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1. Introduction 

 

Mortimer Childe Limited has issued this Employee Manual in order to assist with compliance of legal obligations, to 

regulate employee’s relationships with the Company and each other, and to ensure equal treatment of all employees 

by the Company. 

 

This Employee Manual does not have contractual effect. However, it is intended to help employees understand their 

obligations and the requirements of the work place. It is imperative that all employees read the manual at the time it 

is provided to them. If any clarification is needed, please consult your Client Relationship Manager. 

 

The contents of this manual are non-contractual and the Company reserves the right to make changes at any time. 

Any such changes will be notified to employees in writing as soon as possible before the changes take effect. 

 

The policies and procedures of the Company are important and employees are required to comply with all their 

terms. Any non-compliance in respect of any policy could lead to disciplinary action being taken against an employee 

and in more serious cases could lead to dismissal without notice. Employees should note the risk of disciplinary 

action generally which relates to breach of any policy, and this is not limited to policies where the Company has felt 

it particularly important to emphasise the risk of any particular action. Where there is any breach of a policy it will 

be dealt with under the Company Disciplinary Procedure – see section 2. 

 

Nothing in this document affects or is intended to affect the terms set out in a contract of employment. 

 

In this Employee Manual words importing one gender include all other genders and words importing the singular 

include the plural and vice versa. 

 

Some terms used throughout this manual: 

 

“The Company” means Mortimer Childe Ltd 

“Immediate Manager”  means the person to whom an employee reports to on normal everyday   

   activities 
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1. Introduction and general principles  

 

This Disciplinary Procedure provides for sanctions to be applied for breach of any of the provisions contained in a 

contract of employment and the Company’s Rules and Regulations (particularly failure to meet the Company’s 

standards of job performance, conduct (whether during work hours or not) and attendance). This procedure is not 

contractual but applies to all employees who should familiarise themselves with its provisions. 

 

1.1 Any part of the procedure may be invoked at any level including summary dismissal depending on the 

seriousness of a breach. 

 

1.2 Applicable sanctions will depend on whether the breach amounts to minor, serious or gross misconduct. 

Gross misconduct can be defined as misconduct serious enough to destroy the employee/employer 

relationship or make the working relationship and mutual trust difficult. 

 

1.3   Even though it is impossible to highlight all incidents that may be viewed as minor, serious or gross 

misconduct, examples are provided in Appendix A at the end of the Disciplinary Procedure section. For the 

avoidance of doubt, this list is not exhaustive. 

 

1.4 Disciplinary matters shall be dealt with without unreasonable delay, and where possible, the employee shall be 

given advance written notification of any allegations being made against him together with, where available and 

practical, any supporting evidence. The employee should also be allowed to challenge the allegations and 

evidence before decisions are reached.   

 

1.5 Disciplinary action will not be taken until the matter has been investigated and the employee given the 

opportunity of responding to the issues raised. For the avoidance of doubt this provision does not prevent the 

Company from suspending an employee or from holding a meeting with the employee during the investigation. 

 

1.6 An employee has a right, upon reasonable request, to be accompanied at a disciplinary meeting by a work 

colleague, trade union official or bone fide trade union representative if they so wish. Please see the section 

entitled ‘Statutory Right to be Accompanied’. 

 

1.7 The Company will take notes of any disciplinary meetings (including any investigatory meetings), in which case 

copies may be provided to the employee. The Company does not routinely tape record meetings. Employees 

are not permitted to record meetings except with the express consent of the Company and all other 

attendees. Covert recording will be considered a serious breach of both this policy and the relationship of 

trust and confidence which exists between the Company and the employee and may therefore result in 

further disciplinary action and/or dismissal.  

 

1.8 Details of any disciplinary investigation and/or disciplinary proceedings and/or disciplinary sanctions and/or any 

circumstances surrounding the same are to be treated as highly confidential. The employee may not discuss 

details of any ongoing disciplinary investigation and/or disciplinary procedures and/or disciplinary sanctions 

and/or circumstances surrounding the same with any third party except with the express consent of the 
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Company and all other persons directly involved in the disciplinary investigation and/or proceedings. This 

section 1.8 does not apply to any discussion between the employee and his or her chosen representative 

and/or legal adviser or whilst obtaining evidence and/or witness statements in support of the employee’s view. 

