your behalf if necessary.
	3.3 In exceptional circumstances we may have to refuse a request for compassionate leave and will give you a written explanation of the reasons. If you are dissatisfied with this decision you make a complaint under our Grievance Procedure.

	1 About this policy
	1.1 We are committed to providing equality of opportunity in employment and to developing working practices and policies that support work-life balance. This Flexible Working Policy gives eligible employees an opportunity to formally request a change ...
	1.2 No one who makes a request for flexible working will be subjected to any detriment or lose any career development opportunities as a result.
	1.3 This policy applies to all employees. It does not apply to agency workers, consultants, or self-employed contractors.
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Personnel responsible for implementing the policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. Day-to-day responsibility for operating the policy and ensuring its mainten...
	2.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.

	3 Forms of flexible working
	3.1 Flexible working can incorporate a number of possible changes to working arrangements, such as:
	3.2 The possible changes to working arrangements mentioned in paragraph 3.1 may also involve:

	4 Eligibility for the formal right to request procedure
	4.1 To be eligible to make a request under the formal procedure set out in paragraph 5 to paragraph 8 you must:
	4.2 If you are not eligible to make a formal request, you may make an informal request under paragraph 10.

	5 Making a formal flexible working request
	5.1 Any employee interested in flexible working is advised to speak informally with their line manager to discuss their eligibility, the different options, and the effect of their proposed work pattern on colleagues and service delivery, before submit...
	5.2 You will need to submit a written application if you would like your flexible working request to be considered under the formal procedure.
	5.3 Your application should be submitted to your line manager in good time and ideally at least two months before you would like the changes to take effect. It should:
	5.4 In most cases we will need to have a meeting with you before making a decision. In some cases, we may be able to approve your request without a formal meeting, although it will usually be helpful to your manager to discuss the request with you to ...

	6 Formal request: meeting
	6.1 Where necessary, your Line manager will arrange a meeting with you after your application has been submitted. The meeting may also be attended by a member of the Human Resources Department. You may bring a colleague to the meeting as a companion i...
	6.2 In most cases, the meeting will be held at your usual place of work. We will try to ensure that the meeting is held at a time and place that is convenient to everyone.
	6.3 The meeting will be used to discuss the working arrangements you have requested. You will be able to explain how the arrangements will accommodate your needs. You will also be able to discuss what impact your proposed working arrangements will hav...
	6.4 Your line manager may suggest starting new working arrangements under an initial trial period to ensure that they meet your needs and those of your team.

	7 Formal request: decision
	7.1 We will notify you of the decision in writing as soon as possible.
	7.2 If your request is accepted, or where we propose an alternative to the arrangements you requested, your line manager will write to you with details of the new working arrangements, details of any trial period, an explanation of changes to your con...
	7.3 Unless otherwise agreed (and subject to any agreed trial period) changes to your terms of employment will be permanent. You will not be able to make another formal request until 12 months after the date of your most recent request.
	7.4 If your line manager needs more time to make a decision, for example, where they need more time to investigate how your request can be accommodated or to consult several members of staff, they will discuss this with you.
	7.5 There will be circumstances where, due to business and operational requirements, we are unable to agree to a request. In these circumstances, your line manager will write to you:
	7.6 The eight business reasons for which we may reject your request are:

	8 Formal request: appeal
	8.1 If your request is rejected, you have the right to appeal.
	8.2 Your appeal must:
	8.3 Human Resource manager will arrange for a meeting to take place following receipt of your appeal. We will try to hold the meeting at a convenient time for all those attending. You may be accompanied by a colleague of your choice.
	8.4 Where possible, the appeal meeting will be conducted by a more senior manager who has not been previously involved in considering your request.
	8.5 You will be informed in writing of the decision as soon as possible after the appeal meeting.
	8.6 If your appeal is upheld, you will be advised of your new working arrangements, details of any trial period, an explanation of changes to your contract of employment and the date on which they will commence. You will be asked to sign and return a ...
	8.7 You should be aware that changes to your terms of employment will be permanent and you will not be able to make another formal request until 12 months after the date of your original application.
	8.8 If your appeal is rejected, the written decision will give the business reason(s) for the decision and explain why the reason(s) apply in your case. You will not be able to make another formal request until 12 months after the date of your origina...

	9 Extending time under the formal procedure
	9.1 There may be exceptional occasions when it is not possible to complete consideration of your request within the expected time limits. Where an extension of time is agreed with you, you are the HR department will write to you confirming the extensi...
	9.2 If you withdraw a formal request for flexible working, you will not be eligible to make another formal request for 12 months from the date of your original request. In certain circumstances, a formal request will be treated as withdrawn. This will...

	10 Making an informal flexible working request
	10.1 Employees who are ineligible to make a formal request for flexible working may make an informal request to their line manager, who will consider it according to our business and operational requirements.
	10.2 It will help your line manager to consider your request if you:
	10.3 Your line manager will advise you what steps will be taken to consider your request, which may include inviting you to attend a meeting, before advising you of the outcome of your request.

	1 About this policy
	1.1 We support homeworking in appropriate circumstances either occasionally (to respond to specific circumstances or to complete particular tasks) and in some cases on a regular (full or part-time basis). In addition, occasional or permanent homeworki...
	1.2 This policy sets out how we will deal with requests for homeworking, and conditions on which homeworking will be allowed. If you are allowed to work from home you must comply with this policy.
	1.3 This policy applies to employees only.
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Homeworking arrangements
	2.1 There are a number of circumstances in which the ability to work from home on an occasional or temporary basis may be of benefit to you:
	2.2 In these circumstances working at home can be authorised by your line manager where, in their opinion:
	2.3 Your line manager will, where necessary, liaise with HR Department to confirm arrangements.
	2.4 You may want to vary your working arrangements so that, either permanently or for a fixed period, you work from home for all or part of your working week. Any request to work from home must meet the needs of our business as well as your needs.

	3 Applying for homeworking
	3.1 After successful completion of your probationary period, you can make an application for homeworking which will be considered on its merits. However, not all roles and not all jobs are suitable for homeworking.
	3.2 A request for homeworking is unlikely to be approved, on either an occasional or permanent basis if:

	4 If you wish to apply to work from home you will need to be able to show that you can:
	4.2 To be considered for homeworking you must submit a written application to your line manager. Your application must state:
	4.3 It may assist your application for homeworking if you first discuss your proposal with your line manager informally. This may identify potential problems with your application, such as a need to be in the workplace on occasions you had not conside...
	4.4 In considering your application your line manager may invite you to a meeting to discuss your proposals.
	4.5 We may also ask for you to agree to a home visit by the Principal Health and Safety Officer in order to carry out a risk assessment.
	4.6 We will try to respond to your request within 2 weeks of your request.
	4.7 If your request is refused we will give you written reasons for the refusal. If you are not happy with the decision you may appeal to Human Resource Manager.
	4.8 If your application is accepted the agreed arrangements will be recorded in writing and may be subject to a trial period.
	4.9 Any terms on which it is agreed that you may work from home will include the following:

	5 Working at home: equipment
	5.1 We will provide any equipment that we consider you reasonably require to work from home which will remain our property. We will make all necessary arrangements for and bear the cost of installing and removing equipment from your home. Where equipm...
	5.2 It is your responsibility to ensure that you have sufficient and appropriate equipment for working from home. We are not responsible for the provision, maintenance, replacement, or repair in the event of loss or damage to any personal equipment us...
	5.3 We are not responsible for associated costs of you working from home including the costs of heating, lighting, electricity, or telephone calls.

	6 Working at home: data security and confidentiality
	6.1 All equipment and information must be kept securely. You should take all necessary steps to ensure that private and confidential material is kept secure at all times. the Principal Health and Safety Officer must be satisfied that all reasonable pr...
	6.2 You may only use equipment which has been provided or authorised by us. You agree to comply with our instructions relating to software security and to implement all updates to equipment as soon as you are requested to do so.
	6.3 You confirm that you have read and understood our policies relating to computer use, electronic communication, and data security and that you will regularly keep yourself informed of the most current version of these policies.
	6.4 If you discover or suspect that there has been an incident involving the security of information relating to the company, clients, customers, or anyone working with or for the company, you must report it immediately to your manager.

	7 Working at home: health and safety
	7.1 When working at home you have the same health and safety duties as other staff. You must take reasonable care of your own health and safety and that of anyone else who might be affected by your actions and omissions. You must attend the usual offi...
	7.2 We retain the right to check home working areas for health and safety purposes. The need for such inspections will depend on the circumstances including the nature of the work undertaken.
	7.3 You must not have meetings in your home with customers and must not give customers your home address or telephone number.
	7.4 You must ensure that your working patterns and levels of work both over time and during shorter periods are not detrimental to your health and wellbeing.
	7.5 You must use your knowledge, experience, and training to identify and report any health and safety concerns to the Principal Health and Safety Officer.

	1 About this policy
	1.1 We are committed to developing the skills of our employees and recognise that training can benefit us and our staff. Staff should receive training appropriate to their role, subject to business need, operational and budgetary considerations.
	1.2 Eligible employees also have a statutory right to request time off work for study or training. The purpose of this policy is to provide a framework within which we can consider those requests.
	1.3 No-one who requests time off under this policy will be subjected to any detriment or lose any career opportunities as a result.
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Who is covered by this policy?
	2.1 This policy applies to employees. It does not apply to agency workers, consultants, or self-employed contractors.
	2.2 The following are not covered:

	3 Personnel responsible for this policy
	3.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. Day-to-day responsibility for operating the policy and ensuring its mainten...
	3.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.
	3.3 Managers are responsible for identifying and monitoring staff training and development needs on an ongoing basis. Employees who wish to undertake any form of training relevant to their role should raise the matter informally with their managers in...

