_____________________
Trust
Staff handbook
DIVERSITY & EQUAL OPPORTUNITY POLICY
Policy Statement

This organisation wholeheartedly supports the principle of equal opportunities in employment and opposes all forms of unlawful or unfair discrimination on any grounds, and in particular, those of disability, race, religion or belief, nationality, ethnic or national origin, age, sex, HIV status, marital status or sexual orientation.

We aim to encourage, value and manage diversity and we recognise that talent and potential are distributed across the population.  Not only are there moral and social reasons for promoting equality of opportunity, it is in the best interest of this organisation to recruit and develop the best people for our jobs from as wide and diverse a pool of talent as possible.  That diversity adds value.  

We aim to remove any barriers, bias or discrimination that prevent individuals or groups from realising their potential and contributing fully to our organisation’s performance and to develop an organisational culture that positively values diversity.  

We are committed wherever practicable, to achieving and maintaining a workforce that broadly reflects the local community in which we operate.  

Every possible step will be taken to ensure that individuals are treated fairly in all aspects of their employment at _____________________.

Employees have a duty to co-operate with the _____________________ to ensure that this policy is effective in ensuring equal opportunities and in preventing discrimination.  Employees should draw the attention of their line manager to suspected discriminatory acts or practices or cases of bullying or harassment.

Implementation plan
1. Recruitment and selection 

 Procedures will be designed to recruit the best person for the job by

a. Producing a clear job description and person specification

b. Drawing applicants from as wide a pool as possible

c. Ensuring selection procedures focus on the person specification

d. Ensuring interviewers are trained

e. Monitoring

2. Staff development and retention

Equality will be embedded in employment practices.  

a. Issues of harassment, discrimination and bullying will be taken seriously and will be dealt with under the organisation’s bullying and harassment, grievance, and discipline procedures.  Acts of retaliation against those who lodge complaints or provide information about acts of discrimination or harassment will be treated as potential gross misconduct.

b. There will be equality of pay and other terms and conditions of employment and equality in the application of the organisation’s employment policies e.g Absence.

c. Decisions on promotion and career management will be based solely on objective and job related criteria.

d. Consideration of work-life balance issues such as flexible working will be given at all levels of the organisation.

e. Flexible working around time off for religious observances will be considered.

f. Development opportunities will be planned around the individual and their own work objectives.

Discriminatory grievance

This organisation regards discrimination very seriously and employees who feel they have been discriminated against should raise the matter with their line manager.  Initially the employee and manager should aim to resolve the matter informally.  It may be that discriminatory action is unwitting and easily resolved once the problem is made clear. 

If they are dissatisfied with the outcome, the complaint is very serious, or their line manager is the cause of the complaint, the employee should raise the matter, in writing, as a formal grievance under the organisation’s Grievance Procedure. 

Employees may also find the organisation’s Bullying and Harassment Policy relevant.

Disciplinary Action

Employees who are found to be acting in a discriminatory way will be dealt with under the organisation’s Disciplinary Procedures.

HEALTH, SAFETY AND WELFARE MANUAL

INDEX OF ARRANGEMENTS

· These Arrangements are those appropriate to the _____________________’s activities for the effective planning, organisation, control, monitoring and review of the preventive and protective measures.

· Fire Safety

· Accident, Incident, Disease, and Dangerous Occurrence 

· Reporting and Investigation

· Risk Assessment and Prevention

· First Aid.

· Emergency Procedures for Serious and Imminent Danger.

· Display Screen Equipment

· Vehicle Safety

· Electrical Safety

· Office Safety

· Kitchen Safety

· Handling and Storage of Materials

· Contractors

· Visitors

· Manual Handling

· Home working 

· Lone working

· Gas Safety

· Smoking

· Occupational Health Surveillance

· Safe Systems of Work

· Management of Workplaces

· Stress

· Consultation with Employees

· Information, Instruction, Training and Supervision.

· Alcohol, Drugs and Solvents

· A.I.D.S.

· Conferences and Similar Events

SECTION ONE 

GENERAL POLICY STATEMENT

· It is the policy of the _____________________ (_____) to do all that is reasonably practicable to provide a safe and healthy environment for its personnel, visitors, sub-contractors and members of the public who may be affected by its activities. The__________________ will achieve this through:

· Effective Management Arrangements specifying duties and responsibilities in connection with health, safety and welfare throughout the ____________ and including visitors, contractors and others who use the premises;

· Risk assessments embracing all aspects of _____________________ work;


· Provision and maintenance of premises, workplaces, plant, equipment and systems that are safe and without risks to health;

· Provision and maintenance of a safe and healthy work environment with adequate welfare facilities and arrangements, well designed fixtures and fittings and safe means of access and egress; unavoidable hazards, together with the measures adopted and precautions to be taken, will be explained;

· Safe use, handling and storage of inherently dangerous substances and materials;

· The provision of sound procedures, comprehensive information, safe and risk-free work practices, high standards of training, instruction, supervision and maintenance.

· Trustees, management and staff all have specific and general responsibilities for health, safety and welfare and all will be given the opportunity to be involved in the development of our arrangements and the evaluation of their effectiveness. 

· _____________________ employees are required to take reasonable care for their own health and safety and for the health and safety of others. Each employee is required to familiarise him/herself with their specific responsibilities described in the Management Arrangements Section of the Health and Safety Policy Manual.

· The _____________________ will endeavour to keep up to date with current professional expertise on health, safety and welfare matters and will ensure that personnel are competent and adequately trained and resourced to meet these responsibilities.

The _____________________ defines “workplaces” as:

· The office at _____________________
· Work areas in residences used for ‘home working’;

· Vehicles used, by employees, for authorised travel on ________________ business, and

· Temporary workplaces e.g. conference venues.

This General Policy Statement is supported by:

· Comprehensive Management Arrangements which set out responsibilities for Health, Safety and Welfare throughout the _____________________, and

· Detailed Health, Safety and Welfare Arrangements specifying the measures adopted to implement the General Policy Statement.

SECTION TWO – MANAGEMENT ARRANGEMENTS

Board of Trustees

· The Board embraces its obligations as the Employer, as outlined in the General Policy Statement above and will:

· accept responsibility for approving the policy;

· review it on an annual basis, and

· satisfy themselves that it is being implemented.

