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Welcome 

 

 

I am delighted to welcome you to the Cotswold Hotels - the Redesdale Arms Hotel and Number Four 
at Stow Hotel. 

 

Being passionate about delivering excellent customer service, our ethos is to provide all our guests 
and customers with a professional and friendly experience that they won’t forget. We therefore aim 
to recruit and deliver to this level. 

 

I hope you enjoy being part of the team and I look forward to working with you. 

 

 

Robert Smith 

Robert Smith 

Cotswold Director & General Manager 
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Staff Expectations 
 

At the Company it is everyone’s responsibility to ensure that our customers are greeted with a high 
level of customer service from the moment they walk through the door. All our staff are to ensure 
that hotel property is protected from damage and theft and that under no circumstances is hotel 
property to be removed without the consent of the General Manager.  All staff are to keep their 
work areas clean and tidy. Staff are to never use inappropriate language at work and not to conduct 
personal conversations within the workplace and ignore customers. 

 

During your shift you will need to be able to follow instructions and use your initiative to undertake 
tasks, if you do not understand what is being asked of you, please do ask your Supervisor or 
Manager. 

 

Front of House  

When working front of house, you will have direct contact with the customer by either phone, email 
or face to face, so it is important that customers are always greeted with a warm smile and are made 
welcome when contact is first made. 

Always… 

 Stand when a customer walks through the door 
 Smile😊 
 Answer the telephone “Good Morning/ Afternoon (hotel name), (name) speaking, how 

can I help?”(smiling whilst on the phone can lighten the tone of voice when speaking 
with customers) 

 Acknowledge waiting guests 
 Room service orders 
 Setting up breakfast 

 

Kitchen  

 Setting up work stations 
 Cleaning and stocking fridges, freezers, and other storage areas 
 Cleaning equipment and work surfaces 
 Stocktaking 
 Disposing of rubbish 
 Temperature recording 
 Hand washing crockery when needed 
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Staff Facilities 
 

Our hotels have limited staff facilities. 

 

Bags, coats, and other personal belongings should be kept in the back areas of your department out 
of the view of guests. 

Personal belongings should not block any fire escape routes within the premises.  

Staff may take their breaks in the restaurant or in the warmer months to take your break outside in 
the garden area or at the back of restaurant area. There should be no eating on the front desks at 
any time. 

 

Car Parking 

Staff are welcome to park in the hotel car park as far from the hotel as possible leaving the most 
convenient spaces for our customers.   

 

Live in staff 
 

For those staff that ‘live in’ you will be provided with the following on your arrival: bed linen, towels, 
pillows, duvet, duvet cover and bed sheet for your room.  
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Dress Code 
 

Policy Statement  

All employees are required to be neat and tidy in appearance. Whenever there is any possibility that 
they will have direct contact with customers they must look smart and well-groomed in the correct 
uniform. 

 

Procedure  

On recruitment, and again on subsequent changes of job, the Company will outline the standards of 
dress which apply to staff as follows.  

 
Jewellery/badges, etc: the organisation reserves the right to insist that employees do not wear 
jewellery which it believes may cause offence to customers or other members of staff or that poses 
a risk to health and safety of the member of staff, other members of staff or customers. In particular, 
it should be noted that political symbols will not be tolerated.  

 
Should any employees have difficulties in maintaining these standards they should discuss the 
matter with their Line Manager (or the General Manager if they prefer) in the first instance.  

 
Employees who do not comply with these standards may be subject to the organisation's disciplinary 
procedure. In serious cases, where an employee’s appearance is, in the organisation's view, 
unacceptable, they will be required to return home to change. No pay will be given for the duration 
of absence from work which is incurred.  

 
Employees have the right to lodge an appeal against a decision on the acceptability of their 
appearance, using the organisation’s grievance procedure. Where an appeal is successful and the 
employee has had to return home to change, no pay will be withheld, and any expenses necessarily 
incurred will be reimbursed.  

 

Additional Clauses  

Employees are required to wear a uniform (details included). The uniform must be worn throughout 
working hours and kept in a neat and tidy condition.  Uniform will be issued to employees and must 
be returned upon leaving the company. Failure to do so will result in a deduction in the employee’s 
final pay. 

 
The organisation will respect requests from individuals to follow requirements of particular faiths to 
dress modestly and will allow the uniform to be modified as necessary to accommodate those 
particular requirements. For example, women may wear trousers instead of a skirt or a headscarf to 
cover their heads if that is a requirement of their faith.  
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The organisation reserves the right to change the uniform as necessary in order to ensure it 
conforms to the corporate image. Employees will be issued with new uniforms free of charge when 
such changes are introduced.  

 
At various times across the year, the Company may relax the dress code policy, for example, the 
period immediately prior to Christmas and New Year. In such instances, your line manager will 
confirm with you at the time. Whilst casual clothing will be permitted, it must still be neat, clean and 
appropriate for the workplace.   

 

Front of House (excluding supervisors)  

Redesdale Arms - Company issued branded golf shirt, black smart trousers and black shoes. 

Number Four - Smart black shirt, trousers and shoes. 

 

Housekeeping & Maintenance 

Black T-Shirt, black trousers and black footwear 

 

Kitchen 

Chef whites, suitable kitchen footwear (whites and aprons are provided) 

 

Sales, Admin and Management 

Smart office wear with smart shoes 
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Payroll 
 

USE OF TANDA/WORKFORCE 

The Company requires all employees to follow specific requirements when clocking in and out of the 
workplace. This procedure must be followed at all times as it allows us to effectively process 
employees’ working time and is a vital part of the ensuring the health and safety of the workforce.  

 
Tanda is an app-based clocking in system which all employees are expected to use. Tanda allows the 
company to track working time more accurately. The Company is able to see the time, date, and 
duration that each employee spends in the workplace. The system also offers greater security and 
provides further health and safety protection in the unlikely event of an evacuation.   

 
DOWNLOADING TANDA 

The Company requires employees to download this app to their personal mobile phone, or work 
phone should they be provided with one. The Tanda app is free to download from the Apple app 
store or the Google play store and is compatible with both Apple and Android devices.  

 
Employees are able to sign in to their Tanda account which is issued by the General Manager. In the 
event that employees forget their password they are expected to request a new password using the 
password reset function.   

 
CLOCKING IN AND OUT PROCEDURE  

The Company requires employees to clock in and out of the workplace at the beginning and end of 
their working day using the Tanda device. Employees are also required to clock in and out using 
Tanda if they leave the premises during the working day. For example, for their lunch break or to 
attend a prearranged appointment. Employee’s must not clock in and out for other members of 
staff. Anyone found misusing the app in this way may be subject to disciplinary action under the 
company’s disciplinary procedure.  

 

Employees will be able to see their own clocking in and out times on the app.  

 
You will be prompted to clock in or out as appropriate. If for any reason you forget or are unable to 
record your start or finish time through the app, you must report this to your Line Manager 
immediately.  

 
The information collated through this system is relied upon as a roll call in the event of an 
evacuation and to ensure employees pay is processed correctly. It is therefore imperative that the 
information is accurate.   

MISUSE AND MISCONDUCT  
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The Company expects all employees to abide by this clocking in and out procedure and those who 
fail to do so could be subject to disciplinary action under the Company’s disciplinary policy.   

 
Should employees feel they have a justifiable reason for not using the Tanda system then this should 
be expressed to your Manager. All reasons will be assessed objectively, and a determination will be 
made on the validity of the reason.  This includes but is not limited to those who falsify records or 
use the system to clock in for another employee who is not present.   

 

ROTAS 

Rotas are managed by your Head of Department. Due to the nature of the hospitality business, we 
will aim for all rota’s to be sent out to all staff by each Thursday. If there are any days in advance you 
cannot work, please use the Tanda leave option to let your Head of Department know your 
unavailability. Once rota’s have been published you will be expected to work your scheduled hours. 
If you are unable to work a scheduled shift, please use the shift replacement option to offer your 
shift to other staff members or speak to your Line Manager directly. 

Where the rota needs to be changed for business needs your Manager will contact you via 
telephone or email to let you know that you are not required to work. Whilst we will always aim to 
give 48 hours’ notice this may not always be possible. 

 

PAY 

Payday for hourly paid staff is weekly and is paid every Thursday. Payday for salary paid staff is the 
20th of the month, or the closest day to that date. The payroll period for staff is Sunday- Saturday.  
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Time Off 
 

At the Company we believe that is vital to our employee’s health and mental wellbeing to have a 
good work and social life balance. This policy will explain how employees can check their entitlement 
to time off, any additional pay and bank holidays. 

 

Annual Leave 

The Company’s annual leave period is 1st April – 31st March. All holidays must be taken within this 
time and cannot be carried over to the following year. 

 

Salary Staff  

1. Salary paid staff are entitled to 28 days paid leave per holiday year. This amount includes all 
Bank Holidays. Employees that join the company after the 1st ofApril will have their annual 
leave calculated on a pro rata basis.  

2. Holidays must be requested using the Tanda App with a minimum of two weeks’ notice and 
will be approved by your Head of Department, this will be confirmed via email.  

3. It is the company’s policy not to approve holiday during 1st – 31st December unless it has 
been authorised by the General Manager.  

4. To avoid staff complaints about holiday leave requests being declined, the policy reminds 
staff that they should wait for leave to be authorised before making holiday plans.  

5. You may not normally take more than two working weeks consecutively.  
6. Your holiday pay will be at your basic rate of pay. 

Hourly Staff 

1. Hourly paid staff will accrue their holiday as and when they work their schedule hours. 
2. Any holiday pay can be requested through your Tanda App or by emailing the payroll 

manager directly.  
3. Your holiday pay will be at your normal basic pay unless shown otherwise on your statement 

of main terms. 

 

Lieu Time 

The Company recognises that due to the nature of its work, staff often have to work outside of their 
contracted hours. The company also recognises its duty to protect the health and safety of its staff 
by ensuring that they do not work too many hours and that they are recompensed for any extra time 
that they do work. 

 

What is lieu time? 

Lieu time is time off which you are allowed to take in lieu of overtime pay, for hours worked beyond 
the working day e.g., weekends or evenings. Overtime is compensated only in time off, not in 
addition to base pay, and all references to ‘overtime’ in this document mean unpaid overtime. Any 
overtime must be scheduled and authorised by your Line Manager in advance. 
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Accrual of lieu time 

1. If you need to work extra hours outside normal working hours you should ensure that your 
line manager is aware of this, preferably before the date concerned  

2. All overtime must be agreed by the Line Manager in advance with the approval reason to 
justify the extra time recorded on Tanda 

3. Time off must be equal to time actually worked e.g. there is no provision for time and a half, 
double time etc – if you work two hours, you can claim two hours lieu time, regardless of the 
say or time that the work is actually carried out. 

 

Redemption of overtime 

1. Lieu time should be taken within the holiday year 1st April – 31st March 
2. Any lieu time not taken cannot be carried over 
3. Use of lieu time must clearly be marked on Tanda 
4. Reasonable notice should be given to your line manager when lieu time is to be taken, and it 

is your responsibility to ensure that the proposed time off fits with your work commitments, 
etc 

5. Line managers have the discretion to vary this arrangement to sit operational requirements. 
6. All lieu time will be recorded by the HR department 

 

Sickness 

All sick days are unpaid unless you are claiming SSP for long term sickness. If you are unwell and are 
not able to work, you must call the hotel 6 hours before the start of your shift and ask to speak to 
the Duty Manager on shift.  
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Staff Benefits 
 

At The Company we are pleased to offer all our employees the following staff benefits: 

 

1. Workplace pension  
2. One hot or cold meal when on shift 
3. Unlimited tea, coffee and soft drinks whilst on shift 
4. Birthday gift 
5. £50 friends and family room rate at all Old Amersham Hotels * 
6. £50 friends and family room rate at The Redesdale Arms and Number Four at Stow * 
7. 50% off food when dining at Number Four and the Redesdale Arms 
8. Free parking 
9. Opportunities for training and development 

 

 

* subject to availability and express authorisation from the General Manager or Managing Director.  
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Working Hours and Breaks 
 

All The Company, employees are entitled to a unpaid break when working. Breaks will need to be 
covered by another member of staff. 

All staff will be offered a buffet meal whilst on shift of breakfast, lunch, or dinner. Night staff are 
entitled to a cooked breakfast at the end of their night shift. 

On occasion where it is not possible to offer a buffet style meal, the Duty Manager on shift will 
arrange with the Head or Sous Chef on duty to make other meal arrangements.  

 

Break Entitlements 

Aged 18 years or more 

 20-minute unpaid uninterrupted break when working a shift of six hours or more. This can 
be taken in one full twenty minutes or can be split into smaller breaks 

 Those staff members who smoke, will need to deduct their smoke breaks from their 20-
minute entitled break time 

 All breaks taken must be recorded on Tanda and are unpaid. 

 

Aged 18 or under (young worker) 

 30-minute unpaid uninterrupted break when working a shift of four and a half hours or 
more. This can be taken as one full thirty-minute break or split into smaller breaks 

 Those staff members who smoke, will need to deduct their smoke breaks from their 30-
minute entitled break time 

 All breaks taken must be recorded on Tanda and are unpaid. 

 

If you are experiencing trouble in taking a break when on shift, please speak to your Head of 
Department. If you feel this matter has not been resolved, then please raise your concerns to the 
General Manager.  
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Security 
 

Float counting 

All floats should be counted before and after your shift. This should be done in the back office away 
from customers. If your float amount is under, you must inform your Manager immediately in 
writing. 

Under no circumstances should money be borrowed from the floats. Such occurrences will be 
treated as theft and could lead to dismissal.  

 

Cashing up 

When cashing up after your shift all transactions should be counted, checked and verified by a 
Supervisor or Head of Department. Cashing up should be done in the back office away from 
customers. Your cash up must balance before you leave the premises.  

Under no circumstances should money be borrowed from the tills. Such occurrences will be treated 
as theft and could lead to dismissal.  

 

Food and Drinks 

All kitchen and F&B staff should ensure that food and drinks are locked away in storage at the end of 
the day.  

 

Keys 

All keys for the following must be signed in and out for at reception, safe keys, housekeeping keys & 
master set keys. 
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Mobile Phones 
 

 

Mobile phones are strictly prohibited whilst you are on shift and not to be used unless you are on 
your break. 

 

In case of a personal emergency and in agreement with the Duty Manager on shift you may be 
permitted to make or receive a call. 

 

Company telephones are not to be routinely used for personal telephone calls and lines must stay 
open at all possible times for customers to contact the sites.  
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Social Media and Confidentiality 
 

 

We advise all Company employees to; 

 

Ensure others know that your personal account or statements do not represent the views of the 
company 

You should not state or imply that your personal opinions and content are authorised or endorsed 
by our company. We advise using a disclaimer such as “opinions are my own” to avoid 
misunderstandings. 

 

Avoid sharing intellectual property 

These trademarks include but are not limited to the company on all personal accounts without 
approval. Confidentiality policies and laws will always apply. 

 

Avoid any defamatory, offensive, or derogatory content 

Such action may be considered as a violation of our company’s anti-harassment policy, if directed 
towards colleagues, clients and or partners. 

 

Non-compliance 
Any breaches of this policy will be dealt with through the company’s disciplinary procedure. Serious 
cases will be treated as gross misconduct and could result in dismissal.  
 
Possible breaches of the law will be referred to the police for investigation and possible criminal 
proceedings.  

 
Where service users are harmed or put at risk of harm as a result of social media misuse, 
matters will be addressed under safeguarding procedures and referred to the local safeguarding 
authority.  
 
Staff engaged in regulated activity who have caused harm to service users or put them at risk of 
harm through social media misuse will be deemed to have committed gross professional 
misconduct, and probably dismissed, and referred to the Disclosure and Barring Service for possible 
inclusion on its barring lists.  
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Drugs, Alcohol and Smoking 
 

Introduction 

The organisation forbids the consumption of alcohol and use or storage of drugs on its premises, nor 
will it permit any employee to work whilst under the influence of alcohol or drugs. Any such 
instances will be dealt with under the disciplinary procedure and may lead to the employee’s 
summary dismissal. 

 

This policy, which applies to all employees, aims to: 

 

 promote the health and wellbeing of employees and to minimise problems at work arising 
from the effects of alcohol or drugs 

 identify employees with possible problems relating to the effects of alcohol or drugs at an 
early stage 

 offer employees known to have alcohol or drug-related problems affecting their work 
referral to an appropriate source for diagnosis and treatment if necessary. 

 

The policy does not apply to an employee who commits a clear breach of company rules due to 
inappropriate use of alcohol on one or more occasions. In these cases, action will be taken under the 
disciplinary procedure as appropriate. 

 

The persons responsible for implementing this policy are the General Manager and Heads of 
Departments.  

 

Arrangements for Securing the Health and Safety of Workers 

The organisation will, in consultation with workers and their representatives: 

 

 recognise that alcohol and drug-related problems are primarily health and social concerns 
and that staff with such problems require help and treatment 

 advise all existing employees and all persons starting work of the risks to health arising from 
the effects of alcohol or drugs (including some legitimately prescribed and over-the-counter 
medications) 

 encourage employees who may have alcohol or drug-related problems which affect their 
work to take advantage of the organisation’s referral procedure for diagnosis and treatment 

 enable supervisors and managers to identify job performance problems that may be 
attributable to the effects of alcohol or drugs and to consult with the organisation’s medical 
specialist to determine whether there is sufficient concern to warrant a medical evaluation 

 in cases where the effects on work of misuse of alcohol or drugs is confirmed or admitted, 
agree upon a Programme of treatment in consultation with the organisation’s medical 
advisor and the employee 
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 instruct the organisation’s medical advisor to co-ordinate, monitor and if necessary, 
participate in the treatment, which may involve recourse to, or liaison with, the individual’s 
GP, occupational health physician, counsellor, hospital outpatient department or in-patient 
care. 

 

The organisation will establish policy rules relating to an employee who is found to have misused 
alcohol or drugs or admits to the same. The policy rules may cover: 

 

 the steps to take for managers or supervisors who feel an employee’s unsatisfactory 
performance may be drug or alcohol-related 

 what help or treatment is available, and what role the employee assistance programme 
plays 

 disciplinary action for refusal to accept help or at what stage disciplinary procedures are 
activated 

 conditions for accepting treatment 
 future employment if treatment proves to be successful 
 medical confidentiality 
 effects on pensions, benefits, and employment rights. 

 

Information and Training 

The organisation will provide sufficient information, instruction,and training as is necessary to 
ensure that all managers know the possible signs of a drug/alcohol problem, such as: 

 

 increased absenteeism, manifested as increased unauthorised leave, frequent Friday or 
Monday absences, leaving work early or coming in late, unusually high levels of 
colds/stomach upsets, etc 

 increased accidents, at work or at home 
 decreased work performance, such as concentration difficulties, taking longer to do tasks, 

problems remembering instructions or mood swings. 
 

The organisation will also ensure that all employees have the knowledge required to understand: 

 

 the dangers associated with the effects of alcohol or drugs at work and the company policy 
regarding this 

 the procedures that will be adopted where there is found to be a deterioration in work 
performance from these effects 

 the legal consequences of their actions. 
 

Managers and supervisors will be given additional training, as necessary, to enable them to deal with 
any physiological problems that may arise as a result of the effects of alcohol or drugs upon work 
performance. 
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The effects of alcohol or drugs at work can create serious health and safety risks. Therefore, the 
following rules should be adhered to. 

 

 Do not come to work under the influence of alcohol or drugs 
 Do not bring alcohol or non-prescribed drugs on to company premises 
 Check with your doctor or pharmacist about the side-effects of prescribed medications 
 Never drive or operate machinery if you are affected by alcohol or drugs 
 Ask your GP or the organisation for guidance and advice on sensible limits of alcohol 

consumption 
 Offer support and advice to colleagues whom you suspect of suffering from alcohol or drug 

misuse and report any incidents of drug or alcohol misuse to line management 
 Ask for assistance if you feel that matters are beyond your own control. 

 
 
 
Smoking 
 
The Company hotels are non-smoking buildings, and it is illegal to smoke within the workplace. This 
includes all areas within the hotel including bedrooms, bathrooms, kitchens etc. 
 
There are designated smoking areas which can be found around the outside of the site buildings. 
 
Smoking is strictly prohibited and such a breach by staff maybe considered a disciplinary offence. 
 
The offence of smoking in a smoke-free place carries a penalty between £75-£200. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



21 
 

Personal relationships in the workplace 
 

 

Staff are encouraged to always make a guest feel welcome and their requests attended to. 

 

Relationships between staff and customers should always remain strictly professional at all times. 

 

It is against our policy for any employee to engage in a personal relationship or accept hospitality 
from a customer whether you are on or off duty. If you are offered a gift, politely decline, and 
explain it is against the company’s policy to accept.  
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Health and Safety 
 

The health, safety and wellbeing of all our staff and customers are fundamental to our aim to 
provide a high quality of hospitality with excellent customer services. By law the Company is 
required to protect you from work related harm and you also have a legal responsibility to look 
after, not only your own health and safety, but the others whilst you are at work. 