	4 When can staff request time off to train?
	4.1 To be eligible to make a formal request under this policy, you must:
	4.2 We will ignore the fact that a request was made less than 12 months ago in the following circumstances:

	5 What type of training is covered?
	5.1 Any type of study or training can be requested under this policy. It does not matter how or where it takes place. For example, it could be:
	5.2 The study or training does not need to lead to a formal qualification. The only limitation is that it must be for the purpose of:

	6 Making a formal time off to train request
	6.1 To make a formal request under this policy you should submit it in writing to your line manager. Please include the following information:
	6.2 If we agree to your request without the need for a meeting, we will tell you in writing and include the information in paragraph 8.1.
	6.3 We will treat your request as withdrawn if:

	7 Meeting
	7.1 Your line manager  will arrange to hold a meeting with you at a mutually convenient time and place, usually within 28 days of receiving your formal request (unless paragraph 7.2 applies or we have agreed a longer time limit in writing under parag...
	7.2 If the person who would ordinarily hold the meeting is on annual leave or sick leave at the time of your request, the meeting will be held within 28 days of their return or within 8 weeks of your request, whichever is sooner. If necessary you shou...
	7.3 The meeting will be used to discuss your request and, if appropriate, explore any alternatives.
	7.4 You may bring a colleague to the meeting as a companion if you wish. Your companion may speak during the meeting and confer privately with you but should not answer questions on your behalf.
	7.5 If your chosen companion is unable to attend at the time set for the meeting, you should contact your line manager and we will try to rearrange the meeting. If the meeting cannot be rearranged within seven days of the original date, we may suggest...
	7.6 We will tell you our decision in writing within 14 days of the meeting unless we have agreed a longer time limit in writing (see paragraph 11).

	8 If we agree to your request
	8.1 Where we agree to all or part of your request we will give you a written and dated notice containing the following information:
	8.2 In some cases, we may suggest changes to your request. For example, we may suggest a different course of study or training, or we may suggest an alternative time or place. These may be discussed at the meeting or may require discussion afterwards....
	8.3 We do not have to pay you while you are taking time off for study or training requested under this policy unless this is necessary in order to comply with minimum wage legislation. However, in some cases we may agree to pay you for some or all of ...
	8.4 We do not have to pay the costs of study or training requested under this policy (including any associated costs such as travel expenses). However, in some cases we may agree to meet some or all of those costs.

	9 If we reject all or part of your request
	9.1 Where we reject all or part of your request, we will give you a written and dated notice containing the following information:
	9.2 We may reject your request for any of the following reasons:

	10 Appeal
	10.1 You may appeal if we reject all or part of your request. Your appeal must:
	10.2 We may decide to uphold your appeal in full without a meeting. In all other cases,  HR department will arrange for an appeal meeting to take place within 14 days of receiving your appeal, unless we have agreed a longer time limit in writing (see ...
	10.3 The appeal meeting will be held by HR Manager Your manager may also be present.
	10.4 We will tell you the outcome of the appeal in writing within 14 days of the meeting, unless we have agreed a longer time limit in writing (see paragraph 11). That decision will be final, and you will not be able to make another formal request un...
	10.5 If we uphold your appeal, we will give you the information set out in paragraph 8.1 above.
	10.6 If we reject your appeal, we will explain our reasons to you in writing.

	11 If we need more time
	12 Changes to agreed study or training arrangements
	12.1 You must tell us in writing immediately if:
	12.2 You should also tell us immediately if you become aware of any changes to agreed study or training, including changes to the timing or content of the course.

	1 About this policy
	1.1 We wish to enable employees to perform any public duties that they may be committed to undertake and so will give them time off to do so where it does not conflict with the operational needs of our business. We are not legally obliged to grant pai...
	1.2 This policy applies to all employees.
	1.3 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Personnel responsible for the policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. Day-to-day responsibility for operating the policy and ensuring its mainten...
	2.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.

	3 Jury service
	3.1 You should tell your line manager as soon as you are summoned for jury service and provide a copy of your summons if requested.
	3.2 Depending on the demands of our business we may request that you apply to be excused from or defer your jury service.
	3.3 We are not required by law to pay you while you are absent on jury service. You will be advised at court of the expenses and loss of earnings that you can claim.

	4 Voluntary public duties
	4.1 Employees are entitled to a reasonable amount of unpaid time off work to carry out certain public duties, including duties as a tribunal member, magistrate, local councillor, member of an NHS Trust, prison visitor, police station lay visitor or sc...
	4.2 If you are unsure whether a public service that you perform is covered by this policy you should speak to the HR department.
	4.3 As soon as you are aware that you will require time off for performance of a public service you should notify your line manager in writing, providing full details of the time off that is being requested and the reasons for your request. In order t...
	4.4 Each request for time off will be considered on its merits taking account of all the circumstances, including how much time is reasonably required for the activity, how much time you have already taken, and how your absence will affect the business.
	4.5 We may grant you up to 5 days' paid leave in any 12-month period to perform public duties that are not paid. Any additional leave will be granted on an unpaid basis subject to the exercise of our discretion to grant further paid leave.

	5 Reserve forces duties
	5.1 We are aware that employees who are members of the Reserve Forces (the Territorial Army, Royal Navy Reserve, Royal Marines Reserve or Royal Auxiliary Air Force) may be called-up at any time to be deployed on full-time operations, and are expected ...
	5.2 We are under no obligation to offer leave (either paid or unpaid) for reservists to undertake training and you should use existing holiday entitlement to meet training commitments.
	5.3 If we receive notice that you have been called-up for active service we may apply to an adjudication officer for the notice to be deferred or revoked if your absence would cause serious harm to our business (which could not be prevented by the gra...
	5.4 Once your military service has ended you may submit a written application for reinstatement to your employment. This should be made by the third Monday following the end of your military service and you should notify us of the date on which you wi...
	5.5 If it is not reasonable and practicable to reinstate you into your former employment we will offer you the most favourable alternative on the most favourable terms and conditions which are reasonable and practicable.
	5.6 When calculating the length of your continuous employment with us, the period of absence on military service will not be counted. The period of employment before your mobilisation and the period after your reinstatement will be treated as continuous.

	1 About this policy
	1.1 This policy applies where it becomes impossible or dangerous for employees to travel in to work because of:
	1.2 On these occasions we recognise that a flexible approach to working arrangements may be necessary to accommodate the difficulties employees face and to protect health and safety, while still keeping the business running as effectively as possible.
	1.3 This policy applies to all employees. It does not apply to agency workers, consultants, or self-employed contractors.
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.
	1.5 Travelling to work
	1.6 Employees should make a genuine effort to report for work at their normal time. This may include leaving extra time for the journey and/or taking an alternative route. Travel on foot or by bicycle should be considered where appropriate and safe.
	1.7 Employees who are unable to attend work on time or at all should telephone their line manager before their normal start time on each affected day.
	1.8 Employees who are unable to attend work should check the situation throughout the day in case it improves. Information may be available from local radio stations, the police, transport providers or the internet. If conditions improve sufficiently,...
	1.9 Employees who do not make reasonable efforts to attend work or who fail to contact their manager without good reason may be subject to disciplinary proceedings for misconduct. We will consider all the circumstances including the distance they have...

	2 Alternative working arrangements
	2.1 Employees may be required to work from home, where possible, or from an alternative place of work, if available. Line managers will advise them of any such requirement. Such employees will receive their normal pay.
	2.2 Employees who are able to work may sometimes be expected to carry out additional or varied duties during such periods. However, employees should not be required to do anything they cannot do competently or safely.

	3 Late starts and early finishes
	3.1 Employees who arrive at work late or who ask to leave early will usually be expected to make up any lost time. Managers have the discretion to waive this requirement in minor cases, or (in the case of lateness) where they are satisfied the employe...
	3.2 Managers have the discretion to allow staff to leave early and should have regard to the needs of the business and the employee's personal circumstances.
	3.3 Where half the normal working day or more is lost this will be treated as absence and dealt with as set out below.

	4 Absence and pay
	4.1 Employees who are absent from work due to extreme weather or other travel disruptions are not entitled to be paid for the time lost.
	4.2 Absence in all other cases can be treated in a variety of ways. Employees should discuss their preference with their line manager, who retains overall discretion in the matter. A number of options are set out below:
	4.3 If, in exceptional circumstances, we decide to close the workplace, employees will be paid as if they had worked their normal hours.

	5 School closures and other childcare issues
	5.1 Adverse weather sometimes leads to school or nursery closures or the unavailability of a nanny or childminder.
	5.2 In cases such as these where childcare arrangements have been disrupted, employees may have a statutory right to reasonable time off without pay. For further information, see our Time Off for Dependants Policy.

	1 About this policy
	1.1 We are committed to ensuring the health and safety of staff and anyone affected by our business activities, and to providing a safe and suitable environment for all those attending our premises.
	1.2 This policy sets out our arrangements in relation to:
	1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and agency workers.
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time. We will continue to review this policy to ensure it is achieving its aims.