Trust Director

· The Trust Director is accountable to the Board for the implementation of the Health and Safety Policy. In particular the Trust Director will be responsible for ensuring:

· that responsibility for Health and Safety is assigned and accepted at all levels in the organisation, including the appointment of ‘competent persons’ in accordance with Regulations 7 and 8 of the Management of Health and Safety at Work Regulations 1999,  ‘suitable persons’ in accordance with Regulation 3 of the Health and Safety (First Aid) Regulations 1981, and the ‘responsible person’ under the Reporting of Injuries, Disease and Dangerous Occurrences Regulations 1995;

· that Health and Safety is an agenda item at Management Team meetings, at least on a six-monthly basis;

· adequate resources are applied to provide for the effective implementation of the Health and Safety Policy in its entirety;

· that the Health and Safety Policy, including its detailed arrangements, is kept under review as necessary and in particular in light of the outcome of Risk Assessments and the introduction of new Legislation/Regulation, and 

· That any necessary recommendations for change are put before the Board as a result of the above.

Managers

· Managers’ responsibilities embrace the health, safety and welfare of employees over whom they have charge. They have an important role in ensuring compliance with the arrangements adopted, by the _____________________, in pursuit of its Health and Safety Policy and will: 
· assist the Health and Safety Officer, as necessary, in carrying out Risk Assessments and applying the measures to ensure, so far as is reasonably practicable, the health, safety and welfare of employees;

· support the Health and Safety Officer in ensuring that all Accidents, Incidents and Dangerous Occurrences are reported and recorded in the accident book and assist, as required, with investigations;

· personally ensure employees are competent to safely perform the tasks required of them;

· co-operate with the Health and Safety Officer in ensuring that employees are inducted, instructed and trained as necessary in the Health and Safety aspects of their work;

· Managers will seek the advice and assistance of the Health and Safety Officer wherever necessary.
Health and Safety Officer.
· The Office Manager shall be the designated Health and Safety Officer and shall be:

· the ‘competent person’, appointed in accordance with Regulation 7  of the Management of Health and Safety at Work Regulations 1999;

· A ‘competent person’ appointed in accordance with Regulation 8 of       

           the Management of Health and Safety at Work Regulations 1999;

· The ‘responsible person’ appointed in order to comply with the ‘Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 1995’.

· The Health and Safety Officer shall:

· Advise Trust Management on the development and effective implementation of the Health, Safety and Welfare Arrangements, provide technical support to managers and interface as necessary with enforcement authorities, other agencies, external sources of advice and assistance, and other interested parties;

· carry out all Risk Assessments that may be required and apply the necessary preventative and protective measures in accordance with the Principles of Prevention, to ensure, so far as is reasonably practicable, safe working without risk to health:

· Ensure that all Accidents, Injuries, Diseases and Dangerous Occurrences/incidents are reported and recorded, carry out the necessary investigations and comply with statutory reporting requirements.

· monitor new and revised Legislation, Regulations and Codes of    Practice in order to initiate the process of reviewing and revising the _____________________’s Health and Safety and Welfare Arrangements; advising the Trust Director and Board accordingly;

· Be the Fire Officer responsible for the development and implementation of the Fire Safety Arrangement and appoint additional ‘competent persons’ as necessary to assist with evacuation in accordance with Regulation 8 of the Management of Health and Safety at Work Regulations 1999.

· ensure that all new employees, and those who are promoted or change jobs, are appropriately inducted, instructed and trained as necessary in the health and safety aspects of their work and provided with the necessary information to discharge their responsibilities for Health and Safety including adherence to the _____________________’s Health and Safety Arrangements; 

Take personal responsibility for the implementation of the Arrangements for:

· Emergency Procedures, 

· First Aid, 

· Health Surveillance,

· Hygiene and Welfare,  

· Electrical and Gas Safety, 

· Safety Signs, Information and Notices,

· Manual Handling.

· Control of Substances Hazardous to Health.

· Staff Consultation and Safety Representatives,

· Maintaining Statistics and Records,   

· Health, Safety and Welfare Audits,

· Control of Visitors and Visitors’ Rules,

· Control of Contractors and Sub-contractors,

· Contact with Enforcement Authorities,

· Regular review of the Health and Safety Policy

Employees

· It is the legal duty of every employee whilst at work to take reasonable care for their own health and safety and for the health and safety of others. 

· In this respect the _____________________requires employees to accept responsibility for the safety of visitors, contractors and sub-contractors that they have charge of. It is particularly important to take account of visitors with impaired mobility, vision, hearing or any other form of disability. Consider what help they may need if, for example, the fire alarm were to sound and the visitor was in the toilets. In the event of an evacuation of the premises employees will, without placing themselves in danger, either ensure the safe evacuation of the visitor or immediately inform a fire warden. 

· It is the legal duty of every employee to use any equipment, safety device or motor vehicle provided for work in accordance with any training and instruction given.

· It is the legal duty of every employee to inform her/his manager: of any work situation which s/he reasonably considers represents a serious and immediate danger to health and safety, and of any matter which s/he reasonably considers to be a shortcoming in the protection arrangements applied for health and safety.

· It is the legal duty of every employee to co-operate with the _____________________ in connection with the Arrangements for Health, Safety and Welfare including any Health and Safety Rules and Safe Working Practices which may be issued.

In respect of this the _____________________ requires employees to:

· identify key hazards in their own workplace, and report them to their 
manager,

· report other potential Health and Safety problems to their manager, and

· Contribute generally to improving Health and Safety within the _____________________’s workplaces. 

· It is the legal duty of every employee not to misuse or interfere with anything provided for Health and Safety purposes.

· It is the legal duty of every employee to report any accidents or incidents following the procedure laid down in this policy.  Employees must not in any circumstance give a false statement following an accident.

Safety Representatives
· The _____________________ will support Trade Union Safety representatives, appointed by the recognised trade union, in carrying out their duties set out in the Safety Representatives and Safety Committee Regulations 1977 (as amended by the Management of Health and Safety at Work Regulations 1999) and in the Approved Codes of Practice and Guidance issued in support of the Regulations.  

Fire Marshalls

· Fire Marshalls shall be ‘competent persons’ appointed in accordance with Regulation 8 of the Management of Health and Safety at Work Regulations 1999 to implement the Emergency (including fire) Procedures insofar as they relate to the evacuation of persons in the workplace.

· The Fire Precautions (Workplace) Regulations 1997 and the Management of Health and Safety at Work Regulations 1999 require that sufficient Fire Marshalls shall be located in work premises in order that the duties listed below can be carried out:

· assist in the evacuation of the premises in the event of fire or other emergency requiring evacuation and, working with other Fire Marshalls (if any) and without placing themselves in danger:

· ensure that the premises are thoroughly checked for personnel, whilst evacuating the building;

· ensure that the Fire Brigade has been summoned;

· carry out a roll-call of personnel evacuated;

· prevent entry, or re-entry, to the premises until authorised by the Fire Officer or the Emergency Services;

· assist the fire brigade as instructed, informing them of any hazardous substances etc;

· Assist with ensuring the effectiveness of Fire Safety Arrangements and Emergency Procedures and with fire and emergency drills as trained/instructed to do.