 

 

2. Minor Misconduct and Improvement Notice  

 

2.1 Where misconduct or performance issues are minor in nature, the Immediate Manager may, depending on 

the nature of the issue, as an alternative to disciplinary action, discuss the matter with the employee, with 

the aim of trying to resolve the matter informally. 

 

2.2 Save where 2.1 applies, where misconduct or performance issues are minor in nature, or the Company has 

concerns regarding an aspect of the employee’s performance, conduct, attitude or employment generally, 

the Immediate Manager, or a director of the Company, may discuss the matter with the employee, and 

inform the employee of the concern and that a level of improvement is required (“Improvement Notice”). 

The purpose of an Improvement Notice is to provide the employee with an opportunity to improve. The 

notice may be informal or in writing, it is not a disciplinary action but a record of a requirement to improve 

which will be retained in the employee’s file. However, failure to improve may result in disciplinary action.  

 

2.3 Minor infringements of the Company’s rules and regulations and the employee’s contract of employment 

including lateness and absenteeism shall usually in the first instance be dealt with as described above. 

However, depending upon the circumstances these may be addressed at a higher stage in the disciplinary 

procedure. 

 

3. First Level Warning (minor misconduct) 

 

3.1 If the minor misconduct is repeated or if the employee is involved in another incident of minor misconduct, 

and if the Immediate Manager or a Director believes that a warning may be justified in the circumstances, a 

meeting shall be held in order to discuss the misconduct and provide the employee with an opportunity to 

respond to the allegations. The employee will be given reasonable notification of the hearing and advised of 

their right to be accompanied.   

 

3.2 If after the hearing the Immediate Manager or Director feels that a warning is justified, a formal written 

warning shall be given to the employee, setting out the precise nature of the offence, the likely consequences 

of further offences and specifying the improvement required and over what period. 

 

3.3 A copy of the written warning shall remain live for a specified period, which unless the Company advises 

otherwise shall be 12 months, subject to achievement and maintaining satisfactory conduct or performance.  

After the specified period the warning will be considered spent unless there is any further breach or 

disciplinary issue in which event any previous warning may be taken into account. 

 

3.4 The employee shall also be informed of his right of appeal and that further disciplinary action may be 

considered if there is either a repetition of the issue or no sustained improvement or change.  
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4. Final Written Warning (serious misconduct) 

4.1 If it is considered that the employee may have committed serious misconduct, has failed to sufficiently 

improve following a first warning or commits further incident of minor misconduct such that disciplinary 

action may in the opinion of the Company be appropriate, the employee shall be invited to a meeting and 

advised of their right to be accompanied. The meeting, where possible, shall be conducted by someone who 

has not been involved with the investigation. The purpose of the meeting shall be to discuss the allegations 

with the employee and give them the opportunity to respond to the allegations. If the allegations are upheld 

and, if appropriate, the employee may be given a final written warning.   

 

4.2 This warning shall set out the nature of the misconduct or performance issue and a statement that either a 

lack of sustained improvement or incident of further misconduct shall lead to dismissal or whatever other 

penalty is considered appropriate. The warning shall also specify the improvement and timescale for review. 

 

4.3 The employee shall be informed of his right of appeal and a note of the warning made on the employee’s file 

to be disregarded for disciplinary purposes after 12 months.  

 

4.4 Depending on the seriousness of the matter and all of the circumstances, any of the above stages may be 

omitted. 

 

5. Final Level – Dismissal or other sanction (gross misconduct) 

 

5.1 If the Company has reason to suspect that an employee has committed gross misconduct, serious 

misconduct that may warrant dismissal or that there has been misconduct following previous warnings, then 

an investigation shall be carried out to establish the facts of the situation. 

 

5.2 The Company will investigate, which may include interviewing the employee and other witnesses as 

appropriate. Depending on the circumstances the employee may be suspended from work during any 

investigation. If this is the case then the employee will be informed in writing of the terms of their 

suspension, including any restrictions on their activities during a period of suspension. 