	2 Responsibility for health and safety matters
	2.1 Our board of directors (the board) has overall responsibility for health and safety and the operation of this policy. The Health and Safety Manager is the Principal Health and Safety Officer with day-to-day responsibility for health and safety mat...
	2.2 The Principal Health and Safety Officer will ensure that this policy is reviewed 3 years. Recommendations for any amendments are reported to the HR Manager.

	3 Your responsibilities
	3.1 All staff share responsibility for achieving safe working conditions. You must take care of your own health and safety and that of others, observe applicable safety rules and follow instructions for the safe use of equipment and wearing of persona...
	3.2 You should report any health and safety concerns immediately to your line manager.
	3.3 You must co-operate with managers on health and safety matters, including the investigation of any incident.
	3.4 Failure to comply with this policy may be treated as gross misconduct and dealt with under our Disciplinary Procedure.

	4 Information and consultation
	4.1 We will inform and consult directly with all staff regarding health and safety matters.
	4.2 We will ensure any health and safety representatives receive the appropriate training to carry out their functions effectively.
	4.3 Health and Safety Manager is responsible for informing and consulting employees about health and safety matters.

	5 Training
	5.1 We will ensure that you are given adequate training and supervision to perform your work competently and safely.
	5.2 Staff will be given a health and safety induction and provided with appropriate safety training, which may include a briefing on your responsibilities and the current COVID-19 rules that are in place.

	6 Equipment
	6.1 You must use equipment in accordance with any instructions given to you. Any equipment fault or damage must immediately be reported to your line manager.
	6.2 No member of staff should attempt to repair equipment unless trained to do so.
	6.3 The Engineering Manager is responsible for ensuring equipment safety and maintenance.

	7 Accidents and first aid
	7.1 Details of first aid facilities and the names of trained first aiders are displayed on the notice boards.
	7.2 All accidents and injuries at work, however minor, should be reported to Health and Safety Manager and recorded in the Accident Book which is kept in HR Office.
	7.3 Health and Safety Manager is responsible for investigating any injuries or work-related disease, preparing, and keeping accident records, and for submitting reports to the relevant authorities if required under the Reporting of Injuries, Diseases ...

	8 Infectious disease
	8.1 If you have either been in contact with persons suffering from an infectious or contagious disease or are yourself suffering from an infectious or contagious disease, you must report it to your line manager before commencing work.  Examples of suc...

	9 National health alerts
	9.1 In the event of an epidemic or pandemic alert we will organise our business operations and provide advice on steps to be taken by staff, in accordance with official guidance, to reduce the risk of infection at work as far as possible. Any question...
	9.2 It is important for the health and safety of all our staff that you comply with instructions issued in these circumstances.

	10 Fire safety
	10.1 All staff should familiarise themselves with the fire safety instructions, which are displayed on notice boards and near fire exits in the workplace.
	10.2 If you hear a fire alarm, leave the building immediately by the nearest fire exit and go to the fire assembly point. Do not stop to collect belongings and do not use the lifts. Fire wardens will assist in the evacuation of the building and you mu...
	10.3 If you discover a fire do not attempt to tackle it unless it is safe, and you have been trained or feel competent to do so. You should operate the nearest fire alarm and, if you have sufficient time, call reception, and report the location of the...
	10.4 Nominated individuals will be trained in the correct use of fire extinguishers.
	10.5 You should notify your manager if there is anything (for example, impaired mobility) that might impede your evacuation in the event of a fire. A personal evacuation plan will be drawn up and brought to the attention of the relevant fire wardens a...
	10.6 Fire drills will be held at least every 12 months and must be taken seriously.
	10.7 Health and Safety manager is responsible for ensuring fire risk assessments are undertaken and implemented, and for ensuring regular checks of fire extinguishers, fire alarms, escape routes and emergency lighting.

	11 Risk assessments and measures to control risk
	11.1 We carry out general workplace risk assessments periodically. The purpose is to assess the risks to health and safety of employees, visitors and other third parties as a result of our activities, and to identify any measures that need to be taken...
	11.2 Measures will be taken to avoid or reduce the need to lift or carry items which could cause injury (manual handling) and to provide training on manual handling, as necessary.
	11.3 The use of hazardous substances at work will be avoided wherever possible and less hazardous alternatives will be used where available. Training on the control of substances hazardous to health (COSHH) will be provided, as necessary.
	11.4 Health surveillance is required for employees doing the following jobs: Night workers and those dealing with paints and chemicals.
	11.5 Personal protective equipment (PPE) is provided where there are risks that cannot be adequately controlled by other means.
	11.6 Health and Safety Manager is responsible for workplace risk assessments and any measures to control risks.

	12 Computers and display screen equipment
	12.1 If you use a computer screen or other display screen equipment (DSE) habitually as a significant part of your work:
	12.2 You should contact your manager to request a workstation assessment or an eye test. Eye tests should be repeated at regular intervals as advised by the optician, usually every two years. However, if you develop eye problems which may be caused by...
	12.3 We will not normally pay for glasses or contact lenses, unless your vision cannot be corrected by normal glasses or contact lenses and you need special glasses designed for the display screen distance. In such cases we will pay the cost of basic ...

	1 About this policy
	1.1 We are committed to protecting your health, safety, and welfare and that of all those who work for us by providing a safe place of work and protecting all workers, service users, customers, and visitors from exposure to smoke.
	1.2 All of our workplaces (including our vehicles) are smoke-free in accordance with the Health Act 2006 and associated regulations. All staff and visitors have the right to a smoke-free environment.
	1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and agency workers. Anyone visiting our premises or using our vehicles must comply with the smoking restrictions set out in this policy.
	1.4 This policy does not form part of any employee's contract of employment and it may be amended at any time.
	1.5 If you wish to suggest improvements to the policy or experience particular difficulty complying with it you should discuss the situation with your line manager.

	2 Personnel responsible for this policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. Day-to-day responsibility for operating the policy and ensuring its mainten...
	2.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.

	3 Where is smoking banned?
	3.1 Smoking is not permitted anywhere in our workplace. The ban applies to anything that can be smoked and includes, but is not limited to, cigarettes, electronic cigarettes, pipes (including water pipes such as shisha and hookah pipes), cigars and he...
	3.2 No-smoking signs are displayed throughout our workplace.
	3.3 Anyone using our vehicles, whether as a driver or passenger, must ensure the vehicles remain smoke-free. Any of our vehicles that are used primarily for private purposes are excluded from the smoking ban.

	4 Where is smoking permitted?
	5 Breaches of the policy
	5.1 Breaches of this policy by any employee will be dealt with under our Disciplinary Procedure and, in serious cases, may be treated as gross misconduct leading to summary dismissal.
	5.2 Smoking in smoke-free premises or vehicles is also a criminal offence and may result in a fixed penalty fine and/or prosecution.

	1 About this policy
	1.1 We are committed to fostering an inclusive and supportive working environment for all our staff.
	1.2 We recognise that many members of staff will experience the menopause and that for some the menopause will have an adverse impact on their working lives.
	1.3 The purpose of this policy is to raise awareness of the menopause and the impact of the menopause in the workplace, and to encourage open conversations between managers and staff. We are committed to supporting staff who are affected by the menopa...
	1.4 This policy covers all employees, officers, consultants, contractors, casual workers, and agency workers.
	1.5 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 What is the menopause
	2.1 All women will experience the menopause at some point during their life. The menopause can also impact trans and non-binary people who may not identify as female.
	2.2 Most of those who experience the menopause will do so between the ages of 45 and 55. However, some start experiencing symptoms much earlier. Often, symptoms last between four to eight years, but they can continue for longer.
	2.3 Symptoms can include, but are not limited to, sleeplessness, hot flushes, memory loss or poor concentration, headaches, muscle and joint pains, depression, and anxiety.
	2.4 The majority of those going through the menopause will experience some symptoms, although everyone is different, and symptoms can fluctuate.
	2.5 The menopause is preceded by the perimenopause, during which the body prepares itself for menopause. The perimenopause can also last several years and can involve similar symptoms to the menopause itself. For the purpose of this policy, any refere...

	3 Open conversations
	3.1 Menopause is not just an issue for women. All staff should be aware of the menopause so that they can support those going through it or otherwise affected by it.
	3.2 We encourage an environment in which colleagues can have open conversations about the menopause. We expect all staff to be supportive of colleagues who may be affected by the menopause in the workplace.
	3.3 Anyone affected by the menopause should feel confident to talk to their Human Resources about their symptoms and the support they may need to reduce the difficulties the menopause can cause them at work.
	3.4 Line managers and Human Resources should be ready to have open conversations with staff about the menopause and what support is available. Such conversations should be treated sensitively, and any information provided should be handled confidentia...

	4 Risk assessments
	5 Support and adjustments
	5.1 While many who go through the menopause will be able to carry on their working lives as normal, we recognise that others may benefit from adjustments to their working conditions to mitigate the impact of menopause symptoms on their work.
	5.2 If you believe that you would benefit from adjustments or other support, you should speak to your line manager in the first instance. If you feel unable to do so you should contact HR Department.
	5.3 Physical adjustments could include temperature control, provisions of electric fans or access to rest facilities. Depending on individual and business needs, adjustments such as flexible working, more frequent rest breaks or changes to work alloca...
	5.4 We may refer you to a doctor nominated by us or seek medical advice from your GP to better understand any adjustments and other support that may help alleviate symptoms affecting you at work. Any request for a medical report or examination will be...