First Aiders

· On being appointed, and taking up their duties, in accordance with the _____________________’s Arrangement for First Aid, First Aiders will:

· exercise the competencies, and apply the knowledge and understanding, set down in Appendix 2 to the Guidance issued in support of the Health and Safety (First Aid) Regulations 1981 to employees and visitors who are injured or become ill in the workplace;

· set up and maintain the records specified in paragraph 56 of the Guidance;

· maintain such First Aid facilities, including First Aid Boxes, as assessment suggests are required, in accordance with the Approved Code of Practice and Guidance (paragraphs 28 to 43 as they apply) issued in support of the Health and Safety (First Aid) Regulations 1981;  

· In addition the _____________________ require and encourage First Aiders, in conjunction with their Manager and the Health and Safety Officer, to:

· arrange a programme of self-directed revision in order to maintain their first aid skills;

· access suitable sources of advice to develop their knowledge

· Make suitable and effective arrangements to ensure the continuing validity of their First Aid at Work Certificate.

Appointed Persons

· On being appointed, in accordance with the _____________________’s Arrangement for First Aid, Appointed Persons will act in the absence of a First Aider to take charge of: 

· the situation relating to an injured or ill employee, or visitor, who will need help from a medical practitioner or nurse.

· The equipment and facilities provided to meet the requirements of the Health and Safety (First Aid) Regulations 1981.

In respect of the Anerley Town Hall premises the _____________________ have adopted the strong advice of the Health and Safety Commission and considered the need for emergency first aid training for Appointed Persons and have decided to provide emergency first aid training for Appointed Persons covering the following:

· what to do in an emergency;

· cardio-pulmonary resuscitation;

· first aid for the unconscious casualty;

· First aid for the wounded or bleeding.

Enforcement Authorities

· The Enforcement Authorities for Health and Safety and Welfare, and Fire, together with the names of the Employment Medical Advisory Services, for each _____________________ workplace will be displayed in the relevant workplace and an Arrangement will be adopted to ensure that this information is held centrally by the Health and Safety Officer.

Disciplinary Action

· The _____________________ requires Managers, and those acting as Managers, to act immediately whenever necessary to ensure compliance with the Health and Safety Arrangements and/or bring about any necessary improvement in an individuals’ performance to safeguard his/her own health and safety or that of others.

Contractors and Sub-contractors

· Before coming on site contractors will be required to assure the Health and Safety Officer that their work can be carried out with the least possible risk to _____________________ staff. Any potential hazards should be identified in advance and contractors required to minimise any danger or risk. _____________________ staff will be involved in the work planning as appropriate.

· Contractors bringing or holding dangerous substances on site are responsible for their safe storage, handling, labelling and transport.   The Health and Safety Officer will ensure that contractors meet all statutory requirements in this regard. The Health and Safety Officer will ensure that Fire Marshalls are informed of any hazardous substances.

· The Health and Safety Officer will ensure that all Contractors, and Sub-contractors, are given a copy of the _____________________’s Health and Safety Rules relating to Contractors and Sub-contractors in order to discharge the _____________________’s obligations under Regulation 12 of the Management of Health and Safety at Work Regulations 1999.

Visitors

· Visitors’ Rules for ensuring their health and safety whilst at _____________________ premises will be in the form of a notice which will be prominently displayed. The Visitors’ Rules will include the fire evacuation procedure and the location of the First Aid facilities.
Child Protection Policy

_____________________is committed to providing a safe and secure environment for users, staff and visitors and to promoting a climate where children and adults will feel confident about sharing any concerns, which they may have about their own safety or well being of others.

The Trust’s Child Protection Policy draws upon the guidance contained in “Working together under Children’s Act 1989” (revised 1999) and DfEE Circular 10/95. This policy will be subject to review according to legal modifications.
Responsibilities and Immediate Action

All adults in the_____________________ (including visiting staff, volunteers and students on placement) are required to report instances of actual or suspected child abuse or neglect to the Centre’s Designated Person with responsibilities for child protection.


The Designated person is:

_____________________

The Deputy Designated Person: 
_____________________
The Designated Persons shall be the focal point of the Trust’s staff that may have any concerns about an individual child’s safety and the first point of contact for external agencies that are pursuing Child Protection (CP) investigations.

When an individual concern/incident is brought to the notice of the Designated Person, they will be responsible for deciding upon whether or not this should be reported to the Social Services Department.

In circumstances where the child or young person has a suspicious injury, which requires urgent medical attention, the CP referral process should not delay the administration of the first aid or emergency medical assistance. If a user is thought to be at immediate risk (because of parental violence or intoxication, for example), urgent police intervention will be requested.

Where it is suspected that a child may be at risk of significant harm, the Designated Person will say nothing to the child’s parent/carer without prior discussion with the Trust Director.

When dealing with matters relating to child protection, the welfare of the child is paramount. Issues relating to confidentiality do NOT apply. Workers should not fail to report concerns on the basis of users not wanting information shared. In situations where users sustain injury or are otherwise affected by an incident whilst they are the responsibility of the Trust, parents will be notified of this as soon as possible.

_____________________ recognises the need to be alert to the risk posed by strangers who may wish to harm children in the Trust’s premises or travelling to or from their homes.

Training 

All newly recruited staff and Management Committee users will be issued with the Trust’s Child protection policy as part of their induction programme. Designated Persons will be required to attend an appropriate dedicated training course. 
Records

Brief and accurate written notes will be kept of all incidents, CP concerns and actions taken relating to individual users. These records are not to be made available to users or parents/carers. These records are to be kept securely by the designated person separately and can only be accessed by him or her. All referrals to statutory agencies will be kept in detail on permanent record.

Recruitment 

All paid staff recruited by the _____________________ will be subject to references and police Criminal Record checks where they come into direct contact with children or vulnerable people. 

Volunteers 

If applicable all volunteers will be police checked on the same basis as members of staff. 

Volunteers will be subject to the same code of conduct as paid employees of the Trust.

Staff Code of Conduct

All staff (paid or voluntary) are expected to adhere to a code of conduct in respect of their contact with users and their families/carers. Children will be treated with respect and dignity. Whilst it would be unrealistic and undesirable to preclude all physical contact between adults and children, staff are expected to exercise caution and avoid placing themselves in a position where their actions might be open to criticism or misinterpretation.

Where incidents occur which might otherwise be misconstrued or where it becomes necessary to physically restrain a user for their own or other’s safety, this will be appropriately recorded and reported to the designated person and parents.