 

5.3 Following any investigation, if it is considered that the employee has a case to answer, a disciplinary hearing 

will be arranged and the Company shall appoint an appropriate person to hear the employee’s case. Where 

possible, the person appointed to conduct the disciplinary hearing will be different from the person who 

conducted the investigation and shall have had no involvement in the investigation. The employee will be 

notified in writing that they are required to attend the disciplinary hearing. This notification will also inform 

the employee of the allegations in terms of performance or conduct and the basis for those allegations, the 

employee’s right to be accompanied, and that dismissal or other disciplinary sanction is being contemplated 

or is a potential outcome. The employee should also be supplied, where practical, with any evidence, 

including any witness statements that have been collected during the course of any investigation into the 

matter. 

 

5.4 The employee should be given at least 5 working days notice of the date of the meeting unless the 

requirement for advance notice is waived by agreement. The employee should make every effort to attend 

the meeting. However, if either the employee or the person who is accompanying the employee to the 

meeting are unable to attend, the employee can propose an alternative time and date which should be 

reasonable and in any event within 5 working days of the original date. The Company may also, if it is no 
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longer practicable to proceed on the stated date, postpone the meeting to a more convenient date. Should 

the employee fail to attend without good reason or notice, or persistently seek to postpone the hearing, the 

Company may make its decision on the available evidence, without a hearing, after having given notice to the 

employee to that effect. 

 

5.5  During the meeting the employee shall be informed of the misconduct or performance issues and given the 

opportunity to fully reply and state their case, which may include the provision of any additional evidence, or 

the calling of relevant witnesses, where advance notice of the same has been provided. 

 

5.6  When deciding on the appropriate sanction including dismissal, factors such as employee’s general record, 

position and any special circumstances shall be considered which may make it appropriate to reduce the 

severity of the penalty and the Company shall treat all employees fairly. Except in the case of gross 

misconduct, the Company shall not normally dismiss an employee for a single act of misconduct although 

exceptionally this may be considered appropriate. 

 

5.7 Following the meeting the employee shall be given written notification of the decision and the right of appeal. 

If the employee is to be dismissed, the communication should also confirm the date of termination.  

 

5.8 Any decision to dismiss shall be taken only with the authority of a Director of the Company.    

 

5.9 The employee is entitled to appeal in writing within 5 working days of receipt of the decision in accordance 

with Section 8 below. 

 

5.10 The Company may depart from this procedure in exceptional circumstances; where the procedure is not 

reasonably practicable, there are compelling reasons to do so or where following a particular procedure is 

not required by law. Any decision to depart from this procedure must be made with the authority of a 

Director.  In the event that the procedure is not followed in full, the employee will be advised of the 

decision in writing and offered a right of appeal in accordance with Section 8 below. 

 

 

6. Dealing with poor performance 

 

6.1 All employees are contractually bound to perform to a satisfactory level and will be supported and 

encouraged to do so. This may include specific targets or key performance indicators relating to an 

employee’s role, along with general expectations regarding employee’s standards of presentation, 

communication and attitude. The Company will set realistic and measurable standards of performance which, 

save for obvious standards not requiring explanation, will be explained carefully to each employee. Also the 

consequences of any failure to meet the standards of performance will also be explained to the employee. 

Employees shall be required to adhere to such standards. Where such standards depart from those which 

are obviously and generally required, such matters will be explained to the employee. 

6.2 Where the employee is found to be failing to perform to the required, or, a reasonable standard, then the 

matter will be investigated before any action is taken. 

 

6.3 If the reason for sub-standard performance by the employee is lack of required skills then the employee may, 

if practicable, be assisted through training or coaching or given reasonable time to reach the required 
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standard. Alternative positions may be considered if practicable and appropriate and the employee may be 

set targets for improvement. 

 

6.4 If, however, the sub-standard performance is due to negligence or lack of application or unwillingness to 

apply his skills, then disciplinary action may be appropriate. 

 

6.5  If the Company has exhausted all relevant steps in the Disciplinary Procedure (short of dismissal) or where 

the poor performance is sufficiently serious to justify omitting any steps in the procedure and the employee 

has been given the opportunity to improve with reasonable timescales and the employee still does not meet 

the required standard of performance, then the Company may dismiss the employee. However, if the 

employee commits a single error due to negligence and the actual consequences result in serious or 

unacceptable loss, damage or injury, warnings may not be appropriate and in such a case summary dismissal 

may be an appropriate sanction (see section 9 below). 