	1 About this policy
	1.1 We are committed to protecting the health, safety, and wellbeing of our staff. We recognise the importance of identifying and tackling the causes of work-related stress. We also recognise that personal stress, while unrelated to the workplace, can...
	1.2 We will:
	1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and agency workers.
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Legal obligations
	2.1 We have a legal duty to take reasonable care to ensure that your health is not put at risk by excessive pressures or demands arising from the way work is organised.
	2.2 This policy takes account of our obligations under the Health and Safety at Work etc Act 1974, Management of Health and Safety at Work Regulations 1999, Employment Rights Act 1996, Protection from Harassment Act 1997, Working Time Regulations 1998...

	3 Personnel responsible for the policy
	3.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. The board has delegated day-to-day responsibility for operating the policy ...
	3.2 We will monitor the development of good practice in approaches to work-related stress and mental wellbeing at work and will keep our practices and the effectiveness of this policy under review to ensure it is achieving its stated objectives.
	3.3 All managers have a responsibility to recognise potential issues of work-related stress or mental ill health in the staff they manage. They should seek advice from the HR Department in the event that they have concerns.
	3.4 All staff should ensure that they are familiar with this policy and act in accordance with its aims and objectives. Staff should plan and organise their work to meet personal and organisational objectives and co-operate with support, advice and gu...

	4 Understanding stress and mental health
	4.1 Stress is the adverse reaction people have to excessive pressures or demands placed on them. Stress is not an illness but, sustained over a period of time, it can lead to mental and/or physical illness.
	4.2 Mental health is a term to describe our emotional, psychological, and social wellbeing; it affects how we think, feel and act and how we cope with the normal pressures of everyday life. Positive mental health is rarely an absolute state since fact...
	4.3 There is an important distinction between working under pressure and experiencing stress. Certain levels of pressure are acceptable and normal in every job. They can improve performance, enable individuals to meet their full potential and provide ...
	4.4 Pressures outside the workplace, whether the result of unexpected or traumatic events such as accidents, illness, bereavement, family breakdown or financial worries, can result in stress and poor mental health. They can also compound normal workpl...
	4.5 We recognise that individuals react to similar situations in different ways and that what triggers stress and poor mental health varies from person to person.

	5 Supporting mental wellbeing at work
	5.1 We want to ensure that our workplace supports good mental health for all staff. However, we recognise that there may be occasions when events at work or outside work result in staff feeling that their mental health is suffering. Anyone who feels t...
	5.2 All managers should work with HR Manager provide support to staff. In particular, they need to:
	5.3 Help and information can also be obtained from Mind, the mental health charity, www.mind.org.uk or the Samaritans, www.samaritans.org.
	5.4 If any member of staff is considered by their manager or colleagues to be at serious risk of self-harm, or of harming others, action must be taken straight away. The matter should be referred to HR Manager who will seek medical advice if that is r...

	6 Addressing work-related stress
	6.1 If you believe you are suffering from work-related stress you should discuss this with your manager or supervisor in the first instance. If you feel unable to do so you should contact HR manager. You should also access the support services referre...
	6.2 Once an issue affecting your health comes to the attention of your manager, supervisor, or HR Manager we will discuss with you what steps can be taken to address that issue. Those steps may include any of the following:

	7 Absence due to stress or mental ill health
	7.1 If you are absent due to work-related stress or mental ill health, you should follow the sickness absence reporting procedure contained in your contract and/or our Sickness Absence Policy.
	7.2 In cases of prolonged or repeated absence it may be necessary to apply the procedure set out in our Sickness Absence Policy and Capability Procedure.

	8 Confidentiality
	8.1 Information about stress, mental health and mental wellbeing is highly sensitive. Every member of staff is responsible observing the high level of confidentiality that is required when dealing with information about stress or mental health whether...
	8.2 Breach of confidentiality may give rise to disciplinary action.
	8.3 However, there are occasions when information about stress or mental wellbeing need to be shared with third parties. For example:

	9 Protection for those reporting stress or assisting with an investigation
	9.1 Staff who report that they are suffering from work-related stress or mental ill health, who support a colleague in making such a report or who participate in any investigation connected with this policy in good faith will be protected from any for...
	9.2 If you feel you have been subjected to any such intimidation or victimisation, you should seek support from your line manager and the Human Resources Department. You may also raise a complaint in accordance with our Grievance Procedure.
	9.3 If, after investigation, you are found to have provided false information in bad faith, you will be subject to action under our Disciplinary Procedure.

	1 About this policy
	1.1 We are committed to providing a safe, healthy, and productive working environment. This includes ensuring that all staff are fit to carry out their jobs safely and effectively in an environment which is free from alcohol and drug misuse.
	1.2 The purpose of this policy is to increase awareness of the effects of alcohol and drug misuse and its likely symptoms and to ensure that:
	1.3 This policy is not intended to apply to "one-off" incidents or offences caused by alcohol or drug misuse at or outside work where there is no evidence of an ongoing problem, which may damage our reputation, and which are likely to be dealt with un...
	1.4 We wish to promote a culture which understands and is sympathetic to the problems associated with alcohol and drug misuse in which staff with dependency problems are encouraged to seek help and are supported. However, we will not accept staff arri...
	1.5 This policy covers all employees, officers, consultants, contractors, casual workers, and agency workers.
	1.6 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Personnel responsible for this policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy but has delegated day-to-day responsibility for overseeing its implementation to HR Manager.
	2.2 All managers have a specific responsibility to operate within the boundaries of this policy, to ensure that all staff understand the standards of behaviour expected of them and to act when behaviour falls below its requirements.
	2.3 Managers will, if appropriate, be given training in:

	3 Identifying a problem
	3.1 If you notice a change in a colleague's pattern of behaviour you should encourage them to seek assistance through their manager or the Human Resources Department. If they will not seek help themselves you should draw the matter to the attention of...
	3.2 If you believe that you have an alcohol or drug-related problem you should seek specialist advice and support as soon as possible.

	4 Alcohol and drugs at work
	4.1 Alcohol and drugs can lead to reduced levels of attendance, reduced efficiency and performance, impaired judgement and decision making and increased health and safety risks for you and other people. Irresponsible behaviour or the commission of off...
	4.2 You are expected to arrive at work fit to carry out your job and to be able to perform your duties safely without any limitations due to the use or aftereffects of alcohol or drugs. In this policy drug use includes the use of controlled drugs, psy...
	4.3 You should not drink alcohol during the normal working day, at lunchtime, at other official breaks and at official work-based meetings and events. Drinking alcohol while at work without authorisation or working under the influence of alcohol may b...
	4.4 You must comply with drink-driving laws and drug-driving laws at all times. Conviction for drink-driving or drug-driving offence may harm our reputation and, if your job requires you to drive, you may be unable to continue to do your job. Committi...
	4.5 If you are prescribed medication you must seek advice from your GP or pharmacist about the possible effect on your ability to carry out your job and whether your duties should be modified or you should be temporarily reassigned to a different role...

	5 Searches
	5.1 We reserve the right to conduct searches for alcohol or drugs on our premises, including, but not limited to, searches of lockers, filing cabinets and desks, bags, clothing, packages and any other suspicious items on the premises belonging to the ...
	5.2 Any alcohol or drugs found as a result of a search will be confiscated and action may be taken under our Disciplinary Procedure.

	6 Drug screening
	6.1 All candidates for internal appointment and promotion or in cases where there is reasonable cause to suspect that an individual's performance is impaired as the result of drug misuse will be asked to participate in a drug screening programme.
	6.2 We will operate a rolling programme of random drug testing, and also conduct post-accident drug tests.
	6.3 Drug screening will be conducted by the HR Manager who is qualified to carry out such testing. Arrangements will be discussed with affected members of staff at the start of each screening programme.

	7 Managing suspected substance misuse
	7.1 Where a manager considers that a deterioration in work performance and/or changes in patterns of behaviour may be due to alcohol or drug misuse they should seek advice and assistance from their line manager.
	7.2 If your manager has reason to believe that you are suffering the effects of alcohol or drugs misuse, they will invite you to an investigatory interview. The purpose of the interview is to:
	7.3 If you arrive at work and a manager reasonably believes you are under the influence of alcohol or drugs, they shall immediately contact HR Manager in order that an investigation can be undertaken.
	7.4 If you agree to be referred for Occupational health assessment your manager will request an urgent appointment and prepare a letter of referral, a copy of which will be provided to you.
	7.5  Occupational health assessment may ask for your consent to approach your GP for advice. A report will be sent to your manager who will then reassess the reasons for their investigatory meeting with you and decide on the way forward.
	7.6 If, as the result of the meeting or investigation, your manager continues to believe that you are suffering the effects of alcohol or drugs misuse and you refuse an offer of referral to appropriate treatment providers the matter may be dealt with ...

	8 Providing support
	8.1 Alcohol and drug-related problems may develop for a variety of reasons and over a considerable period of time. We are committed, in so far as possible, to treating these problems in a similar way to other health issues. We will provide support whe...
	8.2 If you do not finish a programme of treatment, or your recovery and return to work does not go as planned, HR Manager will meet with you to decide what further action if any should be taken.

	9 Confidentiality
	9.1 We aim to ensure that the confidentiality of any member of staff experiencing alcohol or drug-related problems is maintained appropriately. However, it needs to be recognised that, in supporting staff, some degree of information sharing is likely ...
	9.2 If you seek help with an alcohol or drug-related problem directly from  HR Manager and you wish to keep matters confidential from your manager and colleagues, this will be respected unless there is reason to believe that this could put you, your c...