Wherever possible, First Aid should only be administered by qualified first aiders. If it becomes necessary for the child to remove their clothing for this treatment, there should, wherever possible, be another adult present. If a child needs help with toileting, nappy changing or washing after soiling themselves, another adult should be present or within earshot. If a male member of staff is providing any form of intimate care, a female colleague will be present.

All first aid treatment and non-routine changing or personal care will be recorded. 

For their own safety and protection, staff should exercise caution in situations where they are alone with users. They should sit with their back to the door so an easy escape is possible where necessary and when possible the door to the room in which the counselling or meeting is taking place should be left open. Where possible another member of staff will be asked to maintain a presence nearby and a record will be kept of the circumstances of the meeting.

Complaints/Allegations made against staff

_____________________ takes seriously all complaints made against members of staff. All such concerns/complaints will be brought immediately to the attention of the senior worker/team leader in order that they may activate the appropriate procedures.

If the complaint concerns alleged abuse by a senior worker, this should be brought directly to the attention of the Trust Director. 

Records

Brief and accurate written notes will be kept of all incidents where there have been CP concerns and actions taken relating to individual users. These records are not to be made available to users or parents/carers. These records are to be securely kept by the designated person separately and can only be accessed by him or her. Referrals made to Social Services under the CP procedures will be recorded in detail and confirmed in writing.

Safety at the _____________________
The presence of intruders and suspicious strangers approaching users will be reported to the police at all times.

Publicity

Copies of this policy will be given to all workers and Management Committee users. It should be available upon request by either parents/carers or any interested parties.

Review and Report

The nominated members of management will discuss developments and review the confidential register of incidents. A brief (but anonymous) report will be presented to management board annually on the review of the CP policy.

ENVIRONMENTAL POLICY

The purpose of the Environmental Policy is to make staff and users understand the scale of human intervention in the natural environment and the impact of that intervention and also to ensure that _____________________ is an environmentally responsible organisation.

This policy includes practices to reduce waste, recycle, save energy, reduce and re-use materials.

At _____________________ we will undertake to:

Recycle

The following items are to be recycled:

· Aluminium cans

· Paper 

· Cartridges
· Glass Bottles
Where possible all users will be encouraged to bag up their rubbish and take them to the nearest recycling bins.

_____________________ will strive to:

Conserve Energy

· Turn off all unnecessary lights in corridors, empty rooms and toilets.

· Turn off computers, printers, copiers, computer screens and other electric appliances when departing for the day or when away for more than 1 hour.

· Close doors to conserve heat.

Reduce and Re-use

When printing or making copies:

· Users and staff will make double sided copies where possible.

· Users and staff will be encouraged to re-use plastic cups, as those are not recyclable.

· Users and staff will collect re-usable paper to use in fax and photocopier or to use as a scrap paper.

DISCIPLINARY RULES & PROCEDURE 
1. The Company’s aim is to encourage improvement in individual performance and conduct.  Employees are required to treat members of the public and other employees equally in accordance with the Equal Opportunities Policy.  This procedure sets out the action which will be taken when disciplinary rules are breached. 

Principles:-

(a) The list of rules is not to be regarded as an exhausted list.

(b) The procedure is designed to establish the facts quickly and to deal consistently with disciplinary issues.  No disciplinary action will be taken until the matter has been fully investigated.

(c) At every stage employees will have the opportunity to state their case and be accompanied by a fellow employee of their choice at the hearings.

(d) Only the Chair has the right to suspend or dismiss.  An employee may, however, be given a verbal or written warning by the immediate superior.

(e) An employee has the right to appeal against any disciplinary decision.

The Rules:

Breaches of the company’s disciplinary rules which can lead to disciplinary action are:-

· Failure to observe a reasonable order or instruction;

· Failure to observe a health and safety requirement;

· Inadequate time keeping;

· Absence from work without proper cause;

· Theft or removal of the company’s property;

· Loss, damage to or misuse of the company’s property through negligence or carelessness;

· Conduct detrimental to the interests of the company;

· Incapacity for work due to being under the influence of alcohol or illegal drugs;

· Physical assault or gross insubordination;

· Committing an act outside of work or convicted for a criminal offence which is liable adversely to effect the performance of the contract of employment and/or the relationship between the employee and the company;

· Failure to comply with the company’s Equal Opportunities Policy;

The Procedure:

(a) Oral Warning.

If conduct or performance is unsatisfactory, the employee will be given a formal oral warning, which will be recorded.  The warning will be disregarded after 6 months satisfactory service.
(b) Written Warning.

If the offence is more serious, if there is no improvement in standards, or if a further offence occurs, a written warning will be given which will include the reason for the warning and a notice that, if there is no improvement after twelve months, a final written warning will be given.

(c)
Final Written Warning.

If conduct or performance is still unsatisfactory, or if a further serious offence occurs within the 12-month period, a final warning will be given making it clear that any recurrence of the offence or other serious misconduct within a period of one month will result in dismissal.

(d) Dismissal.

If there is no satisfactory improvement or if further serious misconduct occurs, the employee will be dismissed.

(e) Gross Misconduct.

If, after investigation it is confirmed that an employee has committed an offence of the following nature (the list is not exhaustive) the normal consequence will be dismissal:

Theft or damage to the company’s property, incapacity for work due to being under the influence of alcohol or illegal drugs, physical assault and gross insubordination, discrimination or harassment contrary to the Company’s Equal Opportunities Policy.

While the alleged gross misconduct is being investigated the employee may be suspended, during which time he or she will be paid the normal hourly rate.  Any decision to dismiss will be taken by the employer only after a full investigation.

(f) Appeals.

An employee who wishes to appeal against any disciplinary decision must do so within two working days.  The employer will hear the appeal and decide the case as impartially as possible. 

GRIEVANCE PROCEDURE
1. The following procedure shall be applied to settle all disputes or grievances concerning an employee or employees of the Company (but excluding those relating to redundancy selection).

2. Principles:

(i) It is the intention of both parties that employees should be encouraged to have direct contact with management to resolve their problems.

(ii) The procedure for resolution of grievances and avoidance of disputes is available if the parties are unable to agree on a solution to a problem.

(iii) Should a matter be referred to this procedure for resolution, both parties should accept that it should be progressed as speedily as possible, with joint commitment that every effort will be made to ensure that such a reference takes no longer than seven working days to complete.

(iv) Pending resolution of the grievance, the same conditions prior to its notification shall continue to apply, except in those circumstances where such a continuation would have damaging effects upon the Company’s business.

(v) It is agreed between the parties that where the grievance is of a collective nature, i.e. effecting more than one employee, it shall be referred initially to (ii) of the procedure.