 

Training 

As an employee of the Company, it is vital to your job role that you attend all training sessions where 
possible. Training maybe delivered face to face or be requested to be completed using our e-learning 
online system. It is also important that you keep your training up to date and attend all refresher 
sessions. 

Training will be provided to staff and the cost will be covered by the company. Should you be set a 
training task and it is not completed before the expiry date the staff member could be liable for the 
cost of the training course. Self-employed staff are required to arrange their own training which is 
needed for their job role if they cannot attend training sessions scheduled by the Company. 

Staff that show a pattern of not completing training that is required of them may find themselves 
presented with a written warning which could lead to a disciplinary.  

 

Responsibilities 

All staff are responsible for: 

1. Looking after yourself and others affected by your work activities. 
2. Follow safe working practices, policies, and procedures of the Company. 
3. Report any hazards within the workplace. 
4. Use equipment only if trained to do so. 

Please seek advice from your Head of Department or the Health and Safety Manager if you do not 
feel competent to carry out certain duties. 
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First Aid 
 

All incidents, accidents and first aid treatment must be recorded in the first aid book and then 
passed forward to the Health and Safety Manager. 

Only nominated first aiders may administer first aid; this includes administering plasters and ice 
packs. 

First aid boxes will be checked monthly by the reception team, and they are responsible for 
completing the checklist so that if any items needs replenishing the Health and Safety Manager can 
do so. All locations of the first aid boxes can be found in the reception manual.  

 

Remember 

In a real case of an emergency, please contact 999 
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Cleaning, Spillages and Maintenance 
 

Cleaning 

It is important that all Company staff complete their daily, weekly, and monthly cleaning checks and 
forward them to the Health and Safety Manager.  

Staff are responsible for cleaning their designated work spaces; toilet checks are to be completed 
and signed off hourly. If you do see a mess in another department, please offer to help clear it up.  

Dirt, food, and waste must be put in bins and bins must be emptied regularly and should never be 
left to over flow; we do not want to attract any unwanted pests! 

 

Spillages 

Please ensure all spillages are cleared up straight away.  

 

Please remember to use your wet floor signs when cleaning. 

 

Maintenance 

If there are any maintenance related issues that you are unable to fix directly, please log them in the 
maintenance book located at each reception area.  

Maintenance works should ensure that they do not leave tools plugged in unattended and screws 
and bolts lying around.  

 

Do not move any bait boxes within the hotel building and grounds! 
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Essential Food Hygiene and Allergens 
 

All staff are expected to maintain the highest of levels of food hygiene. Staff that work within the 
Kitchen and F&B department are required to undertake food safety, allergens and other levels of 
training whilst employed at the Company. 

All staff must wash their hands once they arrive at work! 

 

When at work you must not: 

 Chew gum or eat whilst handling food 
 Dip fingers into food 
 Sneeze or cough over food 
 Spit into food 
 Scratch yourself with kitchen utensils 

 

You must also remember: 

 Nail polish should not be worn when handling food 
 Perfume and aftershave should not be worn so it doesn’t taint the food 
 Jewellery should not be worn 
 You must use antiperspirant 
 Fingers nails should be kept clean and short. 

 

If you show any signs of the following you must not come into work: 

 Sickness, diarrhoea, upset stomach (or if you live with anyone with these symptoms) 
 Ear nose or throat infections 
 Infected cut or sore 
 Skin irritation. 

If you have sickness and/or diarrhoea you must not handle food. You must take a full 48 hours off 
of work. 

 

Food Allergens 

All kitchen staff are required to undergo food allergen training. 

A list of all allergens can be found in the Kitchen. 
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Safeguarding 
 

Safeguarding is a vital process that protects children and adults from harm, abuse, and neglect. It is 
the Company’s employee’s responsibility to ensure the safety of all our guests and staff. 

 

If you have concerns whilst you are on shift, please ask the person you are concerned about if they 
are okay, check to see if any medical intervention is needed and speak to your Duty Manager on 
shift. Monitor the situation on the CCTV and make notes of your concern.  

 

The Duty Manager on shift will then intervene to ensure that the staff member or customer is safe 
and will contact the emergency services if it is needed.  

 

Safeguarding training is given in your Bi Annual staff training in which you are required to attend. 
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Manual Handling 
 

What is manual handling? pick up, put down, pushing, pulling, carrying. 

 

 

 

 
 
 
 

1. Make sure the route is clear before you move the object. 
2. Place feet apart making sure you are balance and stable for lifting. 
3. Lift gradually from your knees and then to a full standing position. 
4. Hold the object close to your body using the palms of your hands, not the fingertips. 
5. Do not change grip whilst carrying the object. 
6. Do not let the object block your view. 
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Fire Procedure 
 

1. In the event of the fire alarm sounding – please go to the fire alarm control board as quickly 
as possible 

2. The display will indicate which zone the alarm has been raised in 
3. Check the area for signs of a fire – if it is not a false alarm do not put yourself in danger & 

only tackle the blaze if it is small and can be controlled using a fire extinguisher 
4. If the alarm is false, return to the alarm board and de activate the alarm 
5. If the alarm is real, dial 999 and evacuate the building taking the house list to the fire point 

at the rear of the hotel car park.  

 

Fire alarm system instructions 
 
To silence the alarm 
 

 Turn the key to the right (key is on the master set in the reception drawer) 
 Press SILENCE ALARM 
 A light will flash on the zone where the alarm has been triggered 
 Check the area where the alarm has been set off from and make sure there is no fire 
 If all is clear, reset the alarm, and take the key out 
 Please key back at reception 

 
If there is a fire 
 

 Press EVACUATE – this will sound the alarm 
 Evacuate the building 
 Call 999 
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Personal Emergency Evacuation Plan (PEEP) 
 

Fire safety for the Company includes an emergency plan with an evacuation strategy. This place will 
consider the evacuation of all people who are likely to be in or using the premises. PEEPs are for 
anyone who will need assistance, either temporarily e.g., due to an injury, or permanently e.g., due 
to a disability, to evacuate a building quickly and safely during an emergency. 

 

Buddy System 

A buddy system is a process where a college is allocated the responsibility of ensuring that the 
person requiring assistance is alerted to the need to evacuate and may assist in the evacuation.  

 
Responsibility 

Reception staff are responsible for ensuring the completion of forms for any PEEP guests or 
customers. 

The Line Managers and the HR Manger is responsible for ensuring PEEP for any staff members. 

However, each member of staff is responsible for notifying their manager of an impairment which 
causes them any limitation in responding safely and quickly to a fire or another emergency 
evacuation. 

Line Managers are responsible for ensuring a PEEP is developed, recorded and implemented for 
those who require assistance. 

HR are responsible for identifying through medical questionnaires, return to work process, those 
members of staff who may require assistance in the event of a fire or other emergency evacuation 
and could benefit from a PEEP, and notifying others that a PEEP maybe required. 

 

Procedure 

The PEEP in an individual plan and should normally be conducted by the individual and manager. 

The PEEP should consider out of normal working hours or lone working where normal arrangements 
may be ineffective. 

The PEEP should be communicated to any ‘buddy’ and the fire marshal. It should be reviewed 
periodically and following a significant change. 
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Bullying and Harassment 
 

Purpose 

Our aim is to provide a working environment that respects the rights of each individual employee 
and where colleagues treat each other with the utmost respect. Any behaviour that undermines this 
will not be tolerated.  

The implementing and upholding of the policy it is the duty of all of our managers, supervisors and 
employees.  

The Company therefore deplores all forms of harassment and bullying. It will not be tolerated under 
any circumstances and may lead to disciplinary action up to and including dismissal. 

 

Principles and Procedure 

The following procedure has been designed to inform employees about the type of behaviour that is 
unacceptable and provides employees who are the victims of harassment and bullying with a means 
of redress.  

 

As already indicated, harassment or victimisation may lead to disciplinary action up to and including 
dismissal if it is committed: 

 

 in a work situation 
 during any situation related to work such as at a social event with colleagues 
 against a colleague or other person connected to the employer outside of a work situation, 

including on social media 
 against anyone outside of a work situation where the incident is relevant to their suitability 

to carry out the role. 
 

Aggravating factors such as the abuse of power over a more junior colleague will be taken into 
account when deciding what disciplinary action to take. 

 

The Company will also not tolerate harassment of staff by third parties, e.g., clients or customers, 
and will take appropriate action to deal with all instances which are reported. 

 

Definition of Harassment 

Harassment is unwanted conduct that intentionally or unintentionally violates a person’s dignity, or 
creates an intimidating, hostile, degrading, humiliating, or offensive working environment for them. 
Harassment at work is not only despicable and demeaning but may also be unlawful under the 
Equality Act 2010. 
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Each person has the right to decide what behaviour is either acceptable or unacceptable; if an 
individual finds certain behaviour unacceptable and they feel damaged by it, then that individual has 
every right to say so, and their right to do so will be respected. It is irrelevant whether the person 
who perpetrated the behaviour intended to cause offence. 

 

People can be subjected to harassment on a wide variety of grounds. 

 

These include: 

 

 sex or gender — see the section on sexual harassment 
 sexual orientation 
 transgender status 
 marital or civil partnership status 
 pregnancy or maternity leave 
 race, nationality, ethnic origin, national origin or skin colour 
 disability 
 age 
 employment status, e.g., part-time, fixed-term, permanent, self-employed, agency worker, 

contractor, subcontractor, etc 
 membership or non-membership of a trade union 
 the carrying out of health and safety duties 
 religious or political beliefs 
 deeply held personal beliefs 
 criminal record 
 health, e.g., AIDS/HIV sufferers, etc 
 physical characteristics 
 willingness to challenge harassment — being ridiculed or victimised for raising a complaint. 

 

As harassment can occur on a variety of grounds, anyone perceived to be different from the majority 
is at particular risk. 

 

Harassment is normally characterised by more than one incident of unacceptable behaviour, 
particularly if it recurs once it has been made clear that it is regarded by the victim as offensive. 
However, a single incident may constitute harassment if it is sufficiently serious. 

 

The Company, together with any managers or supervisors who fail to take steps to prevent 
harassment or investigate complaints, may be held liable for their unlawful actions and be required 
to pay compensation to the victim, as may the employee who has committed the act of harassment. 

 

There is no limit to the compensation that can be awarded in employment tribunals for acts of 
harassment. 



32 
 

Harassment on any grounds may also be a criminal offence under the: 

 

 Criminal Justice and Public Order Act 1994 
 Protection from Harassment Act 1997 
 Crime and Disorder Act 1998 
 Criminal Justice and Police Act 2001 

 

Anti-terrorism, Crime and Security Act 2001 (which cites religiously aggravated harassment as a 
criminal offence). 

 

These Acts mean that employees who are harassed by fellow employees or third parties may call in 
the police. Those found guilty face fines and/or periods of imprisonment of up to two years. 

 

Examples of Harassment 

Harassment takes many forms — from relatively mild banter to physical violence. Employees may 
not always realise that their behaviour constitutes harassment, but they must recognise that what is 
acceptable to one employee may not be acceptable to another; determining what is acceptable is an 
individual right that must be respected. 

 

Examples of harassment include (but are not restricted to): 

 

 verbal harassment — examples include crude language, offensive jokes, suggestive or 
offensive remarks, innuendoes, rude or vulgar comments, malicious gossip and offensive 
songs related to any of the protected characteristics (e.g., sex, race, religion, etc) 

 non-verbal harassment — examples include wolf-whistles, obscene gestures, sexually 
suggestive posters/calendars, pornographic material (both paper-based and generated on a 
computer, including offensive screensavers), graffiti, offensive letters, offensive e-mails, text 
messages on mobile phones and offensive objects 

 physical harassment — examples include unnecessary and unwanted touching, patting, 
pinching, or brushing against another employee’s body, assault and physical coercion 

 pressure for sexual favours (e.g., to get a job or promotion) or victimisation on account of 
the rejection of such pressure 

 isolation or non-co-operation and exclusion from social activities for a reason related to sex, 
race, religion, etc. 

 

Sexual Harassment 

Sexual harassment occurs when a worker is subjected to unwanted conduct as defined in paragraphs 
2.8 to 2.14 and which is of a sexual nature. The conduct need not be sexually motivated, only sexual 
in nature (s.26(2) of the Equality Act 2010). 
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Conduct “of a sexual nature” includes a wide range of behaviour, such as: 

 

 sexual comments or jokes 
 displaying sexually graphic pictures, posters or photos 
 suggestive looks, staring or leering 
 propositions and sexual advances 
 making promises in return for sexual favours 
 sexual gestures 
 intrusive questions about a person’s private or sex life or a person discussing their own sex 

life 
 sexual posts or contact on social media 
 spreading sexual rumours about a person 
 sending sexually explicit emails or text messages 
 unwelcome touching, hugging, massaging or kissing. 

 

An individual can experience unwanted conduct from someone of the same or a different sex. Sexual 
interaction that is invited, mutual or consensual is not sexual harassment because it is not 
unwanted. However, sexual conduct that has been welcomed in the past can become unwanted. 

 

Sexual harassment is unlawful and will not be tolerated by the Company.  

 

Definition of Bullying 

Bullying is a sustained form of psychological abuse that aims to make the victim feel demeaned and 
inadequate. Bullying is defined as: 

 

“offensive, intimidating, malicious or insulting behaviour, or an abuse or misuse of power, which has 
the purpose, or effect of, intimidating, belittling and humiliating the recipient, leading to loss of self-
esteem for the victim and ultimately the self-questioning of their worth, both in the workplace and 
society as a whole”. 

 

Examples of bullying 

 

 shouting or swearing at someone 
 ignoring or deliberately excluding a person 
 persecution through threats and instilling fear 
 spreading malicious rumours 
 constantly undervaluing effort 
 dispensing disciplinary action which is totally unjustified 
 spontaneous rages, often over trivial matters. 
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Examples of less obvious bullying include: 

 

 deliberately withholding information or supplying incorrect information 
 deliberately sabotaging or impeding work performance 
 constantly changing targets without good reason 
 setting an individual up to fail by imposing impossible deadlines 
 removing areas of responsibility and imposing menial tasks 
 blocking applications for holiday, promotion, or training. 

 

These examples listed are not exhaustive. As with harassment, it is the perception of the recipient 
that determines whether any particular behaviour can reasonably be viewed as bullying. 

 

Cyber-bullying 

Cyber-bullying can be defined as the use of information and communication technologies to support 
deliberate, repeated and hostile behaviour by an individual or group that is intended to harm others. 

 

Typically cyber-bullying involves the use of the Internet, email or mobile phones to send or post text 
or images intended to hurt or embarrass another person. In many cases, the spreading of offensive 
jokes or shocking or sexual material through phone or email may also constitute cyber-harassment. 

 

Anyone found to be using technology to bully or harass a colleague or third party will be subject to 
the disciplinary procedure. 

 

The Impact of Harassment and Bullying 

Harassment and bullying can extract a high price on employees and The Resedale Holdings alike. 
Employees can be subject to fear, stress, and anxiety, which can put great strains on personal and 
family life. Harassment and bullying can lead to illness, absenteeism, an apparent lack of 
commitment, poor performance, reduced productivity and resignation. 

 

Enforcement 

The examples of harassment and bullying provided in this policy are not exhaustive. Any harassment 
or bullying will be classed as gross misconduct, for which employees may be summarily dismissed. 

 

All complaints of harassment will be treated very seriously. 

 

The organisation expects all managers and supervisors to ensure that this policy and procedure is 
adhered to at all times and expects all employees to respect the dignity of their colleagues. The 
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policy will be regularly monitored by the HR Manager to ensure that it is achieving its aims, and that 
managers and employees are confident about its application. 

 

Training, Communication and Awareness 

Prominent and regular communication, training, and awareness are important to ensure that all our 
employees: 

 

 understand management’s commitment to prevent harassment 
 understand their responsibilities and role in the process 
 know where to seek advice and guidance 
 know how to make complaints and are confident that they will be handled effectively. 

 

Procedure for Dealing with Bullying and Harassment 

 

Advice 

The organisation recognises the sensitive nature of bullying and harassment. Employees who believe 
they are being bullied or harassed may wish to discuss their particular situation before deciding what 
action to take. The Company operates an open-door policy to discuss workplace problems and 
employees can fully discuss the matter with their manager on an informal basis. However, the 
organisation recognises that this may not be appropriate in all circumstances. If this is the case, 
employees can discuss the situation with the next higher level of management. 

 

Anyone giving advice will: 

 

 ensure the conversation remains confidential as far as possible 
 listen sympathetically 
 help individuals consider objectively what has happened 
 discuss what outcome the individual would wish to see 
 draw attention to available procedures and options 
 inform the individual of the legal liabilities involved 
 help weigh up the alternatives, but without pressure to adopt any particular course 
 assist the individual in dealing with the situation (if the individual asks for help). 

 

Confidentiality will be maintained as far as possible. However, if an employee decides not to take 
any action to deal with the problem and the circumstances described are very serious, the 
organisation reserves the right to investigate the situation — as it has an overall duty of care to 
ensure the safety of all employees who may be adversely affected by the alleged harasser’s/bully’s 
behaviour. 

 



36 
 

Solutions 

Just as it is for the individual to decide what behaviour is either acceptable or unacceptable, then it 
is also for the individual to decide which route to take in addressing any problem that has occurred. 
There are two types of solutions available: informal and formal. 

 

Informal solutions 

Employees can choose to solve the matter themselves by simply approaching the harasser/bully, 
telling them that their behaviour is unwelcome and that it must stop, otherwise a formal complaint 
will be made. 

 

If an individual would find it difficult or embarrassing to raise the issue directly with the person 
creating the problem, support can be sought from a colleague or manager who can accompany the 
victim when speaking to the harasser/bully. 

 

A third option is that the victim can put their views in writing to the harasser/bully, telling them that 
their behaviour is unacceptable and that it must stop. 

 

Mediation  

Independent and impartial mediation conducted by a qualified mediator will be made available to 
assist in the resolution of the dispute between the person who is being bullied or harassed and the 
perpetrator. 

 

If either party wishes to request third party mediation, they may do so by speaking to the HR 
Manager. However, mediation will only be considered where both parties agree to enter in to the 
process. 

 

Formal solutions 

Where informal solutions fail, or serious harassment or bullying occurs, employees can bring a 
formal complaint in the form of a grievance, with the procedure adapted to take account of the 
sensitivities of such situations. 

 

Each step and action under the formal grievance procedure will be taken without unreasonable 
delay. Complaints will be investigated swiftly and confidentially while ensuring that the rights of 
both the alleged victim and the alleged harasser are protected. 

 

Employees and witnesses can be assured that they will not be ridiculed or victimised for making, or 
assisting in making a complaint, even if it is not upheld, as long as it is made in good faith. 
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Everyone involved in the investigation, including witnesses, will be required to maintain 
confidentiality — a failure to do so will be a disciplinary matter. 

 

The procedure can be found in the grievance and disciplinary sections of this handbook. 

 

Continuing to Work Together 

Whether a complaint is upheld or not, the organisation recognises that it may be difficult for the 
employees concerned to continue to work in close proximity to one another during the investigation 
or following the outcome of the proceedings. If this is the case, the Company will consider a 
voluntary request from either party to transfer to another job or work location. However, a transfer 
cannot always be guaranteed. 

 

Training and counselling 

Training and/or counselling will be offered to the complainant and/or to the (alleged) harasser, even 
if the complaint has not been upheld. This will be provided by a trained member of staff or by an 
external provider, as appropriate. 

 

Monitoring and Review 

Where harassment or bullying has been found to have occurred, and the perpetrator remains in 
employment, regular checks will be made to ensure that harassment has stopped and that there has 
been no victimisation or retaliation against the victim. The Company will also ensure that the 
employee who committed the act of harassment or bullying is not victimised in anyway. 

 

The policy will be reviewed at regular intervals. 

 

Malicious Complaints 

Where a complaint is blatantly untrue and has been brought out of spite, or for some other 
unacceptable motive, the complainant will be subject to the Company’s disciplinary procedure, as 
will any witnesses who have deliberately misled the Company during its investigations. 

 

Dealing with Harassment by a Third Party 

Third- party harassment can lead to legal liability and will not be tolerated by the Company. 

 

A worker who is bullied or harassed by a third party is not expected to enter into any confrontation 
with the third party that may put their personal safety at risk. 
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If, however, a worker decides to tackle the matter themselves, they should take the following steps. 

 

Politely ask the third party to stop the bullying or harassment and inform them that bullying or 
harassment of the company’s workers by a third party will not be tolerated. 

 

If the third party does not stop the bullying or harassment — repeat step 1 and warn them that 
action will be taken against them if the bullying or harassment continues. 

 

If the third party still does not stop the bullying or harassment — report the incident to their line 
manager. 

 

The complaint will be investigated immediately and in some cases the bully or harasser may be 
asked to leave the employer’s premises and not return. In all instances of such third-party 
harassment the Company will take effective remedial action, including reporting any criminal act to 
the police. 