	10 Performance and disciplinary issues
	10.1 If you agree to undertake appropriate treatment and/or rehabilitation for an acknowledged alcohol or drug-related problem, we may decide to suspend any ongoing disciplinary action against you for related misconduct or poor performance, pending th...
	10.2 Our intention is to support all staff with alcohol or drug-related problems to regain good health. Depending on the progress made on the course of treatment, any disciplinary action may be suspended for a specified period, discontinued, or restar...

	1 About this policy
	1.1 This policy governs personal relationships in the workplace. When we use the phrase "personal relationship" in this policy we mean any emotional or romantic relationship which goes beyond the normally accepted boundaries of the professional sphere...
	1.2 This policy applies to all personal relationships between any member of staff, regardless of whether those involved work in the same team, department, division, or office, or at the same site.
	1.3 This definition is not intended to be exhaustive. Given the sensitive nature of personal relationships, all staff are required to use common sense in assessing whether or not this policy is relevant to them. If any person is unsure whether this po...
	1.4 We respect the right of all our staff to a private life. We also understand that many people meet their partners at work and that personal relationships between staff are inevitable. For the avoidance of doubt, this policy is not intended to prohi...
	1.5 This policy applies to all employees, directors.
	1.6 This policy does not form part of any contract of employment or other contract to provide services, and we may amend it at any time. It will be reviewed regularly.

	2 Purpose of this policy
	2.1 In many cases a personal relationship between staff will not interfere with work. However, sometimes a personal relationship will be or become problematic because it adversely impacts on other colleagues or negatively affects business efficiency. ...
	2.2 This means that personal relationships are potentially a legitimate management concern. In issuing this policy, we seek to address the following, non-exhaustive, issues which may arise where there is a personal relationship:

	3 Management guidelines
	3.1 Where a manager becomes aware that a member of their team is in a personal relationship with a colleague, they are required to treat this sensitively and, as far as possible, in confidence.
	3.2 Most personal relationships should not have a significant impact on the workplace or efficiency of work. However, managers need to recognise their responsibility to all team members and to the needs of the business.
	3.3 No action should be taken simply because a staff member is in a personal relationship with a colleague. Only if there is an issue or risk as outlined above should action be considered.
	3.4 Managers will know that they must not discriminate against staff on various protected grounds. They should particularly consider the characteristics of sex, sexual orientation, and age before taking any action as a result of a personal relationshi...
	3.5 Managers should be aware that conduct directed towards a colleague for personal reasons may be unwanted and that, in some circumstances, this could amount to unlawful harassment for which the employer could be liable. We will take any grievances (...
	3.6 Any information regarding personal relationships is confidential and likely to be protected under data protection laws. Managers are reminded about their data protection obligations under the law Data Protection Policy, including ensuring the secu...
	3.7 Managers are also reminded that we have a duty to protect the health and safety of our staff and that this includes mental health. If a manager has concerns regarding the health impact of a personal relationship on a member of staff they should br...
	3.8 Given the highly sensitive nature of personal relationships, managers should seek the assistance of HR Manager before dealing with any issues which may arise. They should also ensure that a formal note is taken of any meetings to discuss personal ...

	4 Conduct of those in personal relationships
	4.1 Any members of staff who are in a personal relationship are expected to conduct themselves in a professional manner at work at all times in respect of such relationship. This means being considerate of the feelings of their other colleagues in the...
	4.2 Our equipment and resources are provided for work purposes only. Any inappropriate use in furtherance of a personal relationship will be treated as a disciplinary matter.
	4.3 Our confidentiality rules continue to apply regardless of any personal relationship. Staff must ensure that they protect all confidential and commercially sensitive information from unauthorised disclosure.
	4.4 Failure to disclose a personal relationship as required by this policy will be treated as a disciplinary matter and, subject to investigation, could result in disciplinary action, up to and including dismissal.

	5 Discrimination, harassment, and other policies
	5.1 All staff are reminded that they are subject to our policies on equality and diversity, discrimination and harassment, confidentiality and trade secrets and data protection and that breach of these policies may result in disciplinary action, up to...
	5.2 We are committed to providing a workplace which is fair and equal. Nobody will be disadvantaged, discriminated against, or otherwise subjected to a detriment because they are in a personal relationship. Any member of staff who has concerns about t...
	5.3 We will not tolerate any form of harassment of our staff and will take any allegations extremely seriously. Staff are reminded to consider their legal obligations towards colleagues. These may be especially pertinent at the beginning or end of a r...

	1 Definitions:
	2 Introduction
	2.1 This Privacy Standard sets out how Victorian House Sales Ltd ("we", "our", "us", "the Company") handle the Personal Data of our customers, suppliers, employees, workers and other third parties.
	2.2 This Privacy Standard applies to all Personal Data we Process regardless of the media on which that data is stored or whether it relates to past or present employees, workers, customers, clients or supplier contacts, shareholders, website users or...
	2.3 This Privacy Standard applies to all Company Personnel ("you", "your"). You must read, understand, and comply with this Privacy Standard when Processing Personal Data on our behalf and attend training on its requirements. This Privacy Standard set...
	2.4 Where you have a specific responsibility in connection with Processing such as capturing Consent, reporting a Personal Data Breach, conducting a DPIA as referenced in this Privacy Standard or otherwise then you must comply with the Related Policie...
	2.5 This Privacy Standard (together with Related Policies and Privacy Guidelines) is an internal document and cannot be shared with third parties, clients, or regulators without prior authorisation from the DPO.

	3 Scope
	3.1 We recognise that the correct and lawful treatment of Personal Data will maintain confidence in the organisation and will provide for successful business operations. Protecting the confidentiality and integrity of Personal Data is a critical respo...
	3.2 All department managers are responsible for ensuring all Company Personnel comply with this Privacy Standard and need to implement appropriate practices, processes, controls, and training to ensure that compliance.
	3.3 The DPO is responsible for overseeing this Privacy Standard and, as applicable, developing Related Policies and Privacy Guidelines. HR Manager
	3.4 Please contact the DPO with any questions about the operation of this Privacy Standard or the GDPR or if you have any concerns that this Privacy Standard is not being or has not been followed. In particular, you must always contact the DPO in the ...

	4 Personal data protection principles
	4.1 We adhere to the principles relating to Processing of Personal Data set out in the GDPR which require Personal Data to be:
	4.2 We are responsible for and must be able to demonstrate compliance with the data protection principles listed above (Accountability).

	5 Lawfulness, fairness, transparency
	5.1 Lawfulness and fairness
	5.2 You must identify and document the legal ground being relied on for each Processing activity.

	6 Consent
	6.1 A Controller must only process Personal Data on the basis of one or more of the lawful bases set out in the GDPR, which include Consent.
	6.2 A Data Subject consents to Processing of their Personal Data if they indicate agreement clearly either by a statement or positive action to the Processing. Consent requires affirmative action so silence, pre-ticked boxes or inactivity are unlikely...
	6.3 Data Subjects must be easily able to withdraw Consent to Processing at any time and withdrawal must be promptly honoured. Consent may need to be refreshed if you intend to Process Personal Data for a different and incompatible purpose which was no...
	6.4 When processing Special Category Data or Criminal Convictions Data, we will usually rely on a legal basis for processing other than Explicit Consent or Consent if possible. Where Explicit Consent is relied on, you must issue a Privacy Notice to th...
	6.5 You will need to evidence Consent captured and keep records of all Consents in accordance with Related Policies and Privacy Guidelines so that the Company can demonstrate compliance with Consent requirements.

	7 Transparency (notifying Data Subjects)
	7.1 The GDPR requires Data Controllers to provide detailed, specific information to Data Subjects depending on whether the information was collected directly from Data Subjects or from elsewhere. The information must be provided through appropriate Pr...
	7.2 Whenever we collect Personal Data directly from Data Subjects, including for human resources or employment purposes, we must provide the Data Subject with all the information required by the GDPR including the identity of the Controller and DPO, h...
	7.3 When Personal Data is collected indirectly (for example, from a third party or publicly available source), we must provide the Data Subject with all the information required by the GDPR as soon as possible after collecting or receiving the data. W...
	7.4 If you are collecting Personal Data from Data Subjects, directly or indirectly, then you must provide Data Subjects with a Privacy Notice in accordance with our Related Policies and Privacy Guidelines.

	8 Purpose limitation
	8.1 Personal Data must be collected only for specified, explicit and legitimate purposes. It must not be further Processed in any manner incompatible with those purposes.
	8.2 You cannot use Personal Data for new, different, or incompatible purposes from that disclosed when it was first obtained unless you have informed the Data Subject of the new purposes and they have Consented where necessary.

	9 Data minimisation
	9.1 Personal Data must be adequate, relevant, and limited to what is necessary in relation to the purposes for which it is Processed.
	9.2 You may only Process Personal Data when performing your job duties requires it. You cannot Process Personal Data for any reason unrelated to your job duties.
	9.3 You may only collect Personal Data that you require for your job duties: do not collect excessive data. Ensure any Personal Data collected is adequate and relevant for the intended purposes.
	9.4 You must ensure that when Personal Data is no longer needed for specified purposes, it is deleted or anonymised in accordance with the Company's data retention guidelines.