(vi) If the employee’s immediate supervisor/manager is the subject of the grievance and for this reason the employee does not wish the grievance to be heard by him or her, it shall be referred initially to (iii) of the procedure.

(vii) All records will be kept and notes of any procedures will be kept on file for reference purposes only.

3. The Procedure:

(i) Where an employee has a grievance, he/she shall raise the matter with his 


 or her immediate Office manager.

 (ii)        If the matter has not been resolved at (i), it shall be referred to a more senior                                                                                                                                            

            manager or Board Member, a fellow employee, if requested shall be 



 present.                   

A statement summarising the main details of the grievance and the reasons for the failure to agree must be prepared and signed by both parties.

(iii) In the event of a failure to agree, the parties will consider whether 


conciliation or arbitration is appropriate.  The Company may refer   
       the dispute to the Advisory Conciliation and Arbitration Service, whose findings may, by mutual prior agreement, be binding on both parties.       
IT POLICY

_____________________recognises the invaluable benefits that email and internet use offer and access to both will be given to all staff and volunteers who use a computer in the course of their work and have been allocated a personal password.  Employees will be provided with an Internet connection and allocated an email account with an address for research purposes and work related communications.  Passwords will be allocated by the office Manager at an early stage in the induction process. You are responsible for the security of your terminal; access must not be allowed to unauthorised persons and passwords must not be divulged to anyone, even colleagues.  

All queries regarding this policy, in particular regarding security matters, access to software and possible breaches of the policy should be directed to the office manager who will bring it to the attention of the _____________________ Director. 

Email

The advantages of using email include:

· It is a fast and inexpensive way of delivering messages and documents across long or short distances. 

· Information can be shared quickly and consistently between any number of people. 
· It removes the need to print and distribute information by conventional means

However there are a number of challenges associated with e-mail and employees should note the following.  

· e-mail is not the informal and transient form of communication that many people think it is, even ‘deleting’ or ‘trashing’ a message does not mean it is unrecoverable and it has the same authority as any other communication to and from the organisation

· binding contracts may be inadvertently created 
· the same laws apply to email as to any other written document and that therefore employees should avoid making any inaccurate or defamatory statements about colleagues or other parties (deliberate or otherwise)

· e-mails are not confidential, and can be read by anyone given sufficient levels of expertise 

· the ease and speed of e-mail can lead to inadequate thought going into a message, and the possibility of the words or tone being misinterpreted by the recipient.  Abrupt, inappropriate and unthinking use of language can lead to a bullying tone and possible offence to others​ even harassment, ​ for example, capitals are often interpreted as shouting

· it can stifle face to face communication or be used to abdicate the responsibility of communicating messages that should be done in person.  Consider whether a phone call may be a better way of discussing a complex or confidential matter

· intensive use of e-mail, and unnecessarily wide broadcasting, can lead to ‘information overload’ with vital information being lost in many messages that are irrelevant and risking stress as colleagues try to keep up with the number of e-mails received

· a disclaimer will be added automatically to external email but employees must act responsibly when writing email, and to seek advice from their line manager before sending a message if there is any doubt about its contents
Wrongly delivered messages should be redirected to the correct person.  If the email message contains confidential information, use must not be made of that information and nor must it be disclosed.

The importation of viruses is often through downloading files and programmes from external sources.

Internet
The Internet  can be an invaluable tool or resource to support employees’ normal duties and responsibilities, and gives access to large amounts of information which is often more up-to-date than in traditional sources like libraries. Unfortunately, as the Internet is uncontrolled, some of this information is less accurate than it may appear. Employees should be aware that there are risks attached to obtaining and using such unregulated information.

Employees should also be careful not to inadvertently waste time when using the internet. Researching on the web can be time consuming and it is very easy to become unfocused when browsing. 

Introduction of viruses


The greatest risk from viruses lies in downloaded programs and executable files.  All software for use in this organisation must be obtained from controlled legal sources by the office manager. Software must not be downloaded without the office manager’s clearance.

Personal use

Providing it does not interfere with the efficient operation of the organisation’s work, employees are permitted to use both email and internet for personal use in their own time e.g. in their lunch break.  

However employees must note that any breaches of the rules for access noted under ‘Misuse’ below will be dealt with under the organisation’s disciplinary procedures and will be treated very seriously.

Misuse 

Employees should note that the following list of possible areas of misuse is not exhaustive and that some are illegal

· Intentionally seeking to damage or disrupt any part of the IT facilities or breaching the IT security controls

· Deliberate accessing of offensive, obscene or indecent material from the Internet, such as pornography, racist or sexist material, violent images, incitement to criminal behaviour etc is forbidden.

· Accessing online diaries, known as web logging or ‘blogging’ is unacceptable use.  This organisation should not be discussed on an online diary or on msg (messenger) boards.

· The sending of inappropriate messages, for instance any that might cause offence or harassment on grounds of sex, race, disability, age, religion is forbidden
· copyright and licensing restrictions might apply to downloaded and forwarded material, whether Internet or e-mail,  including unauthorized software, games, magazine disc items etc.
Employees should note that sites visited via the Internet are traceable.

Monitoring
Employees should be aware that internet use and email may be monitored for business purposes from time to time e.g. to access email accounts of staff absent on sick leave.  Any email that is clearly marked as personal will not to read. 
Breach of Policy (Discipline) 

Employers carry a high degree of responsibility for their employees' activities when using e-technology. Because of this responsibility, misuse of the organisation’s email or internet facilities will be treated very seriously.

Breaches of policy or misuse will be dealt with under the organisation’s disciplinary procedures.  Such breaches could range from being inconsiderate to illegal activity; therefore action taken under these procedures could range from a verbal warning to instant dismissal.
Confidentiality policy

1. General principles

1. _____________________ recognises that colleagues (Employees, Volunteers, Trustees and Secondees) gain information about individuals and organisations during the course of their work or activities. In most cases such information will not be stated as confidential and colleagues may have to exercise common sense and discretion in identifying whether information is expected to be confidential. This policy aims to give guidance but if in doubt, seek advice from your line manager.

1. Colleagues are able to share information with their line manager in order to discuss issues and seek advice.

1. Colleagues should avoid exchanging personal information or comments (gossip) about individuals with whom they have a professional relationship.

1. It is not appropriate to discuss a person’s sexuality (i.e. ‘outing’ a gay person) without their prior consent.

1. Colleagues should avoid talking about organisations or individuals in social settings.

1. Colleagues will not disclose to anyone, other than their line manager, any information considered sensitive, personal, financial or private without the knowledge or consent of the individual, or an officer, in the case of an organisation.