 

A worker should report any incident of bullying or harassment by a third party to their line manager 
whether or not they have managed to resolve it. The report will be used for the purpose of 
monitoring the effectiveness of the Company’s bullying and harassment policy. 
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Email and Internet 
 

Introduction  
The use of the email system and the internet within this organisation is encouraged, as this use 
facilitates communication and improves efficiency. Inappropriate use, however, causes problems 
ranging from lack of productivity to legal claims against the organisation. This policy sets out the 
organisation’s guidelines on the correct use of email and the internet, and the organisation’s 
response to inappropriate use.  

 
This policy forms part of every employee’s contract of employment. 
 
 
Email  

The email system is available for communicating matters directly concerned with the business of this 
organisation. 

 
The style and content of email messages must be consistent with the high standards that this 
organisation expects from written communications.  

 
Although email encourages rapid communication, the contents of email messages should be written 
with care as messages sent without proper consideration can cause unnecessary misunderstandings. 
Email should not be used as a substitute for face-to-face communication.  

 
Employees should note that offers or contracts transmitted through email are as legally binding on 
the organisation as those sent on paper.  

 
Email contact lists are the property of the organisation even if created by the employee. Employees 
may not copy or remove any contact list in its entirety for use outside the organisation without the 
express permission of their Line Manager.  

 
Any failure to follow these guidelines satisfactorily can result in disciplinary action up to and 
including summary dismissal.  

 
The Internet  

Unauthorised Use  

The organisation will not tolerate the use of the email or internet system for illegal or inappropriate 
activities. Such activities include (but are not limited to):  

 
• sending or forwarding any message that could constitute bullying or harassment (e.g., on 

the grounds of sex, race or nationality, religion, sexual orientation, age or disability)  
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• non-business use, including personal messages, jokes, cartoons or chain letters. 
• posting confidential information about other employees, the organisation or its customers 

or suppliers (this includes any statements posted from the employee’s home computer 
and/or in the employee’s own time) 

• online gambling  
• accessing offensive, obscene or indecent material, including pornography  
• downloading or distributing copyright information  
• sending or posting negative, abusive, rude, derogatory or defamatory messages or 

statements about people or organisations, including when this is done from the employee’s 
home (or other personal) computer and/or in their own time. 

 
Any unauthorised use of email or the internet is likely to result in disciplinary action, which may 
include summary dismissal.  

 
Monitoring  

Monitoring and recording of email messages and internet use will be carried out as deemed 
necessary. Copies of email messages will be retained as appropriate.  

 
Hard copies of email messages and details of internet sites accessed may be used as evidence in 
disciplinary proceedings.  

 
Security  

All users will be issued with (or will be asked to select) a unique individual password or PIN in case of 
the till system which will be changed at regular intervals and is confidential to the user. Access to the 
system using another employee’s password without prior authorisation is likely to result in 
disciplinary action, including summary dismissal.  

 
Users must take all necessary precautions against the introduction of viruses into the system.  

 
Users must ensure that critical information is not stored solely within the email system. Hard copies 
must be kept, or information stored separately on the system. If necessary, documents must be 
password protected.  

 
Implementation of the Policy  

The Supervisors and Heads of Department will be responsible for the implementation of the policy. 
This person will be available for advice on all aspects of the policy.  

 
The induction programme will include training to familiarise new employees with the email system 
and with internet use. Managers must ensure that all new employees receive this training and are 
made aware of this policy and procedure prior to using email and the internet.  
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Equal Opportunities 
 

Policy Statement  
 
The organisation is an equal opportunities employer and is committed to equality of opportunity, 
diversity and to providing a service and following practices which are free from unfair and 
unlawful discrimination.  

It is this organisation’s policy to treat all job applicants and employees fairly and equally, 
regardless of sex, pregnancy, trans-gender status, sexual orientation, religion or belief, marital 
status, civil partnership status, age, race, colour, nationality, national or ethnic origins or 
disability. The organisation will monitor the composition of the workforce to ensure that this 
policy is effective.  

Equality of opportunity, valuing diversity and compliance with the law is to the benefit of all 
individuals in our organisation as it seeks to develop the skills and abilities of its people. While 
specific responsibility for eliminating discrimination and providing equality of opportunity lies 
with managers and supervisors, individuals at all levels have a responsibility to treat others with 
dignity and respect. The personal commitment of every employee to this policy and application of 
its principles are essential to eliminate discrimination and provide equality throughout the 
organisation.  

Through this policy and procedure and the training and development of managers and staff, the 
organisation will do all it can to promote good practice in this area in order to eliminate 
discrimination and harassment as far as is reasonably possible. The organisation will also continue 
to work towards its dedicated goal of encouraging and promoting equality and diversity within 
the workforce.  

The HR Manager has particular responsibility for implementing and monitoring this policy, as part 
of this process, all personnel policies and procedures are administered with the objective of 
promoting equality of opportunity, diversity and eliminating unfair or unlawful discrimination.  

Procedure  

1. The organisation aims to provide services to which all clients/customers are entitled 
regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy 
or maternity, race, religion or belief, sex or sexual orientation, offending past, caring 
responsibilities or social class. We will make sure that our services are delivered equally and 
meet the diverse needs of our service users and clients by assessing and meeting the 
diverse needs of our clients.  

2. The organisation is an equal opportunity employer. Equal opportunity is about good 
employment practices and efficient use of our most valuable asset, our employees. Every 
manager and employee has personal responsibility for the implementation of the policy. 
Any instance of doubt about the application of the policy, or other questions, should be 
addressed to the HR Manager, as should any requests for special training.  

3. The organisation will not discriminate on grounds of sex, trans-gender status, pregnancy or 
maternity, sexual orientation, religion or beliefs, marital status, civil partnership status, race, 
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ethnic origin, colour, nationality, national origins, disability or age, or any other grounds 
(whether prohibited by legislation or otherwise).  

4. The non-discrimination principle inherent in this policy includes the prohibition of 
discrimination against an individual because they associate with someone of a particular 
race, religion, sexual orientation, age, etc, for example an employee who is married to 
someone of a minority ethnic origin or who socialises with gay or lesbian friends.  

5. The prohibition on discrimination applies equally to situations where someone thinks or 
perceives (whether rightly or wrongly) that a colleague is of a particular race, sexual 
orientation, religion, age, sex or that they have a disability, is a trans-gender person, or is 
pregnant.  

6. The policy applies to the process of recruitment and selection, promotion, training, 
conditions of work, pay and benefits and to every other aspect of employment, including 
general treatment at work and the processes involved in the termination of employment.  
 

7. Selection for employment, promotion, training, or any other benefit will be on the basis of 
aptitude and ability. All employees will be helped and encouraged to develop their full 
potential and the talents and resources of the workforce will be fully utilised to maximise 
the efficiency of the organisation.  

8. Where increased pay and/or enhanced benefits are offered to employees on the basis of 
length of service, these are intended to reward loyalty, maintain motivation and reflect 
higher levels of relevant experience.  

9. The policy applies to job applicants (both internal and external) and all employees and other 
workers whether fulltime, part time, temporary, seasonal or contract.  

10. Employees should note that the imposition of any provision, criterion or practice which has 
a disproportionate adverse impact on someone for a reason related to sex, transgender 
status, race, married status, civil partnership status, religion or belief, sexual orientation, 
disability or age will be unlawful unless it can be objectively justified. In the event of any 
query or doubt, the HR Manager should be consulted.  

11. When establishing criteria for recruitment and promotion into vacant posts, the 
organisation will consider carefully whether any minimum or maximum number of years of 
relevant experience is necessary for effective performance of the job. Such restrictions will 
not be imposed unless there is a proper job-based reason why they are necessary.  

12. The organisation recognises the dangers of unconscious bias arising at work, which is where 
an opinion is formed on an individual by a manager or colleague without them necessarily 
being aware they have formed it. There are many different forms of unconscious bias, 
ranging from an affinity towards those of a similar background to placing too much 
significance on what has been identified as a negative trait.  

13. The organisation works against forms of unconscious bias in all decisions taken for 
employment, including recruitment, promotion and training opportunities, with a focus on 
promoting diversity and inclusion.  
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14. To counteract unconscious bias, the organisation will implement the following procedures: 

b. A blind recruitment 

c. Omitting all personal questions from job interviews  

d. maintaining a diverse panel to make decisions  

e. referring to specific job criteria when making recruitment decisions  

f. discounting any favourable personal relationships with staff  

g. making decisions collectively between HR and management.  

15. The organisation does not operate any compulsory retirement age, and each employee may 
choose for him/herself when to stop working, subject to them continuing to be sufficiently 
fit to perform their job to a satisfactory standard.  

16. Employees who are disabled or become disabled in the course of their employment should 
inform the organisation about their disability. Management will then arrange to discuss with 
the employee what reasonable adjustments to their job or working conditions or 
environment might assist them in the performance of their duties. The employee will also 
be encouraged to suggest any adjustments that they believe would be helpful. Careful 
consideration will be given to any proposals and, where reasonable and reasonably 
practicable, such adjustments will be made. There may, however, be circumstances where it 
will not be reasonable or reasonably practicable for the organisation to accommodate 
proposals put forward by the employee. 
 

17. Any member of staff may use the Bullying and Harassment Procedure to complain about 
discriminatory conduct. If the matter relates to sexual or racial harassment or harassment 
on the basis of disability, sexual orientation, trans-gender status, religion or belief or age, 
then the complaint may be raised directly with the HR Manager. The organisation is 
concerned to ensure that staff feel comfortable about raising such complaints. No individual 
will be penalised for raising such a complaint unless the substance of the complaint is 
untrue or the complaint is made in bad faith, for example out of malice.  

 
18. Where an employee is falsely accused of discriminatory conduct, then they may implement 

the organisation's grievance procedure.  

19. Any employee who makes a false accusation of harassment will be subjected to disciplinary 
action. In serious cases, such behaviour may be deemed to constitute gross misconduct and 
may result in summary dismissal.  

20. All employees and job applicants will be asked, on a purely voluntary basis, to complete a 
form denoting their sex, race, ethnic origin, age and any disabilities that they have. The 
organisation guarantees that the information provided on this form will be used solely for 
the purpose of monitoring the effectiveness of its equal opportunities policy.  



44 
 

21. This policy will be monitored on a regular basis by the HR Manager. Where there are issues 
with the way the policy is working, these will be looked at closely with a view to identifying 
measures to improve the effectiveness of the policy.  
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Personal Harassment 
 

Personal Harassment Policy and Procedure 

Employers have a legal duty to create a safe place to work for employees and this will include 
preventing employees from being subjected to harassment in the workplace. 

This policy can be used to set out the company’s zero tolerance stance on harassment and should be 
referred to by managers who receive harassment complaints before undertaking a disciplinary 
procedure. 

 
A) INTRODUCTION 

• Harassment or victimisation on the grounds of age, disability, gender reassignment, marriage and 
civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation is 
unacceptable. 

• Personal harassment takes many forms but can be classed as unwanted behaviour by one 
individual towards another or viewed by another. Whatever form it takes, personal harassment is 
always serious and is totally unacceptable. 

B) POLICY 

• We deplore all forms of personal harassment and seek to ensure that the working environment is 
sympathetic to all our employees. 

• Appropriate disciplinary action will be taken against any employees who are found to have 
committed any form of personal harassment. 

C) COMPLAINING ABOUT PERSONAL HARASSMENT 

1) Informal complaint 

If you are the victim of minor harassment, you should make it clear to the harasser on an informal 
basis that their behaviour is unwelcome and ask the harasser to stop. If you feel unable to do this 
verbally then you should hand a written request to the harasser. 

2) Formal complaint 

• Where the informal approach fails or if the harassment is more serious, you should bring the 
matter to the attention of your Head of Department as a formal written complaint. 

• The person dealing with the complaint will invite you to attend a meeting, at a reasonable time and 
location, to discuss the matter and carry out a thorough investigation. You have the right to be 
accompanied at such a meeting by your confidential helper or another work colleague of your 
choice and you must take all reasonable steps to attend. Those involved in the investigation will be 
expected to act in confidence and any breach of confidence will be a disciplinary matter. 
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• On conclusion of the investigation, which will normally be within ten working days of the meeting 
with you, the decision of the investigator, detailing the findings, will be sent in writing to you. 

• You have the right to appeal against the findings of the investigator in accordance with the appeal 
provisions of the grievance procedure. 

D) GENERAL NOTES 

• If the decision is that the allegation is well founded, the harasser will be liable to disciplinary action 
in accordance with our disciplinary procedure. An employee who receives a formal warning or who 
is dismissed for harassment may appeal by using our capability/ disciplinary appeal procedure. 

• If you bring a complaint of harassment, you will not be victimised for having brought the complaint. 
However, if it is concluded that the complaint is both untrue and has been brought with malicious 
intent, disciplinary action will be taken against you. 
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Disciplinaries 
 

 

Disciplinaries are used by the Company to address an employee’s conduct or performance. This is 
not to be confused with a grievance which can be raised by an employee and is used to deal with a 
problem or compliant that an employee raises. 

 

General Principals 

Informal action will always be considered where appropriate, rather than resulting to formal 
disciplinary procedures as a first resort. 

All potential disciplinary matters will be fully prompted and investigated before any action is taken. 

Employees may be suspended on full pay during investigations into serious allegations.  

Employees will be given notice in writing of any disciplinary hearings, detailing the complaint, 
written copies of evidence and relevant witness statements in advance. 

Employees are entitled to be accompanied during a formal disciplinary hearing and appeals by a 
work colleague or trade union representative. 

Employees may be given the opportunity to put forward their views during the hearing, before any 
decision is made.  

Employees that are subject to a disciplinary have the right to appeal. Appeals will be heard where 
possible by a more senior manager who has had no prior involvement in the case. 

 

Management Authority 

A decision to discipline an employee can be taken by the General Manager. An appeal against any 
disciplinary action can be heard by the HR Manager. 

A decision to dismiss an employee can be taken by the General Manger or HR Manager. An appeal 
against a dismissal can be heard by the Managing Director.  
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Grievance Procedure 
 

Grievances can be raised by an employee and used to deal with a problem or complaint that an 
employee raises. This is not to be confused with disciplinaries which are used by the Company to 
address an employee’s conduct or performance.  

 

Each step and action under the formal grievance procedure will be taken without unreasonable 
delay. Complaints will be investigated swiftly and confidentially while ensuring that the rights of 
both the alleged victim and the alleged harasser are protected. 

 

Employees and witnesses can be assured that they will not be ridiculed or victimised for making, or 
assisting in making a complaint, even if it is not upheld, as long as it is made in good faith. 

 

Everyone involved in the investigation, including witnesses, will be required to maintain 
confidentiality — a failure to do so will be a disciplinary matter. 

 

The procedure is as follows. 

 

Step 1 — Lodging a grievance and conducting an investigation 

The complaint should be put in writing, outlining the alleged incidents — when and where they 
occurred, the harm caused, the names of any witnesses and the name of any alleged harasser or 
bully. 

 

If the victim would find it distressing to set out their complaint in writing, then they should contact 
the HR Manager, who will provide assistance. 

 

The written grievance should initially be lodged with the employee’s Head of Department. However, 
if this would not be appropriate in the circumstances, it should be lodged with the HR Manager.  

 

The Head of Department will conduct investigatory interviews with the complainant, the individual 
against whom the complaint has been lodged and any relevant witnesses. Any staff called as part of 
the grievance investigation has the right to be accompanied by another member of staff. 

 

The investigator will submit a full report to the HR Manager.  
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Step 2 — Grievance meeting 

The employee will be invited to a meeting with their Head of Department to discuss the grievance 
and the result of the independent investigator’s report. 

 

The employee has the right to be accompanied by a colleague or trade union official of their choice 
at the meeting. 

 

The timing and location of the meeting must be reasonable for all parties.  

 

The employee must take all reasonable steps to attend the meeting. 

 

The meeting will be conducted in a manner that enables the employee to explain their case and the 
Head of Department to set out the results of the investigation. 

 

Within five working days of the meeting, Head of Department will inform the employee of their 
decision and notify the employee of their right to appeal against that decision if they are not 
satisfied with it. 

 

Step 3 — Hearing the appeal 

If the employee does wish to appeal, they must inform the HR Manager or a more senior member of 
management who heard the Step 2 grievance. 

 

The employee will be invited to attend an appeal meeting. 

 

The employee has the right to be accompanied by a colleague or trade union official of their choice 
to the appeal meeting. 

 

The timing and location of the meeting must be reasonable for all parties.  

 

The employee must take all reasonable steps to attend the meeting. 

 

The meeting will be conducted in a manner that enables both sides to explain their cases. 
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Within five working days of the appeal meeting, the HR Manager will inform the employee in writing 
of the final decision. 

 

Full records will be kept of the grievance proceedings and copies of meeting records will be given to 
the complainant. 

 

If at the end of Step 1, the complaint is upheld, the matter will be passed to the appropriate line 
manager to instigate disciplinary proceedings against the person who perpetrated the complaint.  

 

Continuing to Work Together 

Whether a complaint is upheld or not, the organisation recognises that it may be difficult for the 
employees concerned to continue to work in close proximity to one another during the investigation 
or following the outcome of the proceedings. If this is the case, the Company will consider a 
voluntary request from either party to transfer to another job or work location. However, a transfer 
cannot always be guaranteed. 
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Right to disconnect 
 

Policy statement 

The health and wellbeing of our employees is of the utmost importance to us, and we encourage 
and support our employees to prioritise their own wellbeing. 

 

Disconnecting from work is vital for your wellbeing, and to help you achieve a healthy and 
sustainable work-life balance. It refers to a period of time in which employees are expected to be 
conducting no work on behalf of the business, which includes being available for related 
communications such as receiving phone calls or emails. 

 

The right to disconnect means that every employee is entitled to switch off outside of their normal 
working hours and enjoy their free time away from work without being disturbed, unless there is an 
emergency or agreement to do so, for example while “on call”. 

 

To encourage and support our employees in balancing their working and personal lives whether they 
work traditional hours in the workplace, work remotely or flexibly we have adopted this right to 
disconnect company policy, which includes best practice guidance around wellbeing, working hours, 
the use of technology and more. 

 

The right to disconnect policy forms part of the Company’s overall approach to attracting and 
retaining employees by being able to offer suitable working patterns which facilitate a better 
balance between work and life commitments. 

 

This policy demonstrates the Company’s commitment to fostering long term careers at the Company 
and promoting equality in the workplace 

 

Applicability 

This policy applies to all employees, whether staff are working remotely, in a fixed location, at home 
or are mobile. 
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Company obligations 

The Company remains fully compliant with all statutory duties under employment working time 
legislation. We will always take steps to ensure that all employees, regardless of their place of work, 
are: 

 

 informed of what their normal working hours are reasonably expected to be 
 not asked to exceed a 48-hour working week unless they have signed an opt out agreement 
 able to take relevant rest breaks and rest periods as specified in law/by contract 
 able to take annual leave as specified in law/by contract and not be asked to conduct work 

during this time. 
 

Employee obligations 

The Company expects all staff to comply with the following in the course of their work. They must: 

 

 ensure that they manage their own working time and consider their obligation as an 
employee, while at work, to take reasonable care to protect their health and safety and that 
of co-workers 

 co-operate fully with any appropriate mechanism utilised by the Company to record working 
time, including when working remotely 

 be mindful of colleagues’, customers’/clients’ working hours, e.g., by not routinely emailing 
or calling outside normal working hours 

 notify their manager in writing of any rest period or break to which they are entitled to and 
were not able to avail themselves of on a particular occasion, and the reason why 

 speak with their manager if they feel their workload is preventing them being able to take 
the rest breaks/periods they are entitled to. 

 

Working hours 

Your normal working hours are set out in your contract of employment. As staff within the 
organisation work to different schedules, it is important to note all employees have the right to 
disconnect in the context of their own particular work pattern. 

 

Communications 

Where possible, emails should be checked or sent only during normal working hours. Due to 
differing/non-standard patterns of work in the organisation, some employees may send 
communications at times which are inopportune for other employees, e.g., weekends. The sender 
should give due consideration to the timing of their communication and potential for disturbance, 
and the recipient should understand that they will not be expected to respond until their working 
time recommences. 

 

Management do not expect employees to respond to social communications from colleagues 
outside of their working hours and it is entirely down to them if they choose to do so. 
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Communications on social media platforms are not acceptable means of communication in our 
workplace. 

 

If a manager sends communications outside agreed working hours, unless it specifically states what 
the communication is about it can wait until the employee is back at work.  

 

Managers will speak to any team members if the managers notice that staff are sending emails at 
odd hours or logging in excessively — this may be a sign that they are finding it difficult to manage 
their workload or “switch-off”. 

 

Meetings 

We respect people’s time by only inviting them to meetings where they play an active role and have 
something to contribute. Employees should be mindful of and manage how much virtual 
communication they have each day. Staff will not be expected to attend meetings if they fall outside 
their usual hours or during their usual rest break, such as at lunchtime. 

 

Disconnecting 

In order to respect the right of the Company’s employees to enjoy a personal life, all employees 
have a right to switch off their mobile communications device(s) outside of their working hours. 

 

Automatic replies 

Line Managers will notify employees if they are authorised to put an automatic email response in 
place to auto-reply to emails received outside normal working hours and confirming that the emails 
will be reviewed the next morning or business day. 