	10 Accuracy
	10.1 Personal Data must be accurate and, where necessary, kept up to date. It must be corrected or deleted without delay when inaccurate.
	10.2 You will ensure that the Personal Data we use, and hold is accurate, complete, kept up to date and relevant to the purpose for which we collected it. You must check the accuracy of any Personal Data at the point of collection and at regular inter...

	11 Storage limitation
	11.1 Personal Data must not be kept in an identifiable form for longer than is necessary for the purposes for which the data is processed.
	11.2 The Company will maintain retention policies and procedures to ensure Personal Data is deleted after a reasonable time for the purposes for which it was being held unless a law requires that data to be kept for a minimum time. You must comply wit...
	11.3 You must not keep Personal Data in a form which permits the identification of the Data Subject for longer than needed for the legitimate business purpose or purposes for which we originally collected it including for the purpose of satisfying any...
	11.4 You will take all reasonable steps to destroy or erase from our systems all Personal Data that we no longer require in accordance with all the Company's applicable records retention schedules and policies. This includes requiring third parties to...
	11.5 You will ensure Data Subjects are informed of the period for which data is stored and how that period is determined in any applicable Privacy Notice.

	12 Security integrity and confidentiality
	12.1 Protecting Personal Data
	12.2 Personal Data must be secured by appropriate technical and organisational measures against unauthorised or unlawful Processing, and against accidental loss, destruction, or damage.
	12.3 We will develop, implement and maintain safeguards appropriate to our size, scope and business, our available resources, the amount of Personal Data that we own or maintain on behalf of others and identified risks (including use of encryption and...
	12.4 You must follow all procedures and technologies we put in place to maintain the security of all Personal Data from the point of collection to the point of destruction. You may only transfer Personal Data to third-party service providers who agree...
	12.5 You must maintain data security by protecting the confidentiality, integrity, and availability of the Personal Data, defined as follows:
	12.6 You must comply with and not attempt to circumvent the administrative, physical, and technical safeguards we implement and maintain in accordance with the GDPR and relevant standards to protect Personal Data.

	13 Reporting a Personal Data Breach
	13.1 The GDPR requires Controllers to notify any Personal Data Breach to the applicable regulator and, in certain instances, the Data Subject.
	13.2 We have put in place procedures to deal with any suspected Personal Data Breach and will notify Data Subjects or any applicable regulator where we are legally required to do so.
	13.3 If you know or suspect that a Personal Data Breach has occurred, do not attempt to investigate the matter yourself. Immediately contact the person or team designated as the key point of contact for Personal Data Breaches the HR Manager. You shoul...

	14 Transfer limitation
	14.1 The GDPR restricts data transfers to countries outside the EEA to ensure that the level of data protection afforded to individuals by the GDPR is not undermined. You transfer Personal Data originating in one country across borders when you transm...
	14.2 You may only transfer Personal Data outside the EEA if one of the following conditions applies:

	15 Data Subject's rights and requests
	15.1 Data Subjects have rights when it comes to how we handle their Personal Data. These include rights to:
	15.2 You must verify the identity of an individual requesting data under any of the rights listed above (do not allow third parties to persuade you into disclosing Personal Data without proper authorisation).
	15.3 You must immediately forward any Data Subject request you receive to your manager.

	16 Accountability
	16.1 The Controller must implement appropriate technical and organisational measures in an effective manner, to ensure compliance with data protection principles. The Controller is responsible for, and must be able to demonstrate, compliance with the ...
	16.2 The Company must have adequate resources and controls in place to ensure and to document GDPR compliance including:

	17 Record-keeping
	17.1 The GDPR requires us to keep full and accurate records of all our data Processing activities.
	17.2 You must keep and maintain accurate corporate records reflecting our Processing including records of Data Subjects' Consents and procedures for obtaining Consents in accordance with the Company's record keeping guidelines.
	17.3 These records should include, at a minimum, the name and contact details of the Controller and the DPO, clear descriptions of the Personal Data types, Data Subject types, Processing activities, Processing purposes, third-party recipients of the P...

	18 Training and audit
	18.1 We are required to ensure all Company Personnel have undergone adequate training to enable them to comply with data privacy laws. We must also regularly test our systems and processes to assess compliance.
	18.2 You must undergo all mandatory data privacy related training and ensure your team undergo similar mandatory training.
	18.3 You must regularly review all the systems and processes under your control to ensure they comply with this Privacy Standard and check that adequate governance controls and resources are in place to ensure proper use and protection of Personal Data.

	19 Privacy by Design and Data Protection Impact Assessment (DPIA)
	19.1 We are required to implement Privacy by Design measures when Processing Personal Data by implementing appropriate technical and organisational measures (like Pseudonymisation) in an effective manner, to ensure compliance with data privacy princip...
	19.2 You must assess what Privacy by Design measures can be implemented on all programmes, system, or processes that Process Personal Data by considering the following:
	19.3 Data controllers must also conduct DPIAs in respect to high-risk Processing.
	19.4 You should conduct a DPIA (and discuss your findings with the DPO) when implementing major system or business change programs involving the Processing of Personal Data including:
	19.5 A DPIA must include:

	20 Automated Processing (including profiling) and Automated Decision-Making
	20.1 Generally, ADM is prohibited when a decision has a legal or similar significant effect on an individual unless:
	20.2 If certain types of Special Categories of Personal Data or Criminal Convictions Data are being processed, then grounds (b) or (c) will not be allowed but that Special Categories of Personal Data and Criminal Convictions Data can be Processed wher...
	20.3 If a decision is to be based solely on Automated Processing (including profiling), then Data Subjects must be informed when you first communicate with them of their right to object. This right must be explicitly brought to their attention and pre...
	20.4 We must also inform the Data Subject of the logic involved in the decision making or profiling, the significance and envisaged consequences and give the Data Subject the right to request human intervention, express their point of view or challeng...
	20.5 A DPIA must be carried out before any Automated Processing (including profiling) or ADM activities are undertaken.
	20.6 Where you are involved in any data Processing activity that involves profiling or ADM, you must comply with the Company's guidelines on profiling or ADM.

	21 Direct marketing
	21.1 We are subject to certain rules and privacy laws when marketing to our customers.
	21.2 For example, a Data Subject's prior consent is required for electronic direct marketing (for example, by email, text, or automated calls). The limited exception for existing customers known as "soft opt in" allows organisations to send marketing ...
	21.3 The right to object to direct marketing must be explicitly offered to the Data Subject in an intelligible manner so that it is clearly distinguishable from other information.
	21.4 A Data Subject's objection to direct marketing must be promptly honoured. If a customer opts out at any time, their details should be suppressed as soon as possible. Suppression involves retaining just enough information to ensure that marketing ...
	21.5 You must comply with the Company’s guidelines on direct marketing to customers.

	22 Sharing Personal Data
	22.1 Generally, we are not allowed to share Personal Data with third parties unless certain safeguards and contractual arrangements have been put in place.
	22.2 You may only share the Personal Data we hold with another employee, agent or representative of our group (which includes our subsidiaries and our ultimate holding company along with its subsidiaries) if the recipient has a job-related need to kno...
	22.3 You may only share the Personal Data we hold with third parties, such as our service providers, if:

	23 You must comply with the Company's guidelines on sharing data with third parties.
	24 Changes to this Privacy Standard
	24.1 We keep this Privacy Standard under regular review.
	24.2 This Privacy Standard does not override any applicable national data privacy laws and regulations in countries where the Company operates.

	25 Acknowledgement of receipt and review
	25.1 I, [EMPLOYEE NAME], acknowledge that on [DATE], I received and read a copy of the Victorian House Sales Ltd 's Privacy Standard, dated and understand that I am responsible for knowing and abiding by its terms. This Privacy Standard does not set t...

	1 Policy statement
	1.1 We believe that CCTV and other surveillance systems have a legitimate role to play in helping to maintain a safe and secure environment for all our staff and visitors. However, we recognise that this may raise concerns about the effect on individu...
	1.2 This policy is intended to assist staff in complying with their own legal obligations when working with personal data. In certain circumstances, misuse of information generated by CCTV or other surveillance systems could constitute a criminal offe...

	2 Definitions
	2.1 For the purposes of this policy, the following terms have the following meanings:

	3 About this policy
	3.1 We currently use CCTV cameras to view and record individuals on [and around] our premises. This policy outlines why we use CCTV, how we will use CCTV and how we will process data recorded by CCTV cameras to ensure we are compliant with data protec...
	3.2 We recognise that information that we hold about individuals is subject to data protection legislation. The images of individuals recorded by CCTV cameras in the workplace are personal data and therefore subject to the legislation. We are a data c...
	3.3 This policy covers all employees and other individuals working and/or visiting our premises).
	3.4 This policy is non-contractual and does not form part of the terms and conditions of any employment or other contract. We may amend this policy at any time. The policy will be regularly reviewed to ensure that it meets legal requirements, relevant...
	3.5 A breach of this policy may, in appropriate circumstances, be treated as a disciplinary matter. Following investigation, a breach of this policy may be regarded as misconduct leading to disciplinary action, up to and including dismissal.

	4 Personnel responsible
	4.1 The board of directors has overall responsibility for ensuring compliance with relevant legislation and the effective operation of this policy. Day-to-day management responsibility for deciding what information is recorded, how it will be used and...
	4.2 Responsibility for keeping this policy up to date has been delegated to HR Manager.