1. There may be circumstances where colleagues would want to discuss difficult situations with each other to gain a wider perspective on how to approach a problem. The organisation’s consent must be sought before discussing the situation, unless the colleague is convinced beyond doubt that the organisation would not object to this. Alternatively, a discussion may take place with names or identifying information remaining confidential.

1. Where there is a legal duty on _____________________ to disclose information, the person to whom the confidentiality is owed will be informed that disclosure has or will be made.

1.9.
Where an observer wishes to attend a Board meeting an application must be made in writing to the board of Trustees. Observers are not allowed to sit in on confidential matters without the prior consent of the board. 

2.0
Where there is a conflict of interest Trustees must leave the room whilst a decision is taken. 

2. Why information is held

2. Most information held by _____________________ relates to voluntary and community organisations, self-help groups, volunteers, students, employees, trustees or services which support or fund them.

2. Information is kept to enable _____________________ colleagues to understand the history and activities of organisations in order to deliver the most appropriate services.

2. _____________________ has a role in putting people in touch with voluntary and community organisations and keeps contact details which are passed on to any enquirer, except where the group or organisation expressly requests that the details remain confidential.

2. Information about students is given to the training organisation and the college, but to no one else.  

2. Information about ethnicity and disability of users is kept for the purposes of monitoring our equal opportunities policy and also for reporting back to funders.

3. Access to information

3. Information is confidential to _____________________ as an organisation and may be passed to colleagues, line managers or trustees to ensure the best quality service for users.

3. Where information is sensitive, i.e. it involves disputes or legal issues, it will be confidential to the employee dealing with the case and their line manager. Such information should be clearly labelled ‘Confidential’ and should state the names of the colleagues entitled to access the information and the name of the individual or group who may request access to the information. 

3. Colleagues will not withhold information from their line manager or from the board where appropriate unless it is purely personal.

3. Users may have sight of _____________________ records held in their name or that of their organisation. The request must be in writing to the Trust Director giving 14 days’ notice and be signed by the individual, or in the case of an organisation’s records, by the Chair. Sensitive information as outlined in para 3.2 will only be made available to the person or organisation named on the file.

3. Employees may have sight of their personnel records by giving 14 days’ notice in writing to the _____________________ Director.

3. When photocopying or working on confidential documents, colleagues must ensure they are not seen by people in passing. This also applies to information on computer screens.

4. Storing information

4. General non-confidential information about organisations is kept in unlocked filing cabinets with open access to all _____________________ colleagues.

4. Information about volunteers, students and other individuals will be kept in a locked filing cabinet by the office manager, the _____________________ Director will also have access to this filing cabinet. 

4. Employees’ personnel information will be kept in lockable filing cabinets by the office manager and will be accessible by the _____________________ Director.

4. Files or filing cabinet drawers bearing confidential information should be labelled ‘confidential’.

4. In an emergency situation, the _____________________ Director may authorise access to files by other people.

5. Duty to disclose information

5. There is a legal duty to disclose some information including:

5. Child abuse will be reported to the Social Services Department

5. Drug trafficking, money laundering, acts of terrorism or treason will be disclosed to the police.

5. In addition a colleague believing an illegal act has taken place, or that a user is at risk of harming themselves or others, must report this to the Director who will report it to the appropriate authorities.  

5. Users should be informed of this disclosure.

6.
Disclosures

6.1
_____________________ complies fully with the CRB Code of practice (E File) regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure information.

6.2
Disclosure information is always kept separately from an applicant’s personnel file in secure storage with access limited to those who are entitled to see it as part of their duties. It is a criminal offence to pass this information to anyone who is not entitled to receive it.

6.3
Documents will be kept for a year and then destroyed by secure means.  Photocopies will not be kept. However, _____________________ may keep a record of the date of issue of a Disclosure, the name of the subject, the type of Disclosure requested, the position for which the Disclosure was requested, the unique reference number of the Disclosure and the details of the recruitment decision taken.

7.
Data Protection Act
7.1.
Information about individuals, whether on computer or on paper, falls within the scope of the Data Protection Act and must comply with the data protection principles. These are that personal data must be:

· Obtained and processed fairly and lawfully.

· Held only for specified purposes.

· Adequate, relevant and not excessive.

· Accurate and up to date.

· Not kept longer than necessary.

· Processed in accordance with the Act.

· Kept secure and protected.

· Not transferred out of Europe.

8.
Breach of confidentiality
8.1.
Employees who are dissatisfied with the conduct or actions of other colleagues or _____________________ should raise this with their line manager using the grievance procedure, if necessary, and not discuss their dissatisfaction outside _____________________.

8.2.
Colleagues accessing unauthorised files or breaching confidentially may face disciplinary action. Ex-employees breaching confidentiality may face legal action.

9.
Whistleblowing
9.1.
Where a member of staff or the Finance Officer has concerns about the use of _____________________ funds and resources, he or she may refer directly to the Chair or Treasurer outside the usual grievance pro
Sickness Policy
_____________________recognises that employees may become ill during their working life and require support and help to return to work. ________________also needs to deal with instances where sickness may affect the organisation’s ability to fulfil its objectives. These are the procedures _____________________ will use. 

1.  Sickness reporting
1.1 First day
You (or someone on your behalf) must notify your line manager if you are unable to work as a result of sickness. You should contact _____________________ within the first hour of your normal starting time or by 10.00 a.m., whichever is the earlier.

Failure to report sickness absence during the first day may result in the absence being regarded as unpaid absence without leave. No sick or other pay will be given prior to the day on which notification is received.

If your line manager is not available, you should speak to another manager or leave a message indicating if you are able to receive telephone calls from your line manager. You should also indicate when you expect to return to work and give information about any commitments that need cancelling.

1.2 More than seven days
If you are sick for more than seven calendar days you must visit your doctor immediately and submit a medical certificate to your line manager, as soon as possible. On your return you must complete a self certification form and attach this with your doctor’s certificate.

Failure to submit a medical certificate on the eighth day of sickness may be regarded as unpaid absence without leave. No occupational sick pay or Statutory Sick Pay (SSP) will be paid until the date on which the certificate is received.

2.  Returning to work
When you return to work, you must sign a Sickness Absence Self Certificate giving details of the reasons for your absence, regardless of the length of absence. 

3.  Examination by a medical practitioner nominated by ___________________
If you are unable to perform your duties as a consequence of illness, ____________________ may require you to be examined by a medical practitioner.

4.  Monitoring sickness
4.1 All sickness absence will be monitored. After 15 working days’ sickness in any rolling year, your sickness record will be reviewed. If the nature and pattern of sickness warrant it, your line manager will meet with you to discuss what help _____________________ can provide or what actions need to be taken. If sickness occurs during your probationary period it may be necessary to extend the probationary period.