 

7. Dealing with absence as a result of sickness 

 

7.1 If the absence is due to medically certificated illness, then before any action is taken by the Company, the 

following factors will be taken into account:   

 

A the likelihood of an improvement in health and attendance 

B availability of suitable alternative work/working hours 

C relevant medical reports 

D the Company’s current policy in respect of such situations 

E whether the illness is a result of a disability 

F any other relevant circumstances/factors. 

 

8. The Appeal Procedure 

 

8.1 If an employee is dissatisfied with the outcome of any stage of the above procedure, he may appeal in writing 

to the Director specified in any decision, communication or, if not specified, any Director of the Company 

(excluding any Director who made the disciplinary decision) within 5 working days of the date of the 

decision. 

 

8.2 The employee shall be notified of the appeal hearing date and given reasonable opportunity to prepare for 

his appeal and arrange for a representative (a colleague or trade union representative) to accompany him to 

the appeal hearing.  

 

8.3 In the event that the person accompanying him/her cannot attend on the date proposed, the employee can 

propose an alternative time and date which should be reasonable and in any event within 5 working days of 

the original date.  

8.4 The Directors shall consider the grounds of appeal and all relevant evidence. The employee shall be notified 

of the outcome of the appeal and the reasons for the decision within a reasonable period in writing. 

 

8.5 The employee may elect to have the appeal addressed in writing, in which case the employee may provide 

additional information or a statement in support of their appeal.  
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8.6 Any decision on the appeal shall constitute the final stage of the Company’s appeal procedure. For the 

avoidance of doubt, there shall be no opportunity for a further appeal following the above appeal procedure. 

 

8.7 Any decision on the appeal shall constitute the final stage of the Company’s appeal procedure. For the 

avoidance of doubt, there shall be no opportunity for a further appeal following the above appeal procedure. 

 

9. Examples of misconduct 

 

A non-exhaustive list of examples of the various categories of misconduct is contained below. The list is to be used 

for illustrative guidance only. 

 

Appendix A 

Examples of misconduct: 

 

The following list is intended as a non-exhaustive list of examples and is to be used for illustrative guidance only. 

 

Minor Misconduct 

• poor job performance involving sub-standard work/failure to meet targets 

• persistent lateness 
• persistent absenteeism 

• use of offensive language generally 

• repetition of any breach already dealt with by Informal Action 

• lack of application 

 

    Serious Misconduct 

• negligence resulting in minor loss, injury or damage 

• failure to comply with a specific instruction (which may also be regarded as gross misconduct) 
• irresponsibility in relation to the Company’s employees or a client 

• activities of impropriety in relation to the employee’s tasks for the Company whether or not within 

working hours which the Company reasonably considers to be detrimental to or conflicting with the 
interests of the Company or likely to affect the employee's standard of work 

• failure to disclose any personal interest of the employee which conflicts with any matter with which the 
employee is engaged 

• any breach of confidence relating to the Company‘s affairs (which may also be regarded as gross 

misconduct) 
• repetition of minor misconduct 

• use of the internet for an unauthorised purpose  

 

 Gross Misconduct 

Gross misconduct is misconduct that is so serious that it may justify dismissal without notice. The following list 

provides examples of the sorts of behaviour that are likely to be regarded as gross misconduct. The list is not 

exhaustive.  

• negligence resulting in serious or unacceptable loss, damage or injury 

• assault or attempted assault 

 

• behaving in an aggressive, threatening or intimidatory manner towards any member of staff, client or 

customer including using abusive or offensive language towards such a person. 

• theft, fraud or other acts of dishonesty 
• malicious damage to property 
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• wilful disregard of duties or of instructions relating to the employment 

• failure to comply with reasonable instructions 
• serious insubordination 

• breach of confidence  

• unauthorised use of confidential information  
• diverting any business away from the Company for personal gain or the gain of a third party  

• falsification of records 

• conduct violating common decency 

• conviction on a criminal charge relevant to the employee’s employment  
• serious bullying or harassment 

• acting in a manner that is likely to bring the Company into disrepute, including the making of any offensive 

or defamatory statements about the Company, its officers, employees or clients. 
• incapacity as a result of the use of alcohol or drugs  

• breach of trust 
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3. Grievance Procedure 

 

1. Purpose 

 

This procedure is designed to provide an opportunity for any employee to notify the Company about any concerns 

or problems relating to his work, working environment or relationships, and to allow the Company the opportunity 

to address these issues before they become more serious or develop into disputes. Use of the Grievance Procedure 

also allows the Company to become aware of and deal with any issues that arise at an early stage. If not reported by 

the employee, the Company may not be aware of any issues and cannot therefore address them.  