 

The below are templates to use: 

 

“My normal working hours are from X to Y. I will respond to you when I am back at work.” 

 

“I am currently working flexibly so while it suits me to send this email now, I do not expect a 
response or action outside your own working hours.” 
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Work-life balance 

The Company is committed to ensuring that employees enjoy both a personal life and a professional 
life. If employees have any concerns in relation to their workload or the work patterns required by 
their role or their ability to maintain a reasonable work-life balance, they are required to contact 
their line manager to address the issue. 

 

Employees working from home are encouraged to schedule post-work leisure activity, in order to 
create some separation from the end of their workday and the beginning of their personal time. 
Staff, including those engaging in flexible working arrangements or remote working, are reminded to 
switch off from work. 

 

Wellbeing 

If any employee experiences difficulties in asserting their right to disconnect, they should first raise 
the matter with their line manager and seek to resolve the matter informally. If they cannot reach an 
agreement, they will need to raise a formal grievance in line with the procedures set out in our 
grievance and disciplinary policies. 
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Severe Weather 
 

A) INTRODUCTION 

We recognise that severe weather conditions may present circumstances which impact our 
employees’ ability to get to work either by making travel unsafe or by causing disruption to road 
networks and public transport infrastructure. Disruption to the travel network may also be caused by 
other events such as industrial action within public transport services. 

This policy sets out our expectations of our employees, and what you can expect from us, when 
transport to work is affected. 

B) EMPLOYEE ACTIONS 

We expect that you should always make every effort to attend the workplace. Severe weather 
conditions do not always prevent attendance at work, and employees may still be able to make their 
journey in spite of the conditions. However, we accept that it may not be safe for you to attempt a 
journey during times of severe weather. You should not put yourself or others at risk by attempting 
to do so. Where travel to work is not possible, you should contact your manager to notify them of 
your inability to attend work due to bad weather. 

Where you are aware in advance of rail strikes or other similar disruptions to your normal mode of 
transport to work, you should seek alternative modes of transport to ensure you are able to 
attend work on time.  

C) NOTIFICATION OF TEMPORARY CLOSURE 

In situations of severe weather, we may be forced to close some or all sites. Any decision regarding 
this will be made on the basis of ensuring the health and safety of all employees, and you will be 
made aware of any closure via telephone/email from your manager.  

If the workplace must close, employees will be placed on lay off in accordance with the rights 
reserved in their individual written contract of employment. Employees on lay off will receive 
statutory guarantee pay in accordance with statutory provisions. 

D) WHERE THE WORKPLACE REMAINS OPEN 

In instances of severe weather where the workplace remains open, you are expected to attend work 
as normal where it is safe to do so. Should you experience difficulties in travelling to work you 
should contact your manager as soon as possible to notify them of this. Should you be unable to 
attend the workplace, you may be asked to attend another of our sites where reasonable to 
undertake your normal duties or to temporarily undertake other duties in order to meet the 
requirements of the business. 

E) WORKING FROM HOME 

Your manager may, at their discretion, agree that you work from home where travel to the 
workplace is unsafe or severely hindered. Your manager will take several factors into 
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consideration, including the nature of your role and any equipment required for your normal 
duties to be carried out. 

F) MAKING UP TIME 

In the event that the workplace remains open during a period of severe weather, we reserve the 
right to make a determination that those who were unable to attend the workplace will be required 
to make up any lost time. The practical arrangements for making up the time will be set by your 
manager. 
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Anti-Bribery 
 

Policy Statement 

The Bribery Act 2010 came into force on 1 July 2011. It creates various new offences, including an 
offence which can be committed by commercial organisations that fail to prevent persons associated 
with that organisation from committing bribery on their behalf. This applies regardless of whether 
the person works or commits the offence in the UK or any other country in which the organisation 
operates. However, it is a full defence for an organisation if it can prove that despite the bribery 
occurring, it has adequate procedures in place to prevent those persons associated with it from 
committing bribery. The organisation’s procedures must be proportionate to the bribery risks that it 
faces in relation to the nature, scale and complexity of the organisation. 

 

The organisation and its directors are committed to the prevention of bribery by those employed 
and associated with it. The organisation is committed to carrying out business fairly, honestly and 
openly, with zero-tolerance towards bribery. 

This is achieved by: 

 carrying out a risk assessment to ascertain the risk of bribery 
 instigating procedures proportionate to that risk 
 having good internal controls and record keeping 
 securing the commitment of directors, managers and all staff to the prevention and 

detection of bribery 
 developing a culture in which bribery is unacceptable 
 undertaking due diligence procedures proportionate to the assessed risk of bribery 
 effectively communicating the anti-bribery policy to all staff 
 training all employees to recognise bribery so that they can avoid it and be alert to possible 

instances of bribery 
 having clear procedures on what to do should bribery be suspected 
 training all employees to recognise bribery so that they can avoid it and be alert to possible 

instances of bribery 
 monitoring and reviewing the effectiveness of the bribery procedures and updating them as 

necessary to ensure that they remain effective. 
 

Scope 

This policy applies to all those employed by and associated with the Company. 

 

Offering bribes 

The organisation expressly prohibits any person employed by or associated with it from offering, 
promising or giving any financial or other advantage to another person where it is intended that the 
advantage will bring about improper performance by another person of a relevant function or 
activity, or that the advantage will reward such improper performance. 
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The organisation prohibits any person employed by or associated with it from offering, promising or 
giving any financial or other advantage to another person where it is believed that the acceptance of 
the advantage offered, promised or given in itself constitutes the improper performance of a 
relevant function or activity. 

 

Accepting bribes 

The organisation expressly prohibits any person employed by or associated with it from requesting, 
agreeing to receive or receiving any financial or other advantage with the intention that a relevant 
function should be performed improperly as a result of the advantage or as a reward for performing 
the relevant function improperly. 

 

The improper performance of a relevant function in anticipation of receiving financial or other 
advantage is also prohibited. 

 

Bribing a public official 

The organisation expressly prohibits the bribing of a UK or foreign public official in order to obtain or 
retain business or an advantage in the conduct of business. 

 

Relevant functions and activities 

Relevant functions and activities are any function of a public nature, any activity connected with the 
business, any activity performed in the course of a person’s employment and activity performed by 
or on behalf of a body of persons where the person performing that function or activity is expected 
to perform it impartially, in good faith, or is in a position of trust by virtue of performing it. 

 

Hospitality and business gifts 

The Bribery Act 2010 does not seek to prohibit reasonable and proportionate hospitality, 
advertising, sponsorship and promotional or other similar business expenditure, as it is recognised 
that this constitutes an established and important part of doing business. 

 

However, hospitality, promotional and similar business expenditure can be used as bribes. 

 

The organisation expressly prohibits the giving and receiving of hospitality/business gifts and similar 
where the intention in doing so is to receive or confer an advantage in return for giving or receiving 
the hospitality/business gift or similar. 

 

The following procedures should be adopted in relation to hospitality and business gifts. 
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All offers of business gifts should be referred to an employee’s Head of Department and should only 
be accepted if clearance has been received from them. 

 

Business gifts should not be made without the permission of the employee’s Head of Department. 

 

A record of all business gifts made and received and the reason for the gift should be retained. 

 

All hospitality must be proportionate and reasonable and in line with the organisation’s hospitality 
policy. Guidance should be sought from the General Manager as to whether the planned hospitality 
is proportionate and reasonable. 

 

Records should be maintained of all hospitality provided and accepted, including cost and reason for 
providing or accepting the hospitality. 

 

Quid pro quo arrangements are expressly prohibited. 

 

The provision or acceptance of entertainment of a sexual nature is expressly prohibited. 

 

Acceptable hospitality and entertaining may include modest meals with people with whom we do 
business (such as providing a modest lunch after a meeting) or the occasional provision of or 
attendance at sporting or cultural events, provided that the intention is to build business 
relationships rather than to receive or confer an advantage. 

 

The provision of small promotional gifts, such a diary, pens or similar, will generally be regarded as 
acceptable. 

 

Staff reviewing expense claims should be alert to the provision of hospitality/business gifts that may 
be construed as a bribe. 

 

All concerns should be reported. 

 

New business, change in business and contracts with external parties 

Where you develop or seek to develop new avenues for business or new contracts, or where the 
nature of the business changes, you should inform your line manager of this in order that due 
diligence and a risk assessment of the circumstances can be undertaken. 
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Where a business relationship with an external party is sought or newly established, or the nature of 
the relationship is changed, appropriate due diligence must be exercised to ensure that there are no 
circumstances giving rise to a concern. That external party must also be made aware of this anti-
bribery policy. 

 

Facilitation payments 

Facilitation payments are small bribes that are paid to speed up or facilitate government action. 
Although they are commonplace in some foreign countries, they are regarded as bribes and are 
illegal under the Bribery Act 2010. 

 

The organisation expressly prohibits facilitation payments of any sort. 

 

Any member of staff placed under pressure to make a facilitation payment should refer the matter 
to the General Manager immediately.  

 

Donations 

The organisation expressly prohibits the giving of donations to political parties. 

 

Any charitable donation must be consistent with the organisation’s policy on charitable giving and 
with the knowledge and consent of the anti-bribery officer. 

 

The organisation expressly prohibits the making of charitable donations where the purpose of the 
donation is to secure an advantage. All charitable donations must be made without expectation of 
reward. 

 

Reporting concerns 

All employees have a responsibility to prevent, detect and report all instances of bribery. Employees 
should therefore be alert to the possibility of bribery. 

 

Anyone who has concerns regarding acts or potential acts of bribery should speak to their line 
manager in the first instance. If for any reason a person is not able to speak to their line manager, 
they should contact the General Manager. 

 

All reports will be treated with the utmost confidentiality. However, concerns can be reported 
anonymously to the General Manager. 
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Further information about reporting concerns is available in the organisation’s whistle-blowing 
policy. 

 

Training and communication 

All employees will receive training on the anti-bribery policy to ensure that they understand both the 
policy and the procedures that they need to follow in order to comply with it. 

 

Changes to the policy and procedures will be communicated to employees in an appropriate 
manner. 

 

Responsible officer 

The HR Manager is responsible for monitoring the anti-bribery policy and all questions and concerns 
should be referred to them. 

 

Sanctions 

The organisation treats breaches of the anti-bribery policy with maximum seriousness and will 
investigate any potential breach in accordance with the disciplinary policy. The ultimate sanction for 
a breach of the policy will be summary dismissal for gross misconduct. 
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Domestic Abuse 
 

Introduction  

Domestic abuse includes, but is not limited to, controlling, coercive, threatening behaviour, violence 
or abuse. It can be physical, emotional and/or psychological abuse, as well as financial, and can take 
place in person or through digital means. The abuse is usually between adults who are, or have 
been, in an intimate relationship or family members. Domestic abuse is usually a pattern of 
behaviour although it can be a one-off event. We recognise that any member of our workforce could 
be subject to domestic abuse, and in some cases, the victim may not realise that the behaviour 
displayed towards them is abuse. Research shows that those who are experiencing domestic abuse 
are targeted at work. 
 
It can occur at any time in a person’s life, though may be triggered by specific events or become 
more extreme or frequent as a result of those events.  
 
The purpose of this policy is to set out that the Company will treat domestic abuse seriously and how 
the Company aims to provide a safe and supportive workplace environment to employees who are 
experiencing domestic abuse. 
 
It applies to the Company’s employees (permanent and temporary), workers, agency workers and 
self-employed contractors. 
 
Impact of domestic abuse at work  

The Company is aware that the challenges that domestic abuse victims face can manifest themselves 
in problems such as chronic absenteeism or lower productivity. 
 
We recognise that domestic abuse does not occur only within the home and an employee can 
experience domestic abuse: 

 through threatening visits, phone calls and emails from the perpetrator while they are at 
work or 

 when travelling to and from work. 
 
Colleagues can experience threatening or intimidating behaviour from the perpetrator of the abuse. 
 
Management support 

If an employee confides in a manager that they are being subjected to domestic abuse, that manager 
must treat all conversations as confidential. However, the manager should not get involved in the 
situation themselves by, for example, confronting someone accused of being abusive. The manager’s 
role is primarily to help the employee find expert help and be supportive of the employee. 
 
The manager should encourage the employee to seek expert help. This could include reporting 
incidences to the police or seeking help from a specialised organisation. The manager should 
encourage the employee to make contact personally with such organisations instead of making 
contact themselves. A list of organisations can be found at the end of this policy. 
 
If employees do not feel comfortable raising their circumstances with their manager, they are also 
able to speak to the HR Manager.  
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The manager, or chosen contact, should also be supportive of the employee and should not ask for 
proof of abuse.  
 
 
Support could include, but is not limited to: 
 

 regularly checking in with the employee 
 permitting use of company equipment to search for online assistance or to speak to an 

expert who can help  
 ensuring websites of organisations who can offer assistance are accessible from work 

equipment i.e., are not blocked under an internet usage policy 
 allowing the employee time off to visit one of the advice organisations, the police or a 

doctor or to address concerns, such legal, financial or housing 
 adjusting targets to reduce any undue pressure on the employee 
 diverting phone calls if the perpetrator is attempting to call the employee at work 
 ensuring there is no public access to the workplace where possible 
 agreeing code words or hand signals to be used during a telephone or video call to signal 

that the employee is in a threatening situation, and what action needs to be taken when one 
is used 

 a salary advance to a bank account other than that which is normally used. 
 

 
If a manager suspects an employee is subject to domestic abuse 

Managers will receive training in how to recognise the signs that an employee may be experiencing 
domestic abuse, including silent signals that can be used during a video conference with employees 
working remotely, and also ways to support the employee. 
 
Signs could include: 
 

 Sudden changes in behaviour or quality of work 
 Changes in the way an employee dresses e.g., excessive clothing on a hot day or changes in 

the amount of make-up worn 
 
If a manager suspects that an employee is being subjected to domestic abuse, but has no evidence, 
then great care must be taken. The manager should give the employee an opportunity to confide but 
should not question the employee or put any undue pressure on the employee to discuss the 
situation. 
 
Great care should be taken when the employee in question works at home because the perpetrator 
of the abuse may be monitoring communication or be in earshot of video or telephone calls. 

 
If an employee is clearly distressed but will not confide in the manager, then the manager should 
suggest that the employee contacts the HR Manager.  
 
On some occasions a colleague or friend of an employee might confide in a manager that an 
employee is being subjected to domestic abuse. It must be realised that this information might be 
incorrect, hence care should be taken. The manager should give the employee an opportunity to 
confide but should not question the employee or put any undue pressure on the employee to 
discuss the situation. 
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If both the victim and the perpetrator are employed by the company 
In cases where both the victim and perpetrator of domestic abuse work for the Company, we will 
take appropriate action including: 
 

 considering utilising different work locations both within the building at which the 
employees work, or another of our work locations, working hours, shift patterns etc. 

 minimising the potential for the perpetrator to use their position or work resources to find 
out details about the whereabouts of the victim. 

 offering impartial support and where possible ensure both the victim and perpetrator have 
different supervisors who are able to provide appropriate information to each party. 

 
IMPACT ON PERFORMANCE  

If an employee is underperforming, it is important to make that employee aware of the concerns 
about performance.  
 
The company will make reasonable efforts to consider all aspects of the employee’s situation to 
support them through a challenging time. The manager should agree reasonable targets with the 
employee and provide any necessary support. If the poor performance continues and the employee 
does not appear to be able to improve their performance at work notwithstanding the support 
given, further discussions will be held with the employee. 
 
Although the use of formal procedures e.g., disciplinary or capability is not prohibited, this should be 
a last resort. 

 
CONFIDENTIALITY 

There are some circumstances in which confidentiality cannot be assured.  These occur when there 
are concerns about children or vulnerable adults or where the Company needs to act to protect the 
safety of employees.  In these circumstances the manager will discuss with the employee the reason 
for disclosing any information to a third party and will seek the employee’s agreement where 
possible.  
 
All records concerning domestic abuse will be kept strictly confidential and in line with our 
obligations under the Data Protection Act 2018.  Improper disclosure of information i.e., breaches of 
confidentiality by any member of staff will be taken seriously and maybe subject to disciplinary 
action. 
 
 
LIST OF ORGANISATIONS THAT CAN PROVIDE ADVICE AND ASSISTANCE 

 
 
General 
National Domestic Abuse Helpline - 0808 2000 247 (Freephone and 24 hour) / 
www.nationaldahelpline.org.uk  
Citizen’s advice bureau - www.adviceguide.org.uk 
National centre for domestic violence – 0800 970 2070 / www.ncdv.org.uk  
Galop: 0800 999 5428 / www.galop.org.uk 
 
 
For women 
Women’s aid - www.womensaid.org.uk  
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Scottish Women’s aid – 0800 027 1234 / www.scottishwomensaid.co.uk 
Welsh Women’s aid - 0808 8010800 / www.welshwomensaid.org 
Jewish Women’s Aid - 0800 591203 / www.jwa.org.uk 
Shakti Women’s Aid (Scotland) - 0131 475 2399 / shaktiedinburgh.co.uk 
Refuge - 0800 2000 247 / www.refuge.org.uk 
Southall Black Sisters - 020 8571 9595 / www.southallblacksisters.org.uk 
Muslim Women’s Helpline - 020 8904 8193 or 020 8908 6715 / www.mwnhelpline.co.uk 
IKWRO: Women’s rights organisation for Middle Eastern and Afghan women - 020 7920 6460 / 
ikwro.org.uk 
 
For men 
Mankind Initiative: 01823 334 244 / www.mankind.org.uk 
Respect Men’s Advice Line: 0808 801 0327 / www.respect.uk.net 
The Dyn Project (Wales): 0808 801 0321 / www.dynwales.org 
 
For perpetrators 
Respect: 0808 802 4040 / www.respect.uk.net 
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Employee Wellbeing 
 

 

Policy Statement  
The Company is committed to ensuring the wellbeing of all employees. It is recognised that work has 
an impact on the mental and physical health of employees, and we are committed to making that a 
positive commitment.  

Effective employee wellbeing will be achieved by:  

• encouraging employees to seek work-life balance  
• considering requests for career breaks and sabbaticals  
• providing medical assistance to employees  
• encouraging employee fitness  
• promoting dignity at work  
• minimising the stressful impacts of work  
• managing sickness absence effectively.  

 
Work-life Balance  

• All employees with at least 26 weeks’ continuous service are legally entitled to request flexible 
working if they have not made a similar request in the past 12 months. The Company will 
address all requests sympathetically and will try to meet all requests when the needs of the 
business allow.  

• Requests to work from home will be given careful consideration. A request will only be allowed 
if it will not have a negative impact on the smooth operation of the organisation. Employees 
must note that some jobs can never be successfully carried out from home.  

• Employees who are allowed to work from home will be expected to attend the workplace at 
least 1-2 days per week. This will allow effective communication and ensure that the employee 
does not feel isolated from the work team.  

• Employees who work part time will be encouraged to attend team briefings. To achieve this, 
the timing of team briefings will vary to cover the different working patterns of employees.  

 
Requests for Career Breaks.  

• A career break is a period of time away from the workplace. This will be for a minimum of one 
year and a maximum of two years. During the period of a career break the individual is not an 
employee of the organisation but will be kept in touch with what is happening in the 
organisation through regular updates to facilitate a smooth return to work in the future.  

• Requests for a career break or sabbatical must be made in writing to the line manager.  
• The organisation reserves the right to refuse a request for a career break. The reasons for a 

refusal will be confirmed in writing to the employee.  
 
Promoting Healthy Options  

To promote the health of all employees the Company will do the following.  

• Promote healthy eating. Staff meals will always include a healthy option.  
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Promoting Dignity at Work  

The Company believes that all employees should be able to work without fear of being harassed or 
distressed by their colleagues, customers or other contacts in the workplace.  

• Any employee who is distressed by events at work and believes that their dignity has been 
violated or they have suffered harassment should talk to their Head of Department. This will be 
addressed in confidence.  

• If it is not appropriate to speak to the line manager employees should speak to the HR 
Manager. 

• The organisation will act promptly to investigate any allegations of unacceptable behaviour in 
the workplace.  

• The organisation will support employees in getting over any distress that has been caused.  
• Employees who harass colleagues, or engage in otherwise upsetting behaviour, could be 

subject to disciplinary action.  
 

Minimising the Stressful Impacts of Work  
• All jobs can have times when the work is particularly busy, or particularly demanding. NThe 

Company recognises this and will support employees by allowing regular breaks for the 
employee to rest from these demands.  

• Employees are not expected to be answering emails from home outside of their working hours. 
If employees find that they are regularly needing to address work situations outside their 
working hours, they must speak to their Head of Department or General Manager to try to find 
a solution.  

• The Company will always take steps to cover the absence of colleagues, without putting undue 
demands on other employees.  

• If employees are struggling to cope with the demands of their job, they should discuss this with 
their Head of Department or the HR Manager.  

 
Managing Sickness Absence Effectively  

• Employees who are absent due to sickness must adhere to the Company Sickness Absence 
Procedure.  

• Employees should not return to work if medical advice is that they are not fit to work.  
• Employees who have been absent from work for a lengthy period of time will usually be 

expected to return to work on a phased return programme. This will be agreed between the 
employee and their line manager.  