4.2 Absences of more than 20 days per rolling year will be referred to the Personnel Sub Group, respecting confidentiality appropriately.

5.  Pay during sickness

5.1 Entitlement to occupational sick pay is given in your Principal Statement of terms and conditions. The minimum entitlement for all staff is one week during the first six months of service and 4 weeks in any rolling one year after six months’ service.

6.  Long-term sickness
6.1 If you have a serious or long-term illness or disability your line manager will keep in regular touch with you and provide any reasonable support and assistance. _____________________ will also consult with you about whether you will be able to return to work and when. _____________________ may ask for your permission to contact your medical advisers or may require you to attend a medical adviser for a medical examination.

6.2 If you are unable to return to your job _____________________ will make all reasonable adjustments to enable your return to work. You, your medical advisers if necessary, and the Employment Service where appropriate, will be consulted about these adjustments.  

6.3 However, in some circumstances, it may not be possible to continue employing you.  Dismissal in these circumstances will be on the grounds of ‘capability’, not misconduct. If this course of action looks likely, a review meeting will be held involving you, the Chair of the Board of Directors, your line manager and other people as required. You are entitled to be accompanied by a fellow worker or trade union representative. If you are unable to attend the meeting, you may submit comments in writing. At the review meeting, your line manager will state reasons why _____________________ may not be able to continue employing you, giving medical evidence wherever possible. You will be given the opportunity to respond and give mitigating circumstances.

6.4 The Director will report the meeting to two members of the Board of Directors who will take the decision to dismiss, if appropriate. You will be advised you have the right to appeal against the decision by writing to the Chair within three working days, stating the reasons for the appeal.

7.  Persistent short-term sickness
7.1 The nature, extent and reason for persistent short-term absence will be discussed with you when sickness absence is reviewed. You will be asked if you have any long-term illness or disability for which _____________________ is able to make reasonable adjustments or any other reason that causes you to be regularly absent. A medical certificate may be required for each period of absence.

7.2 If, following discussion and any reasonable adjustments or assistance, the absence record does not improve, you may be dismissed. If this is likely, a review meeting will be held as outlined in 6.3 above. Dismissal and right of appeal are as in 6.4 above.

8.  Reasonable adjustments
These may include:

· furniture or equipment

· referral for a second medical opinion

· alternative work

· change of hours of work

· compassionate leave

· Unpaid or paid leave of absence.

This list is not exhaustive.

9.  Sickness during annual leave

A medical certificate will be required for all sickness during annual leave (including the first seven days). You will then be entitled to take annual leave on another occasion.

10.  Right to annual leave

Holiday entitlement will continue to accrue during periods of sickness
Holiday Policy

_____________________holiday year runs from 1 April to 31 March.

If an employee works part-time (that is, the employee works for less than 35 hours per week), the entitlement will be calculated on a pro-rata basis. 

During the first six months of employment, holiday may only be taken as it accrues.  

Bank and Public Holidays

Employees are entitled to the eight normal bank and public holidays, namely:

New Year’s Day

Good Friday

Easter Monday

The two May bank holidays

August bank holiday

Christmas Day

Boxing Day

_____________________ recognises that the above public holidays cover Christian religious days of the year but do not cover the religious days of other faiths. _____________________ will, wherever possible, allow employees to take their holiday entitlement on the main religious days of their faith. 

Calculating _____________________ holiday entitlement for part time staff

For part time staff, _____________________ holiday entitlement is pro-rata to the full time entitlement. The information below explains how it is calculated. 

Part time workers who work full days, but less than 5 days per week

If, for example, an employee works 3 days per week, he or she would be entitled to 3/5 of the full time holiday entitlement. The full time holiday entitlement in the first two years of service is 20 days, so in this case, the employee would receive 12 days (3/5 x 20 =12). 

Part-time employees whose hours are worked on an irregular basis

If an employee’s weekly hours are worked on an irregular basis (for example, 5 hours on a Monday and 3 on a Tuesday etc), his/her holiday entitlement will be calculated and taken in hours, rather than in days. The full time hours are 35 and the full time entitlement to holidays is 140 hours (20 days x 7 hour day) in the first 2 years of service. Therefore, if the employee works for 20 hours per week, his/her holiday entitlement in the first year would be 20/35 x 140 = 80 hours. 

Calculating bank and public holiday leave for part time staff

Because bank and public holidays often fall on a Monday, this can be unfair to those part time staff who are not contracted to work on Mondays. To avoid this potential unfairness, the following will apply if the employee works part time:

· In a week in which a bank holiday falls, the employee will need to work 4/5 of his/her normal weekly working hours (regardless of the days on which he or she normally works those hours). 

· In a week in which two bank holidays fall, the employee will need to work 3/5 of his/her normal weekly working hours (regardless of the days on which he or she normally works those hours).

Recording and authorisation of annual leave

All requests for annual leave must be authorised by the Line Manager at least 7 days in advance and 14 days in advance where two 2 weeks or more are to be taken at any time. From time to time exception may be made to 7 days advance notice at the discretion of the line manager.

If an employee wish to take more than three 3 weeks leave at any one time, the employee must gain the permission of the Director, at least 4 weeks in advance.

Wherever possible, leave requests will be accommodated but operational requirements must take precedence.

The annual leave form should be used for recording annual leave. The Line Manager should sign this form if the leave is authorised. The employee should then inform the office manager so that it can be recorded. 

Sickness and annual leave

If an employee is sick during his/her annual leave, and if the employee produces a doctor’s certificate to that effect, the annual leave will be credited to the employee, so that he or she can take the holiday at another time. 

Carrying over leave from one year to the next

Staff may carry over no more than 5 days from one year to the next, except with the written permission of the Director. Any other holiday not taken by the end of the leave year will not be paid in lieu and may be lost, unless there are exceptional circumstances. 

Holiday entitlement during absence from the Company

If an employee is on ordinary maternity or adoption leave, he or she will continue to accrue holiday at his/her usual rate of entitlement. The employee will also accrue paid bank or public holidays. 

If an employee is on additional maternity or adoption leave, he or she will accrue holiday at the rate of 20 days per year, inclusive of bank or public holidays. 

If an employee is on sick leave, he or she will continue to accrue holiday at his/her usual rate of entitlement, for as long as the employee is in receipt of full or half sick pay. For any unpaid sick leave, holiday will accrue at the rate of 20 days per year, inclusive of bank and public holidays. 

Maternity Leave & Pay


Statutory Maternity Pay (SMP) is paid by the employer. 