 

There are many issues that can result in the grievance procedure being implemented including but not limited to, 

terms and conditions of employment, health and safety, work relations, bullying and harassment, new working 

practices, the working environment, organisational changes, and equal opportunities. 

 

2. Basic rules 

 

2.1 This procedure is non-contractual but applies to all employees, who should familiarise themselves with its 

provisions. 

 

2.2 If the employee has any grievance in relation to any employment related matter, then the employee should 

make use of this grievance procedure as the appropriate channel by which to pursue that grievance. The 

procedure falls into two stages, informal and formal. The informal procedure should, where possible, be used 

before the formal procedures are followed. 

 

2.3 The Company shall try to resolve all grievances without unreasonable delay.   

 

2.4 The employee should attend all grievance hearings unless otherwise agreed and co-operate fully with any 

investigation into the grievance. 

 

2.5 All hearings shall be conducted with the aim of ensuring that both parties explain their respective points of 

view.  

 

2.6 The Company shall keep records detailing the nature of the grievance, any investigation carried out as a 

result and any action taken and the reasons for such action. These records shall be kept confidential and 

disclosed only to those within the organisation who are involved in the grievance or subsequent action, or 

need to be made aware of such matters, or disclosure is required for the purpose of other proceedings, or 

required by law. 

 

2.7 All hearings shall be conducted in accordance with the principles of natural justice. 

 

3.  Informal procedure 

 

3.1 In the first instance the employee shall promptly raise the grievance with the Immediate Manager who shall 

discuss the matter informally with the employee.  
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3.2 If the grievance is resolved, notes of the informal meeting shall be prepared by the Immediate Manager and a 

copy kept in the employee’s file.  

 

3.3 If it is not possible to resolve the grievance informally, or if the outlined procedure is not appropriate, for 

example if the grievance concerns the Immediate Manager, then the formal procedure outlined below should 

be used or the matter addressed informally with an alternative member of the management team. 

 

3.4 The formal procedure outlined below covers any grievance which the employee may have relating to his 

employment except grievances related to disciplinary matters or dismissal for which the disciplinary 

procedure should be followed, if appropriate. 

 

4. Formal procedure 

 

4.1 The employee shall send a written grievance to a Director of the Company / their Client Relationship 

Manager within 5 working days of the informal procedure being concluded or within a reasonable time from 

the issue giving rise to the grievance if the informal procedure is not used. 

 

4.2 The grievance should contain, in as much detail as possible, the basis for the employee’s grievance and details 

of any supporting evidence e.g. dates, times, those involved and any witnesses. 

 

4.3 The Company shall, as soon as is reasonably practicable after receipt of the written grievance, write to the 

employee acknowledging receipt and inviting him to an initial meeting where the written grievance shall be 

discussed. The Company shall, in the same letter, inform the employee of the statutory right to be 

accompanied as described in the policy entitled “Statutory Right to be Accompanied”.  Alternatively, the 

employee and the Company may agree to deal with the grievance in writing, in which case no hearing will be 

held, and instead, the process will be conducted entirely in writing. 

 

4.4 The initial meeting shall take place at an agreed location. This will usually be either at the employee’s place of 

work or at a reasonable alternative location, as determined by the Company. Also the Company shall use 

reasonable endeavours to provide as much notice as possible to the employee of the meeting date. The 

employee should make every effort to attend the meeting, however if either the employee or the individual 

accompanying them has good reason and is unable to attend the meeting the date should be reconvened 

within a reasonable period. 

 

4.5 Where the issue cannot be addressed and resolved at the initial meeting, or, where no meeting is held, and 

the employee has fully outlined his grievance in writing to the Company, the Company shall undertake a full 

investigation of the complaint raised, including where necessary interviewing any relevant people and 

reviewing all documentation. Any investigation will be undertaken without unreasonable delay to ensure that 

the grievance is dealt with as expeditiously as possible. 