• Whilst an employee is on sickness absence leave their line manager will keep in touch. The 
purpose of this will be to ensure that key communications are sent to the employee, and to 
ensure that the employee still feels part of the work team.  

• All employees are required to meet with their Head of Departmentto complete a return-to-
work form on their first day back after being off ill. 
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Flexible Working 
 

Introduction 

The organisations flexible working policy complies with its statutory obligations under the 
Employment Rights Act 1996, the Work and Families Act 2006, and the Flexible Working Regulations 
2014. 

 

All employees who have at least six months’ continuous service with the organisation have the right 
to apply for “flexible working”. The request can cover hours of work, times of work and place of 
work and may include requests for different patterns of work. 

 

The right to request flexible working applies equally to male and female employees. 

 

Policy Statement 

The organisation recognises the contribution of all its employees and also understands that, at some 
time in their working lives, employees may wish to work more flexibly. All employees with at least 26 
weeks’ continuous service have the statutory right to apply for flexible working. 

 

Flexible working is about reviewing employees’ working patterns to see whether it is possible to 
implement different arrangements: any arrangements must, however, always take into account the 
need for the organisation to achieve its core business purpose as efficiently as is possible. 

 

There are a variety of flexible working options. A request for flexible working can be a request to 
change: 

 

 the number of hours the employee works 
 the times at which the employee is required to work 
 where the employee works, usually a request to work fully or partly from home. 

 

Employees should be aware that if they request and are granted flexible working, this represents a 
permanent variation to their contract of employment (unless the organisation agrees otherwise). In 
certain circumstances, however, the organisation may agree to the change on a trial basis. If an 
employee’s circumstances subsequently change in relation to the need for flexible working, there is 
no statutory right for a return to the terms and conditions that applied prior to flexible working 
being granted. 

 



69 
 

The organisation will: 

 

 consider requests for flexible working by eligible employees who put in a written request 
 treat each request in a reasonable manner 
 reject an application where it is considered that granting flexible working would be 

detrimental to the business needs of the organisation. 
 No employee will be treated less favourably, suffer detriment, or be dismissed because they 

request flexible working or move to flexible working. 

 

Procedure 

 

Eligibility 

To be eligible to make a request for flexible working, a person must satisfy the following conditions. 
They must: 

 

 be an employee 
 have worked for the organisation continuously for at least 26 weeks as at the date the 

application is made 
 not have made another application to work flexibly during the previous 12 months. 

 

Making a request 

An application for flexible working must be in writing (which includes email) and include the 
following information. 

 

 The date of the application. 
 The change to working conditions the employee is seeking and when they would like this 

change to come into effect. 
 The effect, if any, the employee thinks the requested change will have on the organisation 

and how, in their opinion, any such effect might be dealt with. 
 A statement that it is a statutory request, and if and when they have made a previous 

application for flexible working. 
 The application should be signed and dated. 

 

Meeting and discussion 

Following receipt of a valid written request for flexible working, the employee’s line manager will 
arrange a meeting with them to discuss their request and will consider the request reasonably within 
a reasonable timetable. 
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All requests will be decided, including any appeal, within three months of first receipt of the request, 
unless an extension of time is agreed. 

 

The employee has the right to be accompanied at any meeting set up to discuss their flexible 
working request by a colleague of their choice. 

 

The employee’s request will be considered carefully weighing the benefits of the requested changes 
in working conditions against any adverse business impact of implementing the requested changes. 

 

Once the employee’s manager has made a decision on the request, the employee will be informed 
of this in writing as soon as is reasonably possible. 

 

If the request is successful, or subject to certain modifications, the manager will discuss with the 
employee how and when the changes might best be implemented. 

 

Rejection of the request 

If the request for flexible working is rejected it will be for one or more of the following reasons that 
are set out in the legislation. 

 

 The burden of additional costs. 
 An inability to reorganise work amongst existing staff. 
 An inability to recruit additional staff. 
 A detrimental effect on quality. 
 A detrimental impact on performance. 
 A detrimental effect on ability to meet customer demand. 
 Insufficient work for the periods the employee proposes to work. 
 A planned structural change to the business. 
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Hybrid Working 
 

Policy Statement 

The Company believes that its staff members are its most valuable asset and is committed to 
attracting and retaining the very best talent. It also appreciates that the UK workforce is becoming 
increasingly diverse and includes a high percentage or parents and individuals with caring 
responsibilities, as well as those whose interests and aspirations impact on their time. 

 

The Company recognises the importance of helping its employees balance their work and home lives 
by offering flexible working arrangements that enable them to balance their work commitments 
with other priorities. One such flexible working arrangement is hybrid working. 

 

This policy aims to set out the ways in which hybrid working will be managed in the Company. Our 
continued aim is to increase the rate of retention of staff, reduce absence, attract new talent, 
promote work-life balance and reduce employee stress. In doing so, this will improve the Company’s 
efficiency, productivity and competitiveness. 

 

What is hybrid working? 

Hybrid working is defined as a working arrangement where staff conduct their duties both in the 
workplace and remotely, such as from home. While working remotely, employees maintain the 
same contractual obligations, such as core working hours. 

 

The Company recognises that home-working can be beneficial for individuals and, to this end, will 
seek to accommodate it wherever possible. However, it also recognises the benefits from a degree 
of on-site working that are difficult to replicate from home, such as direct interaction between 
colleagues and management. 

 

Hybrid working is designed to offer the flexibility of home-working while also maintaining the 
benefits associated with on-site working. 

 

There are two main categories of hybrid working: 

 

 occasional/ad hoc hybrid working this arises in relation to specific pieces of work or for 
specific periods. It does not follow a regular pattern and is subject to the prior approval of a 
line manager. It may be granted as part of a phased return to work after maternity or 
sickness absence, or be a temporary arrangement due to family commitments or domestic 
circumstances 
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 regular hybrid working this is an agreement between the Company and the employee for a 
permanent combination of home-working and attendance at a Company workplace, on a 
regular and ongoing basis. 

 

Whatever the circumstances leading to a situation where Company employees are moved into, or 
recruited under, a hybrid working arrangement, this policy applies, and all employees must comply 
with the requirements set out below. 

 

Please note that this policy should not be taken as forming an employment contract and may be 
updated at any time. 

 

Eligibility 

The Company maintains discretion to offer home-working to staff, either during their employment 
or before commencement of a new role. Overall, employees will be eligible to be permitted a form 
of hybrid working in the following circumstances: 

 

 where the employee has successfully completed the probationary period/ a period of 
training attached to their job role 

 where the employee’s role does not involve supervisory duties that require undertaking in 
person alongside the team members involved 

 where their home environment is suitable 
 no aspect of the employee’s recent appraisal was marked as unsatisfactory 
 the employee’s disciplinary record is clean. 

 

The Company will carefully assess the needs and requirements of a role before determining how the 
hybrid working relationship will work. It will only be permitted where the employee’s line manager is 
satisfied that the needs of the business can continue to be met while the employee works from 
home. 

 

Hybrid working must be cost-effective and ensure that there is no significant increase in workload on 
colleagues. The work done by the employee must be capable of being done from home. 

 

The Head of Department may liaise with the General Manager in relation to applications for home-
working, to confirm the arrangements. 

 

Making permanent hybrid working applications 

Employees who wish to apply for permanent hybrid working should submit an application to their 
line manager. If the request is for a permanent arrangement, it could be treated as a statutory 
flexible working request subject to eligibility. 
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Employees must have 26 weeks’ continuous service to make a statutory request for flexible working. 
Employees must not have made a request for flexible working within 12 months previous to the date 
of their request. 

 

Employees in all areas and levels of the Company will be considered for flexible working regardless 
of their age, sex, sexual orientation, race, religion or belief, disability, marital status, pregnancy or 
maternity, or gender reassignment. All requests will be considered in line with the Company’s policy 
on flexible working. 

 

If the employee is not eligible to make a statutory flexible working request, they will need to wait 
until they are eligible to have their request for hybrid working considered. 

 

Home-working may invalidate an employee’s home contents insurance policy. Employees are 
required to check the policy prior to applying and, if successful, provide a copy of the policy wording 
and schedule to their line manager if their application is granted. 

 

Please note that, separate to requests from staff, management may also seek to agree the 
implementation of permanent hybrid working arrangements. 

 

Occasional/ad hoc home-working applications 

The application should set out the reasons for requesting hybrid working. 

 

Examples may include a project or set of tasks that requires peace and quiet and a lack of 
interruptions. A backlog of tasks or a major project may also give rise to an employee wishing to 
request temporary hybrid working. 

 

There could be issues relating to the recovery from mental or physical illnesses which may make a 
request for hybrid working conducive to the smooth recovery of the employee. 

 

Various transport considerations may give rise to a request for hybrid working. 

 

The Company is also observing government guidance on remote working as a result of the 
coronavirus pandemic and may implement temporary periods of hybrid working due to associated 
restrictions. 

 

 



74 
 

Process for submitting applications for hybrid working 

Prior to making an application, employees must discuss their proposed application with their Head 
of Department. In such a discussion, the employee should consider the following aspects of the 
formal application and discuss any issues arising from the points below with their line manager 
informally. 

 

Once a discussion has been held by the employee’s line manager, the employee should submit a 
formal application, which should address the following points: 

 

 confirmation that the employee meets the eligibility criteria for hybrid working 
 the date from which the arrangements are intended to start (at least four weeks from the 

date of the application) 
 the proposed number of days to work from home 
 proposed hours of work 
 the proposed organisation of the home working environment — available separate room, 

security arrangements for Company equipment and Company materials/documentation 
 extent of availability to attend the workplace, for meetings, cover colleague absences, etc 
 how the employee proposes that contact will be maintained with their line manager. 

 

As part of the application, employees should demonstrate how they will achieve the following: 

 

 managing workload independently 
 self-motivation and working to own initiative 
 adapting to the different working practices involved 
 problem-solving and different pressures associated with working alone 
 adapting to different methods of being line managed and liaising with colleagues. 

 

If the application forms part of a statutory flexible working request, employees should also provide 
additional information as outlined in the Company’s policy on flexible working. 

 

Application decisions 

The Company aims to respond to formal applications for hybrid working within two weeks of the 
application being received by the employee’s Head of Department. 

 

Line managers may need to meet with the employee to discuss the issues arising from the 
application. The Company's Health and Safety Manager will likely visit the employee’s home to carry 
out a risk assessment. 

 

 



75 
 

Accepted applications 

If the Line Manager accepts the employee’s application, written confirmation will be provided, and a 
Home-working Agreement will be issued for the employee to sign and return. 

 

Each request is considered on its own merits. 

 

Rejected applications 

If the line manager is unable to accept the employee’s application, the reasons for the rejection will 
be issued in writing to the employee. If the application formed part of a statutory flexible working 
request, employees will be permitted the opportunity to appeal in line with the Company’s usual 
process. 

 

Hybrid working agreements and trial period 

Accepted applications will be subject to the signing of a Home-working Agreement and the 
successful completion of a trial period. 

 

The aim of the trial period is for both the employee and the Company to evaluate whether the new 
working arrangements set out in the Home-working Agreement work as expected. 

 

At the end of the trial period, the Line Manager will meet with the employee to evaluate the success 
of the trial. The line manager will determine whether the trial has been successful and confirm that 
the Home-working Agreement may continue. During the trial period, or at the evaluation meeting, 
either side may propose reasonable amendments to the terms of the Home-working Agreement to 
facilitate a smoother working arrangement. The Company reserves the right to terminate the Home-
working Agreement by declaring the trial has been successful if proposed amendments are 
unreasonable, unworkable, no amendments can be implemented or the employee’s work output, 
quality, oversight, etc suffered to the detriment of the Company. 

 

Home-working Agreement 

The Home-working Agreement drawn up during the application process, and bespoke to the 
employee’s circumstances, sets out the terms of the arrangement for the employee to work from 
home. It will reflect the following points, subject to any modification agreed during the trial, as well 
as the practical considerations to enable the home-working to operate smoothly: 

 

 the Company reserves the right to terminate the home-working arrangement at any time for 
any reason on reasonable notice 

 employees are required to be available during the core hours specified in their Home-
working Agreement 
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 if any issue arises that causes an employee to no longer meet the eligibility criteria at the 
outset of this policy, the Company will review the home-working arrangement and may 
terminate it on reasonable notice 

 the home-working arrangements will be subject to regular review 
 employees working from home will be expected to attend meetings and other office-based 

events as and when required by their Line Manager 
 employees working from home are required to comply with Company policies, including 

holiday, performance targets, sickness, absence, etc. 
 

Home-working practical arrangements 

The Company supplies home-workers with the necessary equipment relevant to their job role. The 
equipment remains the Company’s property and will be installed and removed at the Company’s 
cost. The Company may need to attend the employee’s home to update, maintain or repair/replace 
the equipment and will give the employee reasonable notice of the need for this. 

 

Employees should take reasonable care of the Company equipment and only use it for Company 
business. IT and telephony equipment may only be used in accordance with the Company’s IT, 
telephony, data protection and monitoring policies. 

 

Personal equipment that an employee uses for work purposes remains their responsibility and the 
Company is not liable for any loss, damage, repair or replacement of any personal equipment. If an 
item of equipment is deemed necessary for work, the employee should contact their line manager. 

 

Employees should maintain regular contact with their Head of Department so that the Company can 
work towards early resolution of any problems. This applies to problems with Company equipment 
and also in relation to the ongoing suitability of the home-working arrangement; pressures and 
stress occur equally to home-workers as they do to those working at the Company’s offices and the 
Company encourages the early reporting of these issues so that practical steps can be considered 
and implemented to the mutual agreement of both the home-worker and the line manager. 

 

The costs of electricity, water, heating, telephone, broadband and other utilities will not be covered 
by the Company. These costs will remain the employee’s responsibility. 

 

Employees must keep Company data and Company materials safe and secure at all times, ensuring 
reasonable precautions are being taken to maintain confidentiality in accordance with the Data 
Protection policy. 

 

Employees should refrain from revealing to customers/clients that they work from home. Employees 
must not provide their personal address or personal contact details customers/clients, or third 
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parties associated with the Company. Meetings between customers/clients and employees at home 
are prohibited. All communications should be routed through the Company workplaces. 

 

Health and safety for home-workers 

The Company’s health and safety policy applies to home-workers. Employees should refer to the 
separate health and safety policy for more details. 

 

Home-workers are required to comply with a number of health and safety considerations in respect 
of the space utilised as their workplace in their home environment. Home-workers are required to 
attend the office to undergo health and safety training. 

 

Risk assessment 

A risk assessment will be undertaken to determine any relevant risks and to prevent harm to the 
home-worker or anyone else who may be affected by their work, in respect of the workplace itself 
and the working arrangements. The Company may need to check such workplaces from time to time 
as the home-working arrangement proceeds. The Company may require self-assessment of some 
aspects of the workplace and training may be provided as necessary. Any steps necessary from these 
various risk assessments will be undertaken to ensure the home-worker has a safe workplace. 

 

A specific risk assessment will be done on employees who inform the Company that they are 
pregnant. In order for this to take place, home-working employees who become pregnant should 
notify their line manager of their pregnancy immediately. More details about what to do are 
available in the Company’s policy on Maternity. 

 

Moving home 

If employees move home, the hybrid working arrangement will be reassessed. If the Company 
considers that the house move would make, or has made, home-working unsuitable, this may result 
in the home-working period coming to an end. 

 

Electrical equipment 

Home-workers are required to use all equipment supplied by the Company safely and in accordance 
with best practice and manufacturer’s guidelines. The Company will check all Company electrical 
equipment for safety. Home-workers will be responsible for any other electrical equipment used by 
them in their work activities and will continue to be responsible for the safety of electrical sockets 
and wiring in their home. 
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Working hours 

Employees are responsible for ensuring they complete their working hours as defined in their 
contracts of employment whilst working from home.  

 

Working time 

Employees are responsible for ensuring they take their rest breaks as defined in their contracts of 
employment. Working time should be monitored and rest breaks of at least 20 minutes for every six 
hours of working should be taken. 

 

First aid 

First aid equipment will be provided by the Company for the home-worker. Employees are covered 
under the Company’s accident insurance policy in their home. Accidents must be reported 
immediately to the nominated person set out in the Company’s Health and Safety Policy. Employees 
are referred to this policy which contains details on the health and safety obligations including 
RIDDOR, HACCP and COSHH. 

 

Hazardous substances 

The safety of any substances provided by the Company to the home-worker will be suitably labelled 
with the appropriate information supplied in relation to any substances which are hazardous to 
health, so that employees can identify these. 

 

Positioning of equipment 

Training on the ergonomic positioning of IT equipment will be provided during the implementation 
of the home-working arrangement, together with best practice guidance on breaks. The Company 
will provide checklists for this for the benefit of employees. 

 

Employee conduct 

If hybrid working becomes unsuitable due to employee conduct or performance, the home-working 
arrangement may be terminated immediately. Further disciplinary action may also be taken in line 
with Company policy. 
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Maternity Leave 
 

Compulsory Maternity Leave  

This starts on the day of birth and the woman has a minimum of two weeks leave after the birth.  

Ordinary Maternity Leave (OML) 

All pregnant employees are allowed 26 weeks ordinary maternity leave (OML) regardless of their 
service length or working hours. OML can start any time after the 11th week before the expected 
week of childbirth (EWC) and can start as late as the day after the birth. 

Additional Maternity Leave 

All pregnant employees are allowed 26 weeks additional maternity leave (AML) regardless of their 
service length or working hours. AML starts the day after the final day of the 26 weeks OML. All 
pregnant employees are allowed a maximum of 52 weeks maternity leave in total (26 weeks OML 
plus 26 weeks AML) 

Notification Requirements 

To qualify for maternity leave, the employee must tell their Head of Department before the end of 
the 15th week before the EWC, or if they can’t as soon as is reasonably possible, of: 

• Her pregnancy. 

• Her expected week of childbirth (EWC). 

• The date which she aims her ordinary maternity leave to start. 

Keeping in touch days 

Employees can agree to work for up to 10 days during the maternity leave period (not during the 2 
weeks compulsory maternity leave) without losing statutory payments for that week or ending their 
leave. Any work carried out on any day, even an hour, will be “a day’s work”. This will not increase 
the total length of the maternity leave period. 

Returning to work 

An employee who returns to work after ordinary maternity leave has the right to return to the same 
job she had before the absence. She will keep her seniority, pension and similar rights the same and 
other terms and conditions shouldn’t be worse than what they would have been if there was no 
absence. 

Annual Leave 

You will continue to accrue annual leave during OML and AML at the rate specified in your contract 
of employment.  

Antenatal classes 

An employee is allowed, by law, paid time off during normal working hours to have ante-natal care. 
They have this right without any minimum length of service. Ante-natal care includes medical 
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examinations, relaxation, and parent-craft classes. From the second appointment you can ask for a 
certificate confirming the pregnancy and an appointment card, from a registered medical 
practitioner or registered midwife for a medical examination or relaxation class or from a registered 
health visitor for parent-craft classes. 

Pensions 

During OML and paid AML the company will continue to make any employer contributions to the 
pension scheme that it usually makes, based on what your earnings would have been if you had not 
been on maternity leave. Any member contributions you make will be calculated by reference to the 
amount of actual pay you are receiving, and you may wish to increase these contributions to make 
good any shortfall whilst you are in receipt of less than your usual salary. Unless the pension scheme 
rules or your employment contract provide otherwise, any period of unpaid maternity leave, which 
follows a period of paid maternity leave, will not count as pensionable service and the company will 
not make contributions during this time. Subject to the pension scheme rules, you may make 
member contributions during this time. 

 

Keeping in touch 

 

 Shortly before your maternity leave starts, the Company will discuss with you the 
arrangements for covering your work and the opportunities for you to remain in contact 
during your leave. The Company may make reasonable contact with you from time to time 
during your maternity leave. 

 You are permitted to work (including attendance at training sessions) for up to 10 days 
during maternity leave without bringing your maternity leave or SMP entitlement to an end. 
These are referred to as 'Keeping in Touch' or 'KIT' days. The arrangements for any Keeping 
in Touch days (including any payment for these days)  

 These will be agreed between you and the Company, for employed agency workers these 
arrangements will be subject to the client’s agreement. You are not obliged to work any 
Keeping in Touch days nor to attend work for any reason during your maternity leave. For 
health and safety reasons you are not permitted to work at all in the 2 weeks following the 
birth (compulsory maternity leave). 

 Shortly before you are due to return to work, the Company may invite you to have a 
discussion (whether in person or by telephone) about the arrangements for your return to 
work. This may include updating you on any changes that may have occurred, discussing any 
necessary training and discussing any changes to work arrangements. 

 

Deciding not to return 

You are encouraged to notify the Company as soon as possible if you have decided not to return to 
work following maternity leave. If you decide not to return, you should give notice of resignation to 
the Company in accordance with your contract of employment. When you give notice to the 
Company you should ensure that you have sufficient maternity leave left to run (i.e., at least equal 
to your contractual notice period) otherwise you might be required to return to work for the 
remainder of the notice period. 
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Paternity Leave 
 

Length of leave 

Paternity leave is for a maximum of 2 weeks and can only be taken from the date of the child’s birth 
and within 56 days of this or, where the child is born earlier than the expected week, 56 days after 
that. Employees must give you notice of their intention to take paternity leave. Employees may be 
entitled to statutory paternity pay whilst on paternity pay. 