	5 Reasons for the use of CCTV
	5.1 We currently use CCTV around our site as outlined below. We believe that such use is necessary for legitimate business purposes, including:

	6 Monitoring
	6.1 CCTV monitors the exterior of the building and certain areas within the building 24 hours a day and this data is continuously recorded.
	6.2 Camera locations are chosen to minimise viewing of spaces not relevant to the legitimate purpose of the monitoring. As far as practically possible, CCTV cameras will not focus on private homes, gardens, or other areas of private property.
	6.3 Images are monitored by authorised personnel 24 hours a day.
	6.4 Staff using surveillance systems will be given appropriate training to ensure they understand and observe the legal requirements related to the processing of relevant data.

	7 How we will operate any CCTV
	7.1 Where CCTV cameras are placed in the workplace, we will ensure that signs are displayed at the entrance of the surveillance zone to alert individuals that their image may be recorded. Such signs will contain details of the organisation operating t...
	7.2 Live feeds from CCTV cameras will only be monitored where this is reasonably necessary, for example to protect health and safety.
	7.3 We will ensure that live feeds from cameras and recorded images are only viewed by approved members of staff whose role requires them to have access to such data. This may include HR staff involved with disciplinary or grievance matters. Recorded ...

	8 Use of data gathered by CCTV
	8.1 In order to ensure that the rights of individuals recorded by the CCTV system are protected, we will ensure that data gathered from CCTV cameras is stored in a way that maintains its integrity and security. This may include encrypting the data, wh...
	8.2 Given the large amount of data generated by surveillance systems, we may store video footage using a cloud computing system. We will take all reasonable steps to ensure that any cloud service provider maintains the security of our information, in ...
	8.3 We may engage data processors to process data on our behalf. We will ensure reasonable contractual safeguards are in place to protect the security and integrity of the data.

	9 Retention and erasure of data gathered by cctv
	10 Use of additional surveillance systems
	10.1 Prior to introducing any new surveillance system, including placing a new CCTV camera in any workplace location, we will carefully consider if they are appropriate by carrying out a privacy impact assessment (DPIA).
	10.2 A PIA is intended to assist us in deciding whether new surveillance cameras are necessary and proportionate in the circumstances and whether they should be used at all or whether any limitations should be placed on their use.
	10.3 Any PIA will consider the nature of the problem that we are seeking to address at that time and whether the surveillance camera is likely to be an effective solution, or whether a better solution exists. In particular, we will consider the effect...
	10.4 No surveillance cameras will be placed in areas where there is an expectation of privacy (for example, in changing rooms) unless, in very exceptional circumstances, it is judged by us to be necessary to deal with very serious concerns.

	11 Covert monitoring
	11.1 We will never engage in covert monitoring or surveillance (that is, where individuals are unaware that the monitoring or surveillance is taking place) unless, in highly exceptional circumstances, there are reasonable grounds to suspect that crimi...
	11.2 In the unlikely event that covert monitoring is considered to be justified, it will only be carried out with the express authorisation of Managing Director. The decision to carry out covert monitoring will be fully documented and will set out how...
	11.3 Only limited numbers of people will be involved in any covert monitoring.
	11.4 Covert monitoring will only be carried out for a limited and reasonable period of time consistent with the objectives of making the recording and will only relate to the specific suspected illegal or unauthorised activity.

	12 Ongoing review of cctv use
	12.1 We will ensure that the ongoing use of existing CCTV cameras in the workplace is reviewed annually to ensure that their use remains necessary and appropriate, and that any surveillance system is continuing to address the needs that justified its ...

	13 Requests for disclosure
	13.1 No images from our CCTV cameras will be disclosed to any third party, without express permission being given by Managing Director. Data will not normally be released unless satisfactory evidence that it is required for legal proceedings or under ...
	13.2 In other appropriate circumstances, we may allow law enforcement agencies to view or remove CCTV footage where this is required in the detection or prosecution of crime.
	13.3 We will maintain a record of all disclosures of CCTV footage subject to document retention guidelines.
	13.4 No images from CCTV will ever be posted online or disclosed to the media.

	14 Subject Access Requests
	14.1 Data subjects may make a request for disclosure of their personal information and this may include CCTV images (data subject access request). A data subject access request is subject to the statutory conditions from time to time in place and shou...
	14.2 In order for us to locate relevant footage, any requests for copies of recorded CCTV images must include the date and time of the recording, the location where the footage was captured and, if necessary, information identifying the individual.
	14.3 We reserve the right to obscure images of third parties when disclosing CCTV data as part of a subject access request, where we consider it necessary to do so.

	15 Complaints
	15.1 If any member of staff has questions about this policy or any concerns about our use of CCTV, then they should speak to HR Manager in the first instance.
	15.2 Where this is not appropriate or matters cannot be resolved informally, employees should use our formal grievance procedure.

	16 Requests to prevent processing
	16.1 We recognise that, in rare circumstances, individuals may have a legal right to object to processing and in certain circumstances, to prevent automated decision making (see Articles 21 and 22 of the GDPR). For further information regarding this, ...
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	1 About this policy
	1.1 Our IT and communications systems are intended to promote effective communication and working practices within our organisation. This policy outlines the standards you must observe when using these systems, the circumstances in which we will monit...
	1.2 This policy covers all employees, officers, consultants, contractors, casual workers, agency workers and anyone who has access to our IT and communication systems.
	1.3 Misuse of IT and communications systems can damage the business and our reputation. Breach of this policy may be dealt with under our Disciplinary Procedure and, in serious cases, may be treated as gross misconduct leading to summary dismissal.
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Personnel responsible for the policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy and for ensuring compliance with the relevant statutory framework. Day-to-day responsibility for operating the policy and ensuring its mainten...
	2.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.
	2.3 The IT Department will deal with requests for permission or assistance under any provisions of this policy and may specify certain standards of equipment or procedures to ensure security and compatibility.

	3 Equipment security and passwords
	3.1 You are responsible for the security of the equipment allocated to or used by you and must not allow it to be used by anyone other than in accordance with this policy.
	3.2 You are responsible for the security of any computer terminal used by you. You should lock your terminal or log off when leaving it unattended or on leaving the office, to prevent unauthorised users accessing the system in your absence. Anyone who...
	3.3 Desktop PCs and cabling for telephones or computer equipment should not be moved or tampered with without first consulting the IT Department.
	3.4 You should use passwords on all IT equipment, particularly items that you take out of the office. You must keep your passwords confidential and change them regularly. You must not use another person's username and password or make available or all...
	3.5 If you have been issued with a laptop, tablet computer, BlackBerry, smartphone, or other mobile device, you must ensure that it is kept secure at all times, especially when travelling. Passwords must be used to secure access to data kept on such e...

	4 Systems and data security
	4.1 You should not delete, destroy, or modify existing systems, programs, information, or data (except as authorised in the proper performance of your duties).
	4.2 You must not download or install software from external sources without authorisation from the IT Department. This includes software programs, instant messaging programs, screensavers, photos, video clips and music files. Incoming files and data s...
	4.3 You must not attach any device or equipment to our systems without authorisation from the IT Department This includes any USB flash drive, MP3 player, tablet, smartphone or other similar device, whether connected via the USB port, infra-red connec...
	4.4 We monitor all emails passing through our system for viruses. You should exercise particular caution when opening unsolicited emails from unknown sources or an email which appears suspicious (for example, if it contains a file whose name ends in ....
	4.5 You should not attempt to gain access to restricted areas of the network, or to any password-protected information, except as authorised in the proper performance of your duties.
	4.6 You must be particularly vigilant if you use our IT equipment outside the workplace and take such precautions as we may require from time to time against importing viruses or compromising system security. The system contains information which is c...

	5 Email
	5.1 Although email is a vital business tool, you should always consider if it is the appropriate method for a particular communication. Correspondence with third parties by email should be written as professionally as a letter. Messages should be conc...
	5.2 You must not send abusive, obscene, discriminatory, racist, harassing, derogatory, defamatory, or otherwise inappropriate emails. Anyone who feels that they have been harassed or bullied or are offended by material received from a colleague via em...
	5.3 You should take care with the content of email messages, as incorrect or improper statements can give rise to claims for discrimination, harassment, defamation, breach of confidentiality or breach of contract. Remember that you have no control ove...
	5.4 Email messages may be disclosed in legal proceedings in the same way as paper documents. Deletion from a user's inbox or archives does not mean that an email cannot be recovered for the purposes of disclosure. All email messages should be treated ...
	5.5  In general, you should not:
	5.6 If you receive an email in error you should inform the sender.
	5.7 Do not use your own personal email account to send or receive email for the purposes of our business. Only use the email account we have provided for you.

	6 Using the internet
	6.1 Internet access is only provided on a case by case basis if your role requires such access
	6.2 When a website is visited, devices such as cookies, tags or web beacons may be employed to enable the site owner to identify and monitor visitors. If the website is of a kind described in paragraph 10.1, such a marker could be a source of embarra...
	6.3 You should not access any web page or download any image, document or other file from the internet which could be regarded as illegal, offensive, in bad taste or immoral. Even web content which is legal in the UK may be in sufficient bad taste to ...
	6.4 You should not under any circumstances use our systems to participate in any internet chat room, post messages on any internet message board or set up or log text or information on a blog or wiki, even in your own time.
	6.5 The following must never be accessed from our network: online radio, audio and video streaming, instant messaging and webmail (such as such as Gmail or Hotmail) and social networking sites (such as Facebook, Twitter, Bebo, YouTube, Second Life). T...