The first six weeks of statutory maternity pay are paid at 90% of the employee's average weekly earnings. The remaining twenty weeks are paid at the SMP standard rate (currently £102.80 per week), or 90% of the woman's average weekly earnings if lower. 

Once entitlement to SMP has been established in the qualifying week, the employer is obliged to pay it, even if an employee were to leave before she wants her SMP to start. If an employee decides not to return to work after her maternity leave, she does not have to pay back her SMP. 

The employer can claim 92% back of the SMP by deducting that      percentage from National Insurance contributions due to the Inland Revenue.  Small employers may claim back 104.5% if their National Insurance liability in the previous tax year was no more than £40,000. 


Who qualifies?


Employees, both full and part-time, who are pregnant or have just given birth are entitled to a maximum of 26 weeks SMP if: 

· they have worked for their employer for a continuous period of at least 26 weeks ending with the qualifying week which is 15 weeks before the expected week of childbirth,

· their average weekly earnings in the eight weeks up to and including the qualifying week must have been at least equal to the lower earnings limit for National Insurance contributions. 

· One must give at least 28 days notice of the date the SMP is expected to start.


Pregnant employees who do not qualify for SMP may be entitled to a Maternity Allowance or Income Support. Employees will have to get in contact with their local Social Security Offices. To qualify for SMP only, she must give at least 28 days' notice of the date she expects her SMP to start as well as medical evidence of her pregnancy.

Paternity Leave & Pay

Who will be entitled to paternity leave?

· An employee who will have responsibility for bringing up the child, s/he can be the biological father, the mother's husband or partner (including same sex couples) or one member of a couple who have jointly adopted a child. 

· Employees who have at least 26 weeks' continuous service by the end of the 15th week before the week the baby is due (or the week in which a match is made with a child for adoption) and continue to work for their employer until the baby's birth. 

How long is paternity leave?

A qualifying employee can take up to 2 weeks leave in either a single block of 2 weeks or a single block of 1 week.  This is in addition to 13 weeks unpaid parental leave.  Leave can be taken from the date of the baby's birth (or child's placement) or later as long as leave is taken within 56 days of the birth. 

Employees must notify their employer of the day on which they expect to start their paternity leave and whether they wish to take 1 or 2 weeks leave, on or before the 15th week before the expected week of childbirth (or within 7 days of matching a child for adoption).

For paternity pay, employees must notify their employer at least 28 days before they expect their pay period to start.  

SPP is paid at the same rate as SMP. £102.80 per week or 90% of average earnings if that is less than £100)
TOIL& Flexitime policy

FLEXITIME AND TIME OFF IN LIEU

Statement of intent 

_____________________is committed to assisting staff to enjoy a good work-life balance by being able to adjust working hours via a system of flexitime and time off in lieu. 

Principles –flexitime

The flexitime system operates as follows:

· There are ‘core hours’ during which all staff must work. These hours are between 10.00 – 11.30am and 2.30 – 4.00pm (3.00pm on Friday). 

· Outside of these core hours, staff may work flexibly. 

· Staff may start work at any time between 8.30am and 10.00am. 

· Staff may finish work at any time between 4.00pm and 6.00pm. 

· Staff must ensure that they work the full hours indicated in their Principal Statement of Terms and Conditions with _____________________.

· Office cover must be provided between the hours of 8.30am and 5.30pm. Staff must work together to ensure that cover is provided during these hours. 

· Administration staff are primarily responsible for ensuring cover is provided, but can negotiate with other staff members to provide cover if necessary. 

· Staff can take a minimum of ½ hour and a maximum of 2 hours for lunch. The lunch break must be taken between 11.30 and 2.30. 

· The system may work differently for part time staff and this will be agreed with them individually. 

· No pay will be given for any TOIL or Flexi-time earned.

Principles - time off in lieu (TOIL)

The time off in lieu system operates as follow:

· The employee will be eligible for TOIL if required to work outside of normal working hours (ie in the evenings or at weekends) to attend meetings or events. 

· Agreement must be gained in advance from the line manager to attend such meetings and events. 

· TOIL can only be claimed if the employee is attending an event in a working capacity. 

Procedure for recording flexi hours and TOIL

· Working hours must be recorded daily and must be signed by the line manager every 4 weeks.

· Time should be recorded from the time the employee is ready to start work and should stop when the employee stops work. 

· Time should be recorded to the nearest 5 minutes in favour of _____________________.

Accruing and taking flexi-leave or TOIL

· A maximum of 15 debit or credit hours may be held at any one time. This is pro-rated for part time staff. 

· Any hours exceeding 15 hours will be lost. 

· Flexi-leave can be taken in the 4 weeks following the 4 week period in which the leave was accrued.

· TOIL must be taken within 3 months of the extra hours worked. 

· The line manager’s agreement must be obtained before taking TOIL or flexileave. 

· TOIL leave or flexi leave must be recorded in the office calendar and on the employee timesheet. 

· When an employee leaves _____________________, he/she should take any flexi-hours during his/her notice period, at times agreed with the line manager. Any flexi-hours not taken on leaving employment will be lost. 

· If the employee owes time to _____________________on leaving employment, this will be deducted from his/her final salary. 

Contractual effect

This procedure does not form a part of his/her contract of employment with _____________________and it may be amended from time to time or withdrawn. 

_____________________ FUEL POLICY

_____________________ will reimburse employees and volunteers for fuel for journeys made whilst working wholly and solely on behalf of the _____________________. 
The following is a guide to claiming back an allowance and the rates paid. To claim a fuel allowance employees must fill in the form below on a monthly basis.

For use of a car

For travel up to 10,000 miles per year 40p per mile.

If over a one year period the employee travels more than 10,000 miles this amount is then reduced to 25p per mile.

Any journeys made that include private mileage will be subject to Tax and NI deductions these will also be shown on the annual return to the Inland revenue.

CLAIM FORM
	Date 
	Reason for Journey
	Total mileage claimed
	Total amount Claimed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


TOTAL MILEAGE CLAIMED FOR MONTH

TOTAL AMOUNT TO BE PAID TO EMPLOYEE

AUTHORISED BY

SIGNED
I hereby agree that any information I have given can be disclosed to my employers only and not being given to any third parties without my consent.

I also agree that I have read the following policies and procedures and agree to comply with any terms and conditions that are set out:

I have received an induction and staff handbook, which also includes the following:

· Employee File

· Disciplinary Rules and Procedures



· Grievance Procedure




· Health & Safety Policy





· Equal Opportunities Policy





· Fire Safety Procedure





· IT Policy




· Line management structure



· Induction Checklist


· Bank Details Form

Employee 



Print Name



Date

Office Manager


Print Name



Date
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