Eligibility 

The employee must have been continuously employed for at least 26 weeks by the end of the 15th 
week before the expected week of childbirth (EWC) or, in the case of an adopted child, for at least 
26 weeks going in to the week the adopter is notified of being matched with a child. 

The employee must be the father of the child or married to, the civil partner or “partner” of the 
child’s mother or adopter. “Partner” means a person, of different or same sex, who lives with the 
mother, or adopter, and the child in an enduring family relationship but is not a relative (classed as a 
parent, grandparent, sister, brother, aunt or uncle of the mother or adopter). 

Returning to work 

An employee who returns to work after paternity leave has the right to return to the same job they 
had before the absence. They will keep seniority, pension and similar rights the same and other 
terms and conditions shouldn’t be worse than what they would have been if there was no absence. 

 

 

 

 

 

 

 

 

 

 

 

 

  



82 
 

Bereavement Leave 
 

The Company recognises that the death of a loved one can be a hard time and so has put the 
following policy in place to support its employees. 

 

Bereavement leave 
 

Two full days paid leave plus one additional funeral day paid leave for the death of a parents, parent 
or child aged 18 years and above. Any additional time off may be requested and taken as paid 
holiday or lieu time. 

 

Parental Bereavement Leave Policy 
 

Introduction 

The purpose of this policy is to set out the organisation’s stance on employee entitlements to 
parental bereavement leave which is effective from 6 April 2020. The organisation understands that 
the death of a child, or a stillbirth, can be one of the most harrowing experiences of someone’s life 
and is committed to providing support to employees who go through this experience. 

 

Eligibility 

Parental bereavement leave is available from day one of employment. It is available to employees 
on the death of a child under the age of 18. Employees may take parental bereavement leave if they 
fall into any one of the following categories: 

 

 a “natural” parent 
 an adoptive parent, and those with whom a child has been placed under the “foster to 

adopt” scheme, provided the placement is ongoing 
 a “natural” parent where the child has been adopted but a Court Order exists to allow the 

“natural” parent to have contact with the child 
 an employee who is living with a child who has entered Great Britain from overseas in 

relation to whom has received official notification that they are eligible to adopt 
 an intended parent under a surrogacy arrangement where it was expected that a parental 

order would be made 
 a “parent in fact” which is someone in whose home the child has been living for a period of 

at least four weeks before the death and has had day to day responsibility for the child, 
subject to exceptions; this category includes guardians and foster parents but does not 
include paid carers 

 the partner of anyone who falls into the above categories, where they live in an enduring 
family relationship with the child and their parent. 
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In addition, parents who suffer a stillbirth after 24 weeks of pregnancy are entitled to take parental 
bereavement leave. 

 

Length of Leave and How It May Be Taken 

A total of two weeks may be taken as parental bereavement leave and the employee may choose to 
take leave as: 

 

 a single block of two weeks 
 two separate blocks of one week 

 

Leave may start on any day of the week and must be taken in whole weeks. It may be taken at any 
time in the 56-week period following the death. 

 

If the employee has suffered a stillbirth after 24 weeks of pregnancy, they are still entitled to take 
the full entitlement to maternity and paternity leave, provided they were eligible to take maternity 
or paternity leave in the first place, in addition to parental bereavement leave. Parental 
bereavement leave cannot be taken at the same time as maternity or paternity leave. 

 

Where more than one child dies or is stillborn, the employee is entitled to two weeks of parental 
bereavement leave in relation to each child. 

 

Notification Requirements 

Leave to be taken within the first 56 days of the death.  

The employee does not need to give any advance notice of taking parental bereavement leave. The 
employee must contact the HR Manager by telephone, email or in person by the time they were due 
to start work on the day they wish leave to begin, or if this is not possible, as soon as is reasonably 
practicable, giving the date of the death, the date on which leave will start and whether one or two 
weeks is to be taken. 

 

Leave to be taken later than the first 56 days since the death 

One week’s advance notice of taking parental bereavement leave is needed, and the employee must 
provide the date of the death, the date on which leave will start and whether one or two weeks is to 
be taken. 

 

Cancelling or Changing Leave Dates 

The employee can cancel a period of leave that has been notified, as long as the period of leave has 
not already started. If the employee wishes to cancel a period of leave which was to begin within the 
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first 56 days of the death, the employee must let us know by their normal start time on the day that 
leave was originally due to start. 

To cancel leave which was to begin later than 56 days after the death, one week’s notice of the 
intended start date is required. 

Employees may also change the start date of leave by following the notice requirements above. 

 

Payment During Leave 

To qualify for statutory parental bereavement, pay, the employee must: 

 

 have been continuously employed with us for at least 26 weeks by the week prior to the 
week in which the child dies 

 have normal average weekly earnings of not less than the lower earnings limit relevant for 
National Insurance purposes 

 still be employed by us on the date the child dies. 
 

Payment will be made at the rate set by the Government each year or 90% of the employee’s 
average weekly earnings (whichever is lower). 

In order to receive statutory parental bereavement, pay, the employee must provide the 
organisation with notice of this and the following information within 28 days, or as soon as is 
reasonably practicable, of the first day on which the employee wishes to receive statutory parental 
bereavement pay: 

 

 the child’s name 
 the date of the death or stillbirth 
 a declaration that the employee falls into the one of the categories listed under Eligibility 

above. 
 

Terms and Conditions During Leave 

During parental bereavement leave, the contract of employment continues as normal, except for 
any terms relating to remuneration. 

 

Right to Return 

An employee returning to work after parental bereavement leave has the right to return to the same 
job as the one, they had before they commenced leave unless the period of leave taken is more than 
26 weeks when added to any other period of statutory leave including maternity, paternity, 
adoption leave etc in relation to the same child and it is not reasonably practicable for them to 
return to the same job. In this case the organisation is obliged to offer them a suitable alternative 
job on terms and conditions that are just as, or more, favourable to them as those of the previous 
job. 
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On their first day back to work, the Head of Department will set time aside to hold an informal 
meeting with the employee to discuss any arrangements regarding their return to work and any 
additional support the organisation may be able to offer them. 
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Adoption Leave 
 

Policy Statement  

The organisation encourages employees to have a balance between their work and family 
commitments, believing that it ensures a more effective and efficient workforce.  

 
This Adoption Leave Policy has been developed to provide employees with guidance as to their 
entitlements and the procedure to follow for adoption leave.  

 
Adoption leave is the right to take paid leave when a child up to 18 years of age is newly placed with 
an employee for adoption. No employee will be treated less favourably, suffer detriment, or be 
dismissed because he or she requests, or takes, adoption leave.  

 
However, the misuse of adoption leave (such as the use of leave for reasons other than to care for 
the child or failure to follow the correct procedure) may result in disciplinary action.  

 

Procedure  

 

Eligibility  

To qualify for adoption, leave an employee will need to satisfy the following conditions. The 
employee must:  

 
 be newly matched with a child for adoption by an approved adoption agency  
 have worked continuously for the organisation for 26 weeks leading into the week in which 

he or she is notified of being matched with a child for adoption  
 forward his or her Matching Certificate from the adoption agency to the HR department 28 

days before he or she wishes the adoption would leave to commence (this is evidence of 
adoption to qualify for entitlement to adoption leave and pay)  

 
Where a couple adopt a child jointly, only one of them is entitled to take adoption leave and the 
couple can choose which. The other parent may, depending on his or her circumstances, be entitled 
to paternity leave.  

 
Entitlement to Leave  

The primary rationale for adoption leave is to ensure that the new parent can take time off work to 
bond with the child once he or she starts living with the adoptive parent.  
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Adoption leave and pay is available to:  

 
• individuals who adopt  
• one member of a couple where a couple adopt jointly (the couple may choose which partner 

takes adoption leave).  
 
Those who are eligible are entitled to up to a total of 52 weeks’ leave as follows: 

 
• 26 weeks’ ordinary adoption leave 
• 26 weeks’ additional adoption leave. 

 
Employees can choose to start their leave on:  

 
• the date of the child’s placement 
• a fixed date which can be up to 14 days before the expected date of placement  
• any day of the week.  

 
Employees are only entitled to one period of adoption leave even if more than one child is placed for 
adoption at the same time.  

 
Employees must notify the HR Department that they intend to take adoption leave within seven 
days of being notified by the adoption agency that they have been matched with a child for 
adoption, or as soon as reasonably practicable.  

 
Employees must tell the organisation when:  

 
• the child is expected to be placed with them  
• they want their adoption leave to start.  

 
Should employees wish to change the date on which they want their leave to start they must give at 
least 28 days’ notice of the revised start date. 

 
Entitlement to Pay  

The first 39 weeks of adoption leave is paid at the statutory adoption pay (SAP) rate or 90% of 
average weekly earnings if these are less than this sum.  

 
The remainder of the adoption leave is unpaid.  

 
Should the employee not qualify for SAP he or she may be able to seek financial support from the 
local authority. Additional financial support may be available through:  

 housing benefits 



88 
 

 council tax benefits 
 tax credits.  

 

Rights during Adoption Leave  

An employee on either ordinary or additional adoption leave has the right to the continuation of all 
contractual terms and conditions of employment, except pay. These will include, for example, 
accrual of holiday entitlement, retention of company car, use of company mobile phone, etc, that 
would have applied but for the employee’s absence. Although not entitled to be paid, the employee 
may qualify for statutory adoption pay.  

 
Keeping in Touch Days  

The organisation may, at its discretion, offer an employee on adoption leave the opportunity to do 
some work for up to 10 “keeping in touch days” (KIT days). These days may be either separate days 
or one or more blocks of several days. Examples include the opportunity to attend a relevant training 
course or a request to attend a departmental meeting. An employee offered such work is not 
obliged to agree to do it. If, however, he or she does agree, his or her manager will discuss the terms 
of the work assignment including what he or she will be paid. Agreeing to work for up to ten keeping 
in touch days will not affect the employee’s SAP entitlement, or his or her entitlement to continue 
on adoption leave until the due return date.  

 
Returning to Work  

It is presumed that employees will return to work at the end of their full adoption leave entitlement. 
However, if they intend to return to work before the end of the adoption leave period, they must 
write to the HR department giving at least eight weeks’ notice of their intended date of return. If the 
employee fails to do so, the organisation may delay his or her return until the eight-week period has 
expired, or the end of the ordinary or additional adoption leave period, whichever is earlier.  

 
An employee is entitled to return to the same job as before on the same terms and 
conditions of employment at the end of ordinary adoption leave, unless a redundancy 
situation arises.  
 
An employee is entitled to return to the same job at the end of his or her additional adoption leave, 
unless it is not reasonably practicable for the employer to allow him or her to do so. In such 
circumstances he or she will be offered a suitable alternative position, on no worse terms and 
conditions.  

 
If an employee cannot return to work at the end of his or her full adoption leave period because of 
illness, he or she should follow the normal contractual procedures for sickness absence as laid out in 
the terms and conditions of employment. 
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If an employee does not wish to return to work after adoption leave, he or she is required to give the 
organisation notice in accordance with his or her contractual notice period, as set out in his or her 
terms and conditions of employment.  

 
The organisation may make reasonable contact with an employee to plan his or her return to work.  

 
Overseas Adoptions  

Employees who are adopting a child from overseas are entitled to take adoption leave if they have 
worked for the organisation for at least 26 weeks at the time the adoption leave is to start, they are 
the adopter and they have received official notification from the central authority that it has, or is 
prepared to, issue a certificate that the employee has been approved as being eligible to adopt and 
has been assessed and approved as a suitable adoptive parent.  

 
The length of adoption leave, the entitlement to pay, the rights during adoption leave, the 
entitlement to KIT days and the rights on return to work are the same as for an employee who is 
adopting in the UK.  

 
There are three stages to the notification process:  

 
• the employee should tell the General Manager the date when official notification has been 

received, and also tell them about the date on which the child is due to enter the UK.  
• If the employee has worked for the organisation for 26 weeks or more, they must inform the 

HR department within 28 days of receiving notification. If the employee has worked for the 
organisation for less than 26 weeks, they must tell the HR department within 28 days of 
completing 26 weeks’ service. 

• the employee must give at least 28 days’ notice of the date on which he or she wants 
adoption to leave and pay to start. This cannot start before the child enters the UK. This 
information can be given at the first stage of the notification process if it is known at this 
time. If the employee changes their mind about this date at least 28 days’ notice must be 
given. 

• the employee must tell the General Manager when the child enters the UK and must do this 
within 28 days of entry. If the employee is claiming adoption pay evidence of entry must be 
given (e.g., a visa stamp).  

 
Procedure for Adoption Leave  

Employees should:  

 
• inform the General Manager that they are adopting a child within seven days of being 

notified of the match with the child and confirm when the child is expected to be placed 
with them and when they want their adoption to leave to commence and forward their 
Matching Certificate as proof.  
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The HR department/ Line Manager should:  
 

• send the employee a confirmation letter detailing his or her adoption leave, and statutory 
adoption pay entitlements  

• inform payroll and the pension administrator.  
 
The employee must:  
 

• give eight weeks’ notice, if he or she intends to return before the end of his or her full 
adoption leave entitlement, or  

• give contractual notice of termination if he or she intends not to return to work after 
adoption leave.  
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Menopause 
 

Introduction 

Menopause is the time during a woman’s life when menstruation permanently and naturally stops. It 
is defined as occurring when the individual has experienced no periods for 12 consecutive months. 
However, changing hormone levels can cause issues months or even years before the menopause. 
This is known as the perimenopause. 

Also referred to as “the change of life”, the menopause and perimenopause can cause a chain 
reaction of physical and psychological side effects to a woman’s body. As a company, we have a duty 
to ensure the health, safety and welfare of all of our employees under the Health and Safety at 
Work, etc Act 1974. In addition, the Equality Act 2010 outlines that individuals must not be 
discriminated against due to any form of disability and we recognise that the symptoms of the 
menopause may constitute a disability. We are committed to ensuring appropriate support and 
assistance is provided to any employee who is going through the menopause. 

The purpose of this policy is to assist with creating an open and honest workplace where line 
managers and employees can discuss any issues associated with the menopause, and to ensure the 
necessary support is known and offered to employees when needed. 

 

Employee responsibilities 

Reporting any issues 

It is important that, as an employee, you prioritize your personal health and wellbeing. If you are 
struggling with any aspect of your role as a result of symptoms associated with the menopause, you 
should report any concerns you may have to your manager, who will treat the matter with complete 
confidence. 

Physical symptoms of the menopause can vary but can include the following: 
 

• hot flushes 
• insomnia 
• fatigue 
• poor concentration 
• headaches 
• skin irritation 
• urinary problems. 
 
As a result of the above, or as an extension of the hormone imbalance, individuals going through the 
menopause can also experience psychological difficulties, including: 

• depression 
• anxiety 
• panic attacks 
• mood swings 
• irritability 
• problems with memory and concentration, i.e., “brain fog” 
• loss of confidence. 
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In order to ensure we can provide you with the best support possible we encourage you to be open 
and honest in these conversations. 
 

Supporting colleagues 

There is an expectation on all employees to conduct themselves in a helpful and open-minded 
manner towards colleagues. 

We maintain a zero-tolerance approach to bullying and harassment and will treat any and all 
complaints seriously. If you feel that you have been mistreated in any way by a colleague because of 
matters related to the menopause, please make your concerns known to the HR Manager.  

 

Employer responsibilities 

Approachability 

When responding to an employee experiencing difficulties caused by menopause, line managers will 
maintain an open-door policy so that employees feel comfortable in approaching them. They will 
support you to talk openly about your current situation and will not make presumptions about how 
it is affecting you. 

Discussion 

During any discussions, your line manager will consider your individual situation and evaluate if any 
adjustments can be made. Your individual needs will be addressed sensitively, and confidentiality 
will be maintained. 

Line managers will also arrange follow up sessions in order to evaluate the effectiveness of any 
adjustments put in place. 

We understand that you may feel uncomfortable discussing personal information with your line 
manager. If this is the case you are encouraged to discuss your situation with another senior 
member of staff, or the HR Manager.  

 
Workplace adjustments 

In order to assist you in your daily duties, we will explore making adjustments to your role or 
working environment with the aim of reducing the effect that the menopause is having on you. We 
acknowledge that the menopause affects each individual in different ways so no adjustment will be 
made without fully discussing it with you first. 

Examples of adjustments include: 

• changing the location of the employee so they are closer to toilet facilities or away from hot 
and cold spots around the office 

• implementing further temperature control, such as access to a fan 
• assessing how work is allocated and whether the employee is affected at particular points of 

the day 
• allowing additional rest breaks 
• considering flexible working hours or allowing the employee to work from home 
• making allowances for additional needs for sickness absence. 
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Once the adjustments are agreed, they will be reviewed on an ongoing basis to ensure they are 
having the required effect. 

The Company is legally obliged by the Equality Act 2010 to make reasonable adjustments to an 
employee’s role or working conditions if they have a disability that places them at a disadvantage 
when performing their role and we will ensure compliance with our obligations in this regard. 
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Andropause 
 

Introduction 

Andropause is defined as changes in psychological or physical health in males, attributed to age-
related hormonal changes, or lifestyle or psychological problem, negatively impacting on health. 

Also referred to as ‘male menopause’, andropause can cause a chain reaction of physical and 
psychological side effects. As a company, we have a duty to ensure the health, safety, and welfare of 
all of our employees under the Health and Safety at Work Act 1974. In addition, the Equality Act 
2010 outlines that individuals must not be discriminated against due to any form of disability and we 
recognise that the symptoms of andropause may constitute a disability. We are committed to 
ensuring appropriate support and assistance is provided to any employee who is going through 
andropause.  

The purpose of this policy is to assist with creating an open and honest workplace where line 
managers and employees can discuss any issues associated with andropause, and to ensure the 
necessary support is known and offered to employees when needed. 

 

Employee responsibilities 

It is important that, as an employee, you prioritise your personal health and wellbeing. If you are 
struggling with any aspect of your role as a result of symptoms associated with andropause, you 
should report any concerns you may have to your Line Manager, who will treat the matter with 
complete confidence.   

 
Physical symptoms of andropause can include the following:  

 
• insomnia   
• loss of muscle mass and reduced ability to exercise  
• fat redistribution, such as developing a largebelly or gynaecomastia 
• a general lack of enthusiasm or energy  
• difficulty sleeping (insomnia) or increased tiredness.  

 
As a result of the above, or as an extension of the hormone imbalance, individuals going through 
andropause can also experience psychological difficulties, including:  

 
• depression  
• anxiety  
• poor concentration and short-term memory  
• mood swings  
• irritability  
• problems with memory.  
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In order to ensure we can provide you with the best support possible we encourage you to be open 
and honest in these conversations. There is an expectation on all employees to conduct themselves 
in a helpful and open-minded manner towards colleagues.  

We maintain a zero-tolerance approach to bullying and harassment and will treat any and all 
complaints seriously. If you feel that you have been mistreated in any way by a colleague because of 
matters related to andropause, please make your concerns known to your Line Manager. 

 
Employer Responsibilities   

When responding to an employee experiencing difficulties caused by andropause, line managers will 
maintain an open door policy so that employees feel comfortable in approaching them. They will 
support you to talk openly about your current situation and will not make presumptions about how 
it is affecting you. During any discussions, your line manager will consider your individual situation 
and evaluate if any adjustments can be made. Your individual needs will be addressed sensitively, 
and confidentiality will be maintained. Line managers will also arrange follow up sessions in order to 
evaluate the effectiveness of any adjustments put in place.   

 
We understand that you may feel uncomfortable discussing personal information with your line 
manager. If this is the case, you are encouraged to discuss your situation with another senior 
member of staff.  

 
In order to assist you in your daily duties, we will explore making adjustments to your role or 
working environment with the aim of reducing the effect that andropause is having on you. We 
acknowledge that andropause affects each individual in different ways so no adjustment will be 
made without fully discussing it with you first.   

 
Examples of adjustments include:   

 
• conducting a risk assessment to identify any particular areas that are a detriment to 

individuals going through andropause   
• assessing how work is allocated and whether the employee is affected at particular points of 

the day   
• allowing additional rest breaks  
• considering flexible working hours or allowing the employee to work from home   
• making allowances for additional needs for sickness absence.   

 
Once the adjustments are agreed, they will be reviewed on an ongoing basis to ensure they are 
having the required effect.   

 
The Company is legally obliged by the Equality Act 2010 to make reasonable adjustments to an 
employee’s role or working conditions if they have a disability that places them at a disadvantage 
when performing their role and we will ensure compliance with our obligations in this regard.  
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Jury Service 
 

If you the employee has been called for jury service, you must inform your Head of Department as 
soon as possible providing your letter sent with your jury summons which will be sent directly to the 
HR Manager.  

 

Time off for jury service will be unpaid. You can put in a claim through the court for loss of earnings 
and you will be able to claim for food and drink whilst at court as well as any expenses in resent of 
the cost of the journey to and from court.  