	7 Personal use of our systems
	7.1 We permit the incidental use of our internet, email, and telephone systems to send personal email, browse the internet and make personal telephone calls subject to certain conditions set out below. Personal use is a privilege and not a right. It m...

	8 Personal use must meet the following conditions:
	8.2 You should be aware that personal use of our systems may be monitored (see paragraph 9) and, where breaches of this policy are found, action may be taken under the disciplinary procedure (see paragraph 10). We reserve the right to restrict or pr...

	9 Monitoring
	9.1 Our systems enable us to monitor telephone, email, voicemail, internet, and other communications. For business reasons, and in order to carry out legal obligations in our role as an employer, use of our systems including the telephone and computer...
	9.2 A CCTV system monitors the exterior of the building and certain other areas 24 hours a day. This data is recorded.
	9.3 We reserve the right to retrieve the contents of email messages or check internet usage (including pages visited and searches made) as reasonably necessary in the interests of the business, including for the following purposes (this list is not ex...

	10 Prohibited use of our systems
	10.1 Misuse or excessive personal use of our telephone or email system or inappropriate internet use will be dealt with under our Disciplinary Procedure. Misuse of the internet can in some circumstances be a criminal offence. In particular, it will us...
	10.2 Where evidence of misuse is found we may undertake a more detailed investigation in accordance with our Disciplinary Procedure, involving the examination and disclosure of monitoring records to those nominated to undertake the investigation and a...

	1 About this policy
	1.1 This policy is in place to minimise the risks to our business through use of social media.
	1.2 This policy deals with the use of all forms of social media, including Facebook, LinkedIn, Twitter, Google+, Instagram, Tumblr and all other social networking sites, internet postings and blogs. It applies to use of social media for business purpo...
	1.3 This policy covers all employees, officers, consultants, contractors, casual workers, and agency workers.
	1.4 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Personnel responsible for implementing the policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy but has delegated day-to-day responsibility for its operation to the Head of the IT Department.
	2.2 Responsibility for monitoring and reviewing the operation of this policy and making recommendations for change to minimise risks lies with the Head of the IT Department who will review this policy Annually to ensure that it meets legal requirement...
	2.3 Managers have a specific responsibility for operating within the boundaries of this policy, ensuring that all staff understand the standards of behaviour expected of them and taking action when behaviour falls below its requirements.
	2.4 All staff are responsible for the success of this policy and should ensure that they take the time to read and understand it. Any misuse of social media should be reported to the Head of the IT Department. Questions regarding the content or applic...

	3 Compliance with related policies and agreements
	3.1 Social media should never be used in a way that breaches any of our other policies. If an internet post would breach any of our policies in another forum, it will also breach them in an online forum. For example, you are prohibited from using soci...
	3.2 Staff should never provide references for other individuals on social or professional networking sites, as such references, positive and negative, can be attributed to the organisation and create legal liability for both the author of the referenc...
	3.3 Staff who breach any of the above policies will be subject to disciplinary action up to and including termination of employment.

	4 Personal use of social media
	5 Prohibited use
	5.1 You must avoid making any social media communications that could damage our business interests or reputation, even indirectly.
	5.2 You must not use social media to defame or disparage us, our staff or any third party; to harass, bully or unlawfully discriminate against staff or third parties; to make false or misleading statements; or to impersonate colleagues or third parties.
	5.3 You must not express opinions on our behalf via social media, unless expressly authorised to do so by your manager. You may be required to undergo training in order to obtain such authorisation.
	5.4 You must not post comments about sensitive business-related topics, such as our performance, or do anything to jeopardise our trade secrets, confidential information, and intellectual property. You must not include our logos or other trademarks in...
	5.5 You are not permitted to add business contacts made during the course of your employment to personal social networking accounts.
	5.6 Any misuse of social media should be reported to HR Manager.

	6 Business use of social media
	6.1 If your duties require you to speak on behalf of the organisation in a social media environment, you must still seek approval for such communication from Managing Director, who may require you to undergo training before you do so and impose certai...
	6.2 Likewise, if you are contacted for comments about the organisation for publication anywhere, including in any social media outlet, direct the enquiry to Managing Director and do not respond without written approval.
	6.3 The use of social media for business purposes is subject to the remainder of this policy.

	7 Guidelines for responsible use of social media
	7.1 You should make it clear in social media postings, or in your personal profile, that you are speaking on your own behalf. Write in the first person and use a personal email address.
	7.2 Be respectful to others when making any statement on social media and be aware that you are personally responsible for all communications which will be published on the internet for anyone to see.
	7.3 If you disclose your affiliation with us on your profile or in any social media postings, you must state that your views do not represent those of your employer (unless you are authorised to speak on our behalf as set out in paragraph 5.3). You s...
	7.4 If you are uncertain or concerned about the appropriateness of any statement or posting, refrain from posting it until you have discussed it with your manager.
	7.5 If you see social media content that disparages or reflects poorly on us, you should contact HR Manager.

	8 Monitoring
	8.1 We reserve the right to monitor, intercept and review, without further notice, staff activities using our IT resources and communications systems, including but not limited to social media postings and activities, for legitimate business purposes ...
	8.2 For further information, please refer to our IT and Communications Systems Policy.

	9 Recruitment
	10 Breach of this policy
	10.1 Breach of this policy may result in disciplinary action up to and including dismissal. [Any member of staff suspected of committing a breach of this policy will be required to co-operate with our investigation].
	10.2 You may be required to remove any social media content that we consider to constitute a breach of this policy. Failure to comply with such a request may in itself result in disciplinary action.

	1 About this policy
	1.1 We will always try to avoid the need for compulsory redundancies but sometimes these may be necessary. The pattern or volume of our business or methods of working may change and requirements for employees may reduce.
	1.2 The purpose of this policy is to ensure that, whenever reduction in employee numbers may become necessary:
	1.3 This policy applies to all employees. It does not apply to agency workers, consultants, or self-employed contractors.
	1.4 This policy will be reviewed from time to time to ensure that it reflects our legal obligations and our business needs.
	1.5 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Avoiding compulsory redundancies
	2.1 Where we are proposing to make redundancies, we will enter into consultation with all affected employees on an individual basis and, where appropriate, also with employee representatives.
	2.2 In the first instance we will consider steps that might, depending on the circumstances, be taken to avoid the need for compulsory redundancies. Examples of such steps include:
	2.3 Any measures adopted must not adversely affect our business and our ability to serve our customers.

	3 Making compulsory redundancies
	3.1 When it is not possible to avoid making compulsory redundancies, we will advise all affected employees and, where appropriate, employee representatives that compulsory redundancies cannot be avoided. We will consult employee representatives on the...
	3.2 In carrying out any redundancy exercise we will not discriminate directly or indirectly on grounds of gender, sexual orientation, marital or civil partner status, gender reassignment, race, colour, nationality, ethnic or national origin, religion ...
	3.3 The criteria used to select those employees who will potentially be made redundant will be objective, transparent, and fair and based on the skills required to meet our existing and anticipated business needs.
	3.4 We will then consult individually with those employees who have been provisionally selected for redundancy.
	3.5 Where selection for redundancy is confirmed, employees selected for redundancy will be given notice of termination of employment in accordance with their contracts and written confirmation of the payments that they will receive. Employees will be ...
	3.6 We will continue to look for alternative employment for redundant employees and inform them of any vacancies that we have until their termination dates. The manner in which redundant employees will be invited to apply for and be interviewed for va...
	3.7 Where we are unable to offer alternative employment, we will assist employees to look for work with other employers. Employees under notice of redundancy may be entitled to take a reasonable amount of paid time off work to look for alternative emp...

	1 About this policy
	1.1 We are proud to employ people of all ages and consider that age diversity is beneficial to the organisation. We are committed to not discriminating against employees because of age and adhere to the principles set out in our Equal Opportunities Po...
	1.2 We have no fixed retirement age. We acknowledge that retirement should be a matter of choice for individuals and will not pressurise employees into resigning because they have reached or are approaching a certain age. [However, we will review whet...
	1.3 This policy aims to create a framework for workplace discussions, enabling you to express your preferences and expectations with regard to retirement and enabling us to plan for our business.
	1.4 This policy applies to all employees. It does not apply to agency workers, consultants, or self-employed contractors.
	1.5 This policy does not form part of any employee's contract of employment and we may amend it at any time.

	2 Personnel responsible for this policy
	2.1 Our board of directors (the board) has overall responsibility for the effective operation of this policy but has delegated day-to-day responsibility for overseeing its implementation to HR Manager.
	2.2 Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.

	3 Discussing your future plans
	3.1 You or your manager may want to discuss your short, medium, and long-term plans, as the need arises. For example, a promotion opportunity may arise, or, if your circumstances change, you may want a different working pattern or to stop work altoget...
	3.2 We will not make generalised assumptions that performance will decline with age, whether due to competence or health issues. If we think there are problems with your performance or ill-health, these will be dealt with in the usual way, through the...
	3.3 During any workplace discussion:
	3.4 Your employment or promotion prospects will not be prejudiced because you express an interest in retiring or changing work patterns.
	3.5 If you indicate that you are thinking of retiring, you are free to change your mind at any time until you have actually given notice to terminate your employment.
	3.6 If you express an interest in moving to a more flexible working pattern or changing role, we will confirm that this is what you want before any action is taken which could affect your employment, such as a change to your role or responsibilities. ...
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