You must ensure that the form for loss of earnings from the court is passed onto your Head of 
Department for completion. 

 

Whilst you are on jury service you must keep us informed of the likely length of time that you expect 
to be absent from work on account of jury service. If on any particular day you are not required by 
the court, you are expected to return to work for the remainder of that day. 

 

Deferral 

We reserve the right to request you to defer your jury summons if there is a substantial injury to the 
business. You must apply for the deferral and your Head of Department will write a supporting letter 
to accompany your application.  
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GDPR Data Protection 
 

Data protection policies 

Employers will process large amounts of data relating to their workforce, from application forms and 
CVs during the recruitment process, to payroll details during employment, and references sent to 
prospective employers after employment ends. 

To ensure compliance with complex data protection legislation, this data protection policy can be 
used to set out how data will be processed by the company, including security, notifications of data 
breaches and what internal procedures are followed. 

The employee privacy notice can be used as part of data protection measures to explain to 
employees how their data is used by the business and what rights they have in relation to this data. 

This document comprises of the following: 

1. Data protection policy (GDPR compliant) 

2. Employee privacy notice (GDPR compliant) 

Data protection policy (GDPR compliant) 

Aim and scope of policy 

This policy applies to the processing of personal data in manual and electronic records kept by the 
Company in connection with its human resources function as described below. It also covers the 
Company’s response to any data breach and other rights under the General Data Protection 
Regulation. 

This policy applies to the personal data of job applicants, existing and former employees, 
apprentices, volunteers, placement students, workers and self-employed contractors. These are 
referred to in this policy as relevant individuals. 

“Personal data” is information that relates to an identifiable person who can be directly or 
indirectly identified from that information, for example, a person’s name, identification 
number, location, online identifier. It can also include pseudonymised data. 

“Special categories of personal data” is data which relates to an individual’s health, sex life, sexual 
orientation, race, ethnic origin, political opinion, religion, and trade union membership. It also 
includes genetic and biometric data (where used for ID purposes). 

“Criminal offence data” is data which relates to an individual’s criminal convictions and offences. 

“Data processing” is any operation or set of operations which is performed on personal data or on 
sets of personal data, whether or not by automated means, such as collection, recording, 
organisation, structuring, storage, adaptation or alteration, retrieval, consultation, use, disclosure by 
transmission, dissemination or otherwise making available, alignment or combination, restriction, 
erasure or destruction. 
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The Company makes a commitment to ensuring that personal data, including special categories of 
personal data and criminal offence data (where appropriate) is processed in line with GDPR and 
domestic laws and all its employees conduct themselves in line with this, and other related, policies. 
Where third parties process data on behalf of the Company, the Company will ensure that the third 
party takes such measures in order to maintain the Company’s commitment to protecting data. In 
line with GDPR, the Company understands that it will be accountable for the processing, 
management and regulation, and storage and retention of all personal data held in the form of 
manual records and on computers. 

Types of data held 

Personal data is kept in personnel files or within the Company’s HR systems. The following types of 
data may be held by the Company, as appropriate, on relevant individuals: 

• name, address, phone numbers - for individual and next of kin 
• CVs and other information gathered during recruitment 
• references from former employers 
• national insurance numbers 
• job title, job descriptions and pay grades 
• conduct issues such as letters of concern, disciplinary proceedings 
• holiday records 
• internal performance information 
• medical or health information 
• sickness absence records 
• tax codes 
• terms and conditions of employment 
• training details. 

 
Relevant individuals should refer to the Company’s privacy notice for more information on the 
reasons for its processing activities, the lawful bases it relies on for the processing and data 
retention periods. 
 

Data protection principles 

All personal data obtained and held by the Company will: 

• be processed fairly, lawfully and in a transparent manner 
• be collected for specific, explicit, and legitimate purposes 
• be adequate, relevant and limited to what is necessary for the purposes of processing 
• be kept accurate and up to date. Every reasonable effort will be made to ensure that inaccurate 

data is rectified or erased without delay 
• not be kept for longer than is necessary for its given purpose 
• be processed in a manner that ensures appropriate security of personal data including protection 

against unauthorised or unlawful processing, accidental loss, destruction or damage by using 
appropriate technical or organisation measures 

• comply with the relevant GDPR procedures for international transferring of personal data. 
In addition, personal data will be processed in recognition of an individuals’ data protection rights, 
as follows: 
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• the right to be informed 
• the right of access 
• the right for any inaccuracies to be corrected (rectification) 
• the right to have information deleted (erasure) 
• the right to restrict the processing of the data 
• the right to portability 
• the right to object to the inclusion of any information 
• the right to regulate any automated decision-making and profiling of personal data. 

 

Procedures 

The Company has taken the following steps to protect the personal data of relevant individuals, 
which it holds or to which it has access: 

• it appoints or employs employees with specific responsibilities for: 

a. the processing and controlling of data 
b. the comprehensive reviewing and auditing of its data protection systems and procedures 
c. overviewing the effectiveness and integrity of all the data that must be protected. 

 
There are clear lines of responsibility and accountability for these different roles. 

• it provides information to its employees on their data protection rights, how it uses their personal 
data, and how it protects it. The information includes the actions relevant individuals can take if 
they think that their data has been compromised in any way 

• it provides its employees with information and training to make them aware of the importance of 
protecting personal data, to teach them how to do this, and to understand how to treat 
information confidentially 

• it can account for all personal data it holds, where it comes from, who it is shared with and also 
who it might be shared with 

• it carries out risk assessments as part of its reviewing activities to identify any vulnerabilities in its 
personal data handling and processing, and to take measures to reduce the risks of mishandling 
and potential breaches of data security. The procedure includes an assessment of the impact of 
both use and potential misuse of personal data in and by the Company 

• it recognises the importance of seeking individuals’ consent for obtaining, recording, using, sharing, 
storing and retaining their personal data, and regularly reviews its procedures for doing so, 
including the audit trails that are needed and are followed for all consent decisions. The Company 
understands that consent must be freely given, specific, informed and unambiguous. The Company 
will seek consent on a specific and individual basis where appropriate. Full information will be given 
regarding the activities about which consent is sought. Relevant individuals have the absolute and 
unimpeded right to withdraw that consent at any time 

• it has the appropriate mechanisms for detecting, reporting and investigating suspected or actual 
personal data breaches, including security breaches. It is aware of its duty to report significant 
breaches that cause significant harm to the affected individuals to the Information Commissioner, 
and is aware of the possible consequences 

• it is aware of the implications of international transfer of personal data.  
 
Access to data 
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Relevant individuals have a right to be informed whether the Company processes personal data 
relating to them and to access the data that the Company holds about them. Requests for access to 
this data will be dealt with under the following summary guidelines: 

• a form on which to make a subject access request is available from the General Manager. The 
request should be made to the HR Manager. 

• the Company will not charge for the supply of data unless the request is manifestly unfounded, 
excessive or repetitive, or unless a request is made for duplicate copies to be provided to parties 
other than the employee making the request 

• the Company will respond to a request without delay. Access to data will be provided, subject to 
legally permitted exemptions, within one month as a maximum. This may be extended by a further 
two months where requests are complex or numerous. 

 
Relevant individuals must inform the Company immediately if they believe that the data is 
inaccurate, either as a result of a subject access request or otherwise. The Company will take 
immediate steps to rectify the information. 
For further information on making a subject access request, employees should refer to our Subject 
Access Request policy, available from the HR Manager.  

Data disclosures 

The Company may be required to disclose certain data/information to any person. The 
circumstances leading to such disclosures include: 

• any employee benefits operated by third parties 
• disabled individuals - whether any reasonable adjustments are required to assist them at work 
• individuals’ health data - to comply with health and safety or occupational health obligations 

towards the employee 

• for Statutory Sick Pay purposes 

• HR management and administration - to consider how an individual’s health affects his or her 
ability to do their job 

• The smooth operation of any employee insurance policies or pension plans 

These kinds of disclosures will only be made when strictly necessary for the purpose. 

Data security 

The Company adopts procedures designed to maintain the security of data when it is stored and 
transported. More information can be found in its Data Transfer Security Policy, available from the 
HR Manager. 

In addition, employees must: 

• ensure that all files or written information of a confidential nature are stored in a secure manner 
and are only accessed by people who have a need and a right to access them 
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• ensure that all files or written information of a confidential nature are not left where they can be 
read by unauthorised people 

• check regularly on the accuracy of data being entered into computers 
• always use the passwords provided to access the computer system and not abuse them by passing 

them on to people who should not have them 
 

Personal data relating to employees should not be kept or transported on laptops, USB sticks, or 
similar devices, unless authorised by the General Manager or the Director of the company. Where 
personal data is recorded on any such device it should be protected by: 

• ensuring that data is recorded on such devices only where absolutely necessary. 
• using an encrypted system — a folder should be created to store the files that need extra 

protection and all files created or moved to this folder should be automatically encrypted. 
• ensuring that laptops or USB drives are not left lying around where they can be stolen. 

 
Failure to follow the Company’s rules on data security may be dealt with via the Company’s 
disciplinary procedure.  
Appropriate sanctions include dismissal with or without notice dependent on the severity of the 
failure. 

International data transfers 

The Company does not transfer personal data to any recipients outside of the EEA. 

Breach notification 

Where a data breach is likely to result in a risk to the rights and freedoms of individuals, it will be 
reported to the Information Commissioner within 72 hours of the Company becoming aware of it 
and may be reported in more than one instalment. 

Individuals will be informed directly in the event that the breach is likely to result in a high risk to the 
rights and freedoms of that individual. 

If the breach is sufficient to warrant notification to the public, the Company will do so without undue 
delay. 

Training 

New employees must read and understand the policies on data protection as part of their induction. 

All employees receive training covering basic information about confidentiality, data protection and 
the actions to take upon identifying a potential data breach. 

The nominated data controller/auditors/protection officers for the Company are trained 
appropriately in their roles under the GDPR. 
All employees who need to use the computer system are trained to protect individuals’ private data, 
to ensure data security, and to understand the consequences to them as individuals and the 
Company of any potential lapses and breaches of the Company’s policies and procedures. 
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Records 

The Company keeps records of its processing activities including the purpose for the processing and 
retention periods in its HR Data Record. These records will be kept up to date so that they reflect 
current processing activities. 

Data protection compliance 

The General Manager is the Company’s appointed compliance officer in respect of its data 
protection activities.  

Employee Privacy Notice 

Employee privacy notice (GDPR compliant) 

The Company is aware of its obligations under the General Data Protection Regulation (GDPR) and is 
committed to processing your data securely and transparently. This privacy notice sets out, in line 
with GDPR, the types of data that we hold on to you as an employee of the Company. It also sets out 
how we use that information, how long we keep it for and other relevant information about your 
data. 

This notice applies to current and former employees, workers and contractors. 

Data controller details 

The Company is a data controller, meaning that it determines the processes to be used when using 
your personal data. Our contact details are as follows: Redesdale Arms Holdings, The Redesdale 
Arms Hotel, High Street, Moreton in Marsh, GL56 0AW. 

Data protection principles 

In relation to your personal data, we will: 

• process it fairly, lawfully and in a clear, transparent way 
• collect your data only for reasons that we find proper for the course of your employment in ways 

that have been explained to you  only use it in the way that we have told you about  ensure it is 

correct and up to date  keep your data for only as long as we need it 

• process it in a way that ensures it will not be used for anything that you are not aware of or 
have consented to (as appropriate), lost or destroyed 
 
Types of data we process 
 

We hold many types of data about you, including  

• your personal details including your name, address, date of birth, email address, phone numbers 
• your photograph 
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• gender 
• marital status 

• dependants, next of kin and their contact numbers 

• medical or health information including whether or not you have a disability 

• information used for equal opportunities monitoring about your sexual orientation, religion or 
belief and ethnic origin 

• information included on your CV including references, education history and employment history 

• documentation relating to your right to work in the UK 

• driving licence 

• bank details 

• tax codes 

• National Insurance number 

• current and previous job titles, job descriptions, pay grades, pension entitlement, hours of work 
and other terms and conditions relating to your employment with us 

• letters of concern, formal warnings and other documentation with regard to any disciplinary 
proceedings 

• internal performance information including measurements against targets, formal warnings and 
related documentation with regard to capability procedures, appraisal forms 

• leave records including annual leave, family leave, sickness absence etc 

• details of your criminal record 

• training details 

• CCTV footage 

• Clocking records.  

How we collect your data 

We collect data about you in a variety of ways and this will usually start when we undertake a 
recruitment exercise where we will collect the data from you directly. This includes the information 
you would normally include in a CV or a recruitment cover letter, or notes made by our recruiting 
officers during a recruitment interview. Further information will be collected directly from you when 
your complete forms at the start of your employment, for example, your bank and next of kin 
details. Other details may be collected directly from you in the form of official documentation such 
as your driving licence, passport or other right to work evidence. 

In some cases, we will collect data about you from third parties, such as employment agencies, 
former employers when gathering references or credit reference agencies. 

Personal data is kept in personnel files or within the Company’s HR and IT systems. 

 



104 
 

Why we process your data 

The law on data protection allows us to process your data for certain reasons only: 

• in order to perform the employment contract that we are party to 
• in order to carry out legally required duties 
• in order for us to carry out our legitimate interests 
• to protect your interests and 
• where something is done in the public interest. 

 
All of the processing carried out by us falls into one of the permitted reasons. Generally, we will rely 
on the first three reasons set out above to process your data. For example, we need to collect your 
personal data in order to: 
 

• carry out the employment contract that we have entered into with you and 
• ensure you are paid. 
 

We also need to collect your data to ensure we are complying with legal requirements such as: 
 

• ensuring tax and National Insurance is paid 
• carrying out checks in relation to your right to work in the UK and 
• making reasonable adjustments for disabled employees. 

 
We also collect data so that we can carry out activities which are in the legitimate interests of the 
Company. We have set these out below: 
 

• making decisions about who to offer initial employment to, and subsequent internal appointments, 
promotions etc 

• making decisions about salary and other benefits 
• providing contractual benefits to you 
• maintaining comprehensive up to date personnel records about you to ensure, amongst other 

things, effective correspondence can be achieved and appropriate contact points in the event of an 
emergency are maintained 

• effectively monitoring both your conduct and your performance and to undertake procedures with 
regard to both of these if the need arises 

• offering a method of recourse for you against decisions made about you via a grievance procedure 

• assessing training needs 

• implementing an effective sickness absence management system including monitoring the amount 
of leave and subsequent actions to be taken including the making of reasonable adjustments 

• gaining expert medical opinion when making decisions about your fitness for work 
• managing statutory leave and pay systems such as maternity leave and pay etc 
• business planning and restructuring exercises 
• dealing with legal claims made against us 
• preventing fraud 
• ensuring our administrative and IT systems are secure and robust against unauthorised access. 
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Special categories of data are data relating to your: 
 

• health 
• sex life 
• sexual orientation 
• race 
• ethnic origin 
• political opinion 
• religion 
• trade union membership 
• genetic and biometric data. 

 
We must process special categories of data in accordance with more stringent guidelines. Most 
commonly, we will process special categories of data when the following applies: 
 

• you have given explicit consent to the processing 
• we must process the data in order to carry out our legal obligations 
• we must process data for reasons of substantial public interest 
• you have already made the data public. 

 
We will use your special category data: 
 

• for the purposes of equal opportunities monitoring 
• in our sickness absence management procedures 
• to determine reasonable adjustments. 

 
We do not need your consent if we use special categories of personal data in order to carry out 
our legal obligations or exercise specific rights under employment law. However, we may ask for 
your consent to allow us to process certain particularly sensitive data. If this occurs, you will be 
made fully aware of the reasons for the processing. As with all cases of seeking consent from 
you, you will have full control over your decision to give or withhold consent and there will be no 
consequences where consent is withheld. Consent, once given, may be withdrawn at any time. 
There will be no consequences where consent is withdrawn. 
 
Criminal conviction data 

We will only collect criminal conviction data where it is appropriate given the nature of your role and 
where the law permits us. This data will usually be collected at the recruitment stage, however, may 
also be collected during your employment.  

If you do not provide your data to us 

One of the reasons for processing your data is to allow us to carry out our duties in line with your 
contract of employment. If you do not provide us with the data needed to do this, we will be 
unable to perform those duties e.g., ensuring you are paid correctly. We may also be prevented 
from confirming, or continuing with, your employment with us in relation to our legal obligations if 
you do not provide us with this information e.g., confirming your right to work in the UK or, where 
appropriate, confirming your legal status for carrying out your work via a criminal records check. 
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Sharing your data 

Your data will be shared with colleagues within the Company where it is necessary for them to 
undertake their duties. This includes, for example, your line manager for their management of you, 
the HR department for maintaining personnel records and the payroll department for administering 
payment under your contract of employment. 

We share your data with third parties in order to obtain references as part of the recruitment 
process as well as payroll. 

We may also share your data with third parties as part of a Company sale or restructure, or for other 
reasons to comply with a legal obligation upon us. 

We do not share your data with bodies outside of the European Economic Area. 

Protecting your data 

We are aware of the requirement to ensure your data is protected against accidental loss or 
disclosure, destruction and abuse. We have implemented processes to guard against such.  

Where we share your data with third parties, we provide written instructions to them to ensure that 
your data are held securely and in line with GDPR requirements. Third parties must implement 
appropriate technical and organisational measures to ensure the security of your data. 

How long we keep your data for 

In line with data protection principles, we only keep your data for as long as we need it for, which 
will be at least for the duration of your employment with us though in some cases we will keep your 
data for a period after your employment has ended. Retention periods can vary depending on why 
we need your data. 

Automated decision making 

No decision will be made about you solely on the basis of automated decision making (where a 
decision is taken about you using an electronic system without human involvement) which has a 
significant impact on you. 

 
Your rights in relation to your data 

The law on data protection gives you certain rights in relation to the data we hold on you. These are: 

• the right to be informed. This means that we must tell you how we use your data, and this is the 
purpose of this privacy notice 

• the right of access. You have the right to access the data that we hold on you. To do so, you should 
make a subject access request. You can read more about this in our Subject Access Request policy 
which is available from the HR Manager.  

• the right for any inaccuracies to be corrected. If any data that we hold about you is incomplete or 
inaccurate, you are able to require us to correct it 

• the right to have information deleted. If you would like us to stop processing your data, you have 
the right to ask us to delete it from our systems where you believe there is no reason for us to 
continue processing it 
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• the right to restrict the processing of the data. For example, if you believe the data, we hold is 
incorrect, we will stop processing the data (whilst still holding it) until we have ensured that the 
data is correct 

• the right to portability. You may transfer the data that we hold on to you for your own purposes 
• the right to object to the inclusion of any information. You have the right to object to the way we 

use your data where we are using it for our legitimate interests 
• the right to regulate any automated decision-making and profiling of personal data. You have a 

right not to be subject to automated decision making in way that adversely affects your legal rights. 
 

Where you have provided consent to our use of your data, you also have the unrestricted right to 
withdraw that consent at any time. Withdrawing your consent means that we will stop processing 
the data that you had previously given us consent to use. There will be no consequences for 
withdrawing your consent. However, in some cases, we may continue to use the data where so 
permitted by having a legitimate reason for doing so. 
If you wish to exercise any of the rights explained above, please contact the General Manager or HR 
Manager.  

Making a complaint 

The supervisory authority in the UK for data protection matters is the Information Commissioner 

(ICO). If you think your data protection rights have been breached in any way by us, you are able to 

make a complaint to the ICO. The Company’s Data Protection Officer is the HR Manager. 
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GDPR subject access request 
 

Aim 

You have a right, under the General Data Protection Regulation, to access the personal data we hold 
on you. To do so, you should make a written request, and this policy sets out how you should make a 
request, and our actions upon receiving the request. 

Definitions 

“Personal data” is any information relating to an identifiable person who can be directly or indirectly 
identified in particular by reference to an identifier, including your name. 

“Special categories of personal data” includes information relating to: 

• Racial or ethnic origin. 
• Political opinions. 
• Religious or philosophical beliefs. 
• Trade union membership. 
• Physical or mental health conditions. 
• Sex life or sexual orientation. 
• Genetic data. 
• Biometric data. 
 
Making a request 

Although subject access requests may be made verbally, we would advise that a request may be deal 
with more efficiently and effectively if it is made in writing. If you wish to make a request, please use 
the Subject Access Request form. 

Requests that are made directly by you should be accompanied by evidence of your identity. If this is 
not provided, we may contact you to ask that such evidence be forwarded before we comply with 
the request. 

Requests made in relation to your data from a third party should be accompanied by evidence that 
the third party is able to act on your behalf. If this is not provided, we may contact the third party to 
ask that such evidence be forwarded before we comply with the request. 

Fee 

We will normally comply with your request at no cost. However, if the request is manifestly 
unfounded or excessive, or if it is repetitive, we may contact you requesting a fee. This fee must be 
paid in order for us to comply with the request. The fee will be determined at the relevant time and 
will be set at a level which is reasonable in the circumstances. 

In addition, we may also charge a reasonable fee if you request further copies of the same 
information. 
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Information you will receive 

When you make a subject access request, you will be informed of: 

a) whether or not your data is processed and the reasons for the processing of your data. 
b) the categories of personal data concerning you. 
c) where your data has been collected from if it was not collected from you. 
d) anyone who your personal data has been disclosed to or will be disclosed to, including anyone 

outside of the EEA and the safeguards utilised to ensure data security. 
e) how long your data is kept for (or how that period is decided). 
f) your rights in relation to data rectification, erasure, restriction of and objection to processing. 
g) your right to complain to the Office of the Data Protection Commissioner if you are of the 

opinion that your rights have been infringed. 
h) the reasoning behind any automated decisions taken about you. 

 
Circumstances in which your request may be refused 
 
We may refuse to deal with your subject access request if it is manifestly unfounded or excessive, or 
if it is repetitive. Where it is our decision to refuse your request, we will contact you without undue 
delay, and at the latest within one month of receipt, to inform you of this and to provide an 
explanation. You will be informed of your right to complain to Office of the Data Protection 
Commissioner and to a judicial remedy. 

We may also refuse to deal with your request, or part of it, because of the types of information 
requested. For example, information which is subject to legal privilege or relates to management 
planning is not required to be disclosed. Where this is the case, we will inform you that your request 
cannot be complied with, and an explanation of the reason will be provided. 
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COVID-19 Policy 
 

Introduction 

The Company is committed to ensuring the health and safety of all employees, workers and guests. 
This policy sets out the measures the company is taking to comply with the Governments guidance 
document ‘Living with COVID-19’ and continue to keep our employees and guests/ customers safe, 
as well as setting out the steps our employees should take to reduce the transmission of COVID-19. 

 

Infection control measures 

All employees should follow these guidelines from the World Health Organisation on infection 
control, both whilst at work and in their daily lives. This includes: 

 Frequently cleaning their hands by using alcohol based hand rub or soap and water 
 When coughing and sneezing, covering mouth and nose with flexed elbow or tissue, 

throwing this tissue aware immediately and washing their hands 
 Avoiding close contact with anyone who has a fever and cough 

 

Measure we have taken to protect our workforce 

We have introduced a variety of measures to keep you safe and prevent transmission of COVID-19 in 
our workplace. These are: 

 All staff will continue to receive COVID training prior to their first day or on their first day of 
work 

 Enhanced cleaning in place across all departments 
 Staff must follow the non physical contact rule and social distance where possible 
 Guests are encourage to check in online 
 If a guest tests positive for COVID-19 the room will be kept off line for 24 hours and 

housekeeping will service the room with a deep clean 
 All payment are contactless where possible 
 Room service is restricted to the bedroom door only 
 Games must be booked in advance 
 PPE will be provided to all staff and guests 

 
Employees who develop symptoms or test positive for COVID-19 

 Employees may continue to work with COVID-19 symptoms but must wear a face covering at 
all times to cover both the mouth and nose areas 

 Employees may continue to work if they test positive for COVID-19 but must wear a face 
covering at all times to cover both the mouth and nose areas 

 Employees have the right to isolate if they wish. Isolation absences will be unpaid 
 Employees who call in sick should follow our absence procedure in the time off section of 

this handbook 
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 All employees who test positive for COVID-19 should contact the General Manager to inform 
them of their positive test result. 

 
COVID-19 Vaccine 
 

 INTRODUCTION 

A vaccine to prevent serious health effects from coronavirus has been developed and made 
available to the public. The purpose of this policy is to set out our organisation’s stance on the 
vaccine as it affects our workforce and the related rights of our employees.  

VACCINE STATUS 

Individual opinions on vaccines can vary greatly and we appreciate that having a vaccine is generally 
a personal choice, sometimes dictated by personal circumstances such as health or religion. The 
Government has not made the taking of the vaccine mandatory and therefore it remains a voluntary 
exercise.  

OUR STANCE 

As an employer, we have a duty to ensure the safety of our employees.  In addition, the Health and 
Safety at Work etc Act 1974 requires employers to take all reasonably practicable steps to ensure 
the health, safety and welfare at work of all their workers. Despite the extensive measures we have 
taken to ensure that our workplace and our working arrangements are, and continue to be, as 
COVID secure as they can reasonably be, the vaccine provides a greater level of personal safety 
against serious illness.  

Because of this, we encourage our employees to take up the opportunity to have the vaccine when 
it is offered to them.  

We expect our employees to be treated with dignity and respect by their colleagues in relation to 
their decision over the vaccine. The organisation will not accept any bullying or harassment, or 
other unwanted behaviour, against an employee because of their decision.  

MAKING AN INFORMED DECISION 

It is normal that some of our employees may have concerns about having the vaccine. We 
encourage all of our workforce to make an informed decision by paying attention to official 
information sources such as the NHS. We would ask our employees to check the source of any 
information they read about the vaccine as we are aware that there is a certain amount of 
uncertified information available.  

 
HAVING THE VACCINE 

We encourage employees to verify a notification purporting to provide vaccine appointment details 
if this appears suspicious due to a number of scams attempting to gain bank details.  

Employees should notify their Head of Department of their appointment time on each occasion, 
giving as much notice as possible if time off work is needed. Employees may be asked to provide 
written evidence of the appointment date and time to their manager.  
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Vaccine appointments are to be treated in the same way as other medical appointments so, where 
possible, employees should attempt to secure an appointment outside of their normal working 
hours, or as close to the start or the end of the working day as possible. Where time is taken off 
work to attend the appointment, this will be unpaid.  

 

Further COVID-19 information can be found in our COVID-19 policy. 
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Environmental Policy 
 

Environmental Policy 

 
This organisation is committed to improving its environmental performance by complying with 
relevant guidance and regulation and by adopting modern methods of environmental management 
and sustainable development to improve environmental performance, wherever practicable. 
 
Aim of this Policy 

 
The aim of this policy is to enable this organisation to: 
 

 reduce its impact on the environment 
 ensure compliance with environmental legislation and regulations 
 ensure the effectiveness of its environmental management system 
 reduce its use of energy and resources 
 minimise its waste 
 reduce unforeseen environmental risks. 

 
The executive directors of this company are accountable for the effectiveness of its EMS and will 
commit the resources necessary to: 
 

 meet or exceed the requirements of all environmental legislation under which they are 
obligated 

 take all essential measures to prevent pollution 
 maintain the continual improvement of its environmental performance through the regular 

review of its management system. 
 
Waste Management and Recycling 
 
In this business: 
 

 all waste will be segregated into appropriate waste streams prior to disposal 
 all waste appropriate for recycling (i.e., plastics, paper, tins and glass) will be placed in the 

appropriate receptacles ready for collection by recycling services 
 all other domestic waste will be placed inside black waste bags 
 all hazardous or clinical waste will be placed in yellow waste bags in accordance with the 

Clinical Waste Policy 
 all “sharps” will be placed inside purpose-built sharps disposal boxes in accordance with the 

Clinical Waste Policy 
 all electrical waste will be disposed of according to the Waste Electrical and Electronic 

Equipment Regulations (WEEE) 
 discarded furniture and office equipment will be offered to charity for recycling or reuse. 

 
The organisation intends to comply with all current national and local waste management laws, 
policies and procedures. The organisation will liaise regularly with the appropriate local authority 
department to regularly review its performance in this area. 
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Energy Efficiency 
 
To conserve power, staff should: 
 

 turn off non-essential lights and power sources when not in use 
 keep windows and doors closed when using heating 
 report malfunctioning thermostats on radiators immediately. 

 
In addition, the organisation will invest in energy efficient buildings by: 
 

 installing and running energy efficient boilers and heating systems 
 using “smart” metering to monitor usage 
 ensuring that boilers and heating systems are regularly serviced and properly maintained 
 ensuring that energy efficient light bulbs and low power or energy efficient equipment are 

used wherever possible 
 ensuring that all buildings, pipes and lofts are properly insulated and maintained 
 monitoring bills and arranging “green” gas and electricity tariffs. 

 
Water Use and Wastage 
 
In this organisation, water will be metered, and its use monitored. Staff will optimise water use to 
conserve supplies and the company will incorporate water-saving measures as necessary to reduce 
consumption. System failures such as dripping taps and leaking pipes will be reported and 
remediated immediately. 
 
Sustainable Procurement 
 
This organisation will ensure that all resources, goods and services are only bought or contracted 
from organisations and companies who have sustainable use policies in place. Those staff 
responsible for purchasing should ensure that suppliers use environmentally acceptable packaging. 
 
Pollution 
 
Pollution will be minimised by: 
 

 investing in cleaner equipment and processes wherever practicable 
 ensuring that existing equipment is maintained and serviced 
 ensuring that any dangerous substances are used and disposed of properly. 

 
Transport 
 
In this organisation, the environmental impact of transport used will be minimised by: 
 

 ensuring that all vehicles and transports operated by the organisation are serviced regularly 
and are kept in good condition, thus enabling them to run efficiently 

 eliminating the use of vehicles for unnecessary trips 
 encouraging and facilitating vehicle sharing where possible 
 moving to low-emission vehicle use wherever possible 
 supporting staff use of public transport, cycling and walking to travel to and from work. 
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Environmental Management Systems 
 
This organisation will co-ordinate its sustainable development processes through the 
implementation of an appropriate Environmental Management System (EMS). 
 
As part of the organisation’s EMS, it will: 
 

 identify operational aspects and monitor any environmental impacts of the organisations’ 
activities and wastes through the use of an environmental audit 

 set measurable targets to reduce impacts and continually improve environmental 
performance 

 review this policy and environmental performance regularly 
 keep relevant environmental records and reports 
 provide environmental awareness training for staff. 
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Post and Deliveries 
 

Post 

 

1.1 All receptionists will accept post from Royal Mail. 
1.2 All posted that is delivered and is addressed to a specific staff member is not to be opened 

by the receptionist but is to be placed in that staff member’s pigeon hole or tray for 
collection. 

1.3 All post that is not addressed to a specific staff member should be opened by the 
receptionist and then forwarded to the relevant member of staff. 

 

Deliveries 

 

2.1 All receptionists will accept deliveries at the reception area. 

2.2 The receptionist who has accepted the delivery is responsible for ensuring that the delivery is 
given to the correct member of staff and not left unattended. 

3.3 Deliveries are not to be opened by the receptionist if it is addressed to a specific staff member. 

3.4 Deliveries may be opened by the receptionist if they are not addressed to a specific member of 
staff.  

3.5 Staff are required to let the staff member know their delivery has arrived.  
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Lone Worker 
 

Introduction  

The Company seeks to protect those employees who work alone and undertakes to, as far as 
reasonably practicable, minimise the risks to the health and safety of its employees and those who 
may be affected by their activities. 
 
There are many different situations employees find themselves in with regard to lone working, and it 
would be impractical to address each situation individually. 
 
We acknowledge its duty to make sufficient provision for the management of health and safety in 
the workplace and to fully implement the requirements of the Management of Health and Safety at 
Work Regulations by providing the facilities, procedures and resources for a suitable and sufficient 
management system. 
 
This policy sets out the commitments and arrangements of our company for minimising the risk of 
physical and non-physical assaults against employees, risk of injury and improving overall personal 
safety and arrangements for lone working. 
 

Definition- Physical and Non-physical Assault 

Physical assaults – General Baseline Definition: 
“The intentional application of force to the persons of another, without legal justification, resulting in 
physical injury or personal discomfort.” 
 
Physical assaults include being shoved, pushed, punched, kicked, head-butted, but this is not an 
exhaustive list. 
 
Non-physical assault – General Baseline Definition: 
“The use of inappropriate words or behaviour causing distress and/or constituting harassment.” 
 
It is very difficult to provide a comprehensive description of all types of incidents that are covered 
under this definition; however, the following examples would be consistent: 
 

 Offensive language, verbal abuse and swearing which prevents employees from doing 
their job or makes them feel unsafe. 

 Negative, malicious or stereotypical comments. 
 Invasion of personal space. 
 Brandishing of objects or weapons. 
 Near misses i.e., unsuccessful physical assaults. 
 Threats or risk of serious injury to an employee, or visitors. 
 Bullying*, victimisation or intimidation. 
 Stalking. 
 Spitting. 
 Alcohol or drug fuelled. 
 Unreasonable behaviour and non-cooperation. 



118 
 

 Any of the above linked to destruction of or damage to property. 
This is not an exhaustive list 

 
*employee on employee bullying does not fall within the context of this policy. Any such issues 
should be dealt with in accordance with our Bullying and Harassment Policy. 
 
Definition – Lone Working 

Lone working is intended to cover all work proposed to be undertaken alone where the risk to the 
individual lone worker may be increased either by work itself, or by the lack of on-hand support 
should something go wrong. However, it is important that these risks are not over-exaggerated, as 
this can have a detrimental effect, by endangering an unnecessary perception of fear amongst 
employees that is disproportionate to reality. 

 
Lone working can occur: 

 
 During normal working hours at an isolated location within the normal workplace or on site. 

Or 
 When working outside normal working hours. 
 Under both these circumstances, our guidance on lone working will apply. 

 
Employees may find themselves undertaking lone working in a variety of settings, which include: 

 
 Work alone in any given situation without direct access to other colleagues. 
 Travel alone using own vehicle, public transport and / or to and from any place of work. 

 
Policy Statement 

We acknowledge that there may be an increased risk to health and safety of its employees, and 
others when working alone. Risk assessments should be undertaken to identify risk to lone worker 
and measures introduced to minimise risks wherever reasonably practicable.  
 
Managers shall ensure lone working situations are identified, appropriate risk assessments 
undertaken, control measures introduced, and employees are provided with the necessary 
information, instruction and training. 
 

Roles and Responsibilities 

The Directorhas overall responsibility for managing all aspects of health and safety. This 
responsibility has been delegated to the Health and Safety Manager. The managers will ensure 
mechanisms are in place: 

 
 To ensure any risk to a person’s safety is adequately controlled and reduced to the lowest 

level, which is reasonably practicable. 
 To ensure, where necessary, that appropriate risk assessments and safe systems of work are 

in place. 
 To ensure that this policy is adhered to by employees and that resources are available to 

ensure effective implementation. 
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Managers Responsibilities 

Promote and support the aims and objectives of this policy.   

Maintain employee levels and adequate cover when dealing with work related to violence and 
aggression. When there is the foreseeability of the likelihood of an incident occurring, to put into 
place immediate control measures to reduce the risk to the lowest level which is reasonably 
practicable. 

Employee Responsibilities 

All employees have a general duty to take reasonable care of their own safety and that of others 
who may be affected by their actions. 

 
All employees must further ensure that they will: 

 Cooperate with the company to enable it to meet its obligations in respect of the prevention 
of physical and non-physical assaults and the reduction of risks related to lone working. 

 Be vigilant and ensure that nay known or identified risks are immediately reported to their 
line manager as a minimum requirement.  

 To be aware of our of hours arrangements and the details of the on-call rota for managers so 
that immediate contact can be made in the event of an emergency.  

 Report any accident or incident in accordance with the provisions of the incident reporting 
procedure.  

 Attend health and safety related training. 

Summary Policy Statement 

Working alone is not illegal but it can bring additional risks to a work activity. We have developed 
policies and procedures to control risks and protect employees, and employees should follow them. 
Apart from employees being sure that they are capable of doing the job on their own, the three most 
important things to be certain of are that: 
 

 The lone worker has full knowledge of the hazards and risks to which he or she is being 
exposed.  

 A colleague or supervisor knows the whereabouts of a lone worker and what he or she is 
doing.  

 The lone worker knows what to do if something goes wrong. 

 
The activities within this guidance are not exhaustive, consequent risks should be effectively identified 
and managed by management. 
 
The ‘lone worker’ is obligated to follow the outcomes of the risk assessment and consequent agreed 
procedures. 
 
The policy will be reviewed at least annually or when it is considered appropriate to do so. 
 
 

 

 



120 
 

Information Sharing 

It is important that employees have access to good quality information regarding contacts and 
locations so that they can do their job efficiently and safely.  Each manager should ensure that there is 
an appropriate flow of information to and from other sections, especially where there is a higher risk 
of assault. 
 
Employees must also be aware that if, at any stage while working on site, they feel unsafe, they should 
be reporting this to the manager who should update the information as necessary. 
 
Supporting employees after an incident 

Debriefing will take place after serious incidents have occurred affecting personal safety, to establish 
the details of what happened and to provide emotional help to the employee involved. Managers will 
be involved in these debriefing sessions and, where appropriate, confidential counselling will be made 
available through the Occupational Health Service. 
 

Control Points 

One of the most important arrangements of this policy is the requirement for managers to know 
where their employees are up to until they go home, so that their movements can be traced if 
necessary. 
 
It is equally important that this information is available for employees who are called out from home.  
These issues make it necessary from management to provide a Control Point. 
 
The Control Point could be any of, or a mixture of, the following: 

 
A The office, at all times employees are working alone 
B An answer phone checked regularly 
C Nominated person with mobile phone 
D Nominated person at home 

 
The Control Point would be the person or persons who should know the movements of all employees 
when the employee has expressed concern and which their movements to be monitored. 
 
The Control Point would also have the details about the employee so that appropriate steps could be 
taken in the unlikely event of an employee failing to call in. 

 
These details should include, for each employee, their: 

 Name 
 Address, home telephone number and any emergency contact 
 Mobile phone 
 Time started work 
 Car registration, make and model 
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Training 

Employees working alone should know that their safety comes first. They should not be in situations 
which make them feel unsafe. 
 
Monitoring, Audit and Review 

The effectiveness of this by policy will be assessed by incident reporting and follow-up action of 
physical and non-physical assaults and incidents involving lone working. Accidents and incidents will be 
analysed by the Health and Safety Manager and Director.  
 
 
Appendix 2 

Breakdown of vehicles/accidents 

 
If your car breaks down: 

 Stop vehicle where it is safe to do. 
 Turn on your hazard warning lights. 
 Always remember your own safety. 
 Call for assistance. 
 Keep your doors locked and the windows open no more than one-and-a-half inches. 
 If you leave the car, lock it and note its location. If you have a personal attack alarm, take it 

and keep it in your hand. If it is dark, or will be soon, take a torch. 
 Contact office/senior to inform them of the situation. 
 Contacts clients to inform them of the delay/cancellation via office. 

 
If you are involved in an accident: 
 You are legally required to stop if you collide with another person, car, property or livestock. 
 Check if anybody is injured. 
 If medical attention is required, summon help immediately. 

 
 

Appendix 3 

Procedure in the event of an employee not calling in at the end of a shift 

 
The following information should be at hand at the Control Point:- 
 Name 
 Address 
 Home Telephone No. 
 Mobile Telephone No. 
 Emergency contact details 
 Car details (registration, make, model, colour) 
 Expected time of call-in 
 List of addresses/telephone numbers for tenants, or details of journey being undertaken 
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Initial response:- 
The Control Point, after allowing reasonable time for an overdue call-in, should attempt to track the 
employee’s movements by using the information above, until found. 
 
Escalation: 
If, however, at any time the Control Point becomes sufficiently concerned for the safety of an 
employee, an escalation procedure must be in place. 
 
This escalation could be to:- 
 Line manager 
 Directors 
 Directly to the Police 

 
The police are happy to act on a ‘missing person’ with immediate affect providing the Company has 
made every effort to trace the person concerned AND can justify their cause for concern. 
 
Appendix 4 

Travelling to or from a site 

 
 Keep your car maintained and topped up with fuel. 
 Know where you are going as much as possible. 
 Allow plenty of time for your journey. 
 Drive defensively to avoid road rage incidents. 
 You may feel safer if you keep your doors locked whilst in the car. 
 Keep windows and sunroofs closed whilst in stationary or slow-moving traffic. 
 Hide bags, telephones and equipment as much as possible. 
 Park as near to the premises as possible. 
 Park in a well-lit area, preferably facing the direction you will need to leave in. 
 Be aware of the nearest place of safety (e.g., Police Station, shops or petrol station). 
 Glance around before unlocking and opening your car door. 
 Lock the car door and make your way to the premises concerned avoiding subways, alleys 

and open land as much as possible. 
 When leaving the premises, have your car keys ready in your hand. 

 
Note: 

    Always consider your own personal safety if you come across an incident/accident. 
 Be wary of people trying to flag you down by pointing at your car indicating that something 

is wrong. If the car seems in good working order to you, acknowledge their gesture and drive 
immediately to the nearest populated area to check the car. 
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Appendix 1 

Summary Flowchart for Ensuring the Safety of Lone Workers 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

Have you identified situations 
in which lone working arises? 

Consider work: 

- at isolated sites/locations 
- outside normal hours 

Have suitable risk 
assessments been carried out 
and safe work arrangements 

been decided upon? 

Has outcome of assessment 
been recorded? 

Can risk be controlled by one 
person? 

- is the lone worker at 
additional risk 

- is training required? 
- is the lone worker 

competent? 
- have you considered 

supervision? 
- included contingency 

plans? 
- considered 

emergencies? 

Are all necessary safe working 
arrangements in place? 

Work can start 

Supervise and monitor worker 

Review Assessment 

Physical Safeguards 

- System of work 
- Training 
- Supervision/monitoring 

arrangement 

Feedback from lone worker 