 

4.6 The Company shall send a written response to the grievance as soon as reasonably practicable following the 

initial meeting or following the completion of the investigation and shall notify the employee of his right to 

appeal to a Director of the Company if dissatisfied with the Company’s written response. 
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4.7 The employee is entitled to appeal in writing to a Director of the Company (other than the director who 

dealt with the original grievance) or other person appointed for the purpose of appeals (“Appointed 

Person”) within 5 working days of receipt of the Company’s written response. The employee must specify in 

writing full details of the grounds on which an appeal is made and provide details of any supporting evidence.  

 

4.8 The employee shall be invited to attend an appeal hearing with the Appointed Person, and the employee shall 

have the right to be accompanied as described in the policy entitled “Statutory Right to be Accompanied”. 

 

4.9 The Company shall send a written decision to the employee as soon as reasonably practicable after the 

appeal hearing, informing the employee that the appeals procedure has been concluded. The appeal decision 

will be final. 

 

5. Third parties 

 

5.1 If the grievance relates to a person who is not an employee of the Company, or the Immediate Manager is 

not an employee of the Company e.g. where work is on third party premises or supervised by a third party, 

notification of the grievance should be made to the Company in order that the issue can be properly 

addressed either by speaking with the employee (if employed by the Company) or addressing the matter 

with the relevant third party via appropriate channels.   

 

5.2 Complaints should be directed to the Company; a complaint to a third party (e.g. to a client) does not 

amount to a grievance to the Company. 
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4. Statutory Right to be Accompanied 

 

1. The Right 

 

All employees have a right to be accompanied by a colleague, a trade union official or a bone fide trade union 

representative if they make a reasonable request to be so accompanied when they are required to attend a 
disciplinary hearing or invited to attend a grievance meeting.  

 

2. Reasonable request 

 

2.1 The employee should make a reasonable request to be so accompanied but this request does not need to be 

in writing. In exceptional circumstances only, the Company may consider a request to be accompanied by an 

alternative person, not acting as a lawyer. 

 

2.2 A request should be made as far in advance of a meeting as possible, in order to enable appropriate 

arrangements to be made, for example to ensure that a requested colleague is available. 

 

2.3 The Company shall ensure that the employee or any proposed companion of such an employee is not placed 

at a disadvantage as a result of exercising or seeking to exercise any right within this section. 

 

 

3. Types of hearings to which the right applies 

 

3.1 The above right applies generally to hearings which could result in the invocation of the formal Disciplinary 

Procedure for example the administration of a formal warning, suspension without pay, demotion, dismissal 

or the confirmation of a warning issued or some other action taken. 

 

3.2 The right applies specifically to grievance hearings, which concern the performance of a contractual, common 

law or statutory duty by the Company in relation to an employee, for example, grievances relating to equal 

pay, discrimination or other rights specifically provided for under the employee’s contract of employment 

such as the entitlement to remuneration during paid holidays. 

 

4. The accompanying person 

 

4.1 The employee can be accompanied by a single companion who is either: 

  

A) A work colleague (another Company employee) or  

B) A full time official employed by any trade union or 

C) A lay trade union official who has been reasonably certified in writing  by his union as having 

received training in or possessing experience of acting as an employee’s companion at disciplinary or 

grievance hearings. 

4.2  The work colleague or trade union official is not bound to comply with a request to accompany an employee 

and may decide not to accompany the employee. Consequently, no pressure will be applied on the Company 

colleague if he decides not to comply with the request to accompany the employee at the Disciplinary or 

Grievance Hearing. 
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4.3 A work colleague who has received a request to accompany a fellow employee and has agreed to do so shall 

be entitled at the Company’s discretion to reasonable time during working hours to fulfil this responsibility, 

including reasonable time to become familiarised with the case and to confer with the employee before and 

after the hearing. 

 

4.4 The Company shall ensure that any proposed hearing date is mutually convenient. 

 

4.5 The employee shall provide to the Company full details of his chosen companion. 

 

4.6 In the event that the employee or chosen companion are unable to attend on the date proposed by the 

Company, the employee is permitted to offer an alternative time and date within 5 working days of the initial 

proposed date.  

 

4.7 The work colleague or trade union official or trade union representative who has agreed to accompany the 

employee shall be permitted to address the hearing, making any relevant points, but shall not be allowed to 

answer questions on the employee’s behalf. 

 

4.8 The Company is under no obligation to allow the employee to be accompanied by any other person than as 

set out in this policy, or as permitted by law. 
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5. Health & Safety Policy 

 

Statement 

 

The Company is committed to providing for the health, safety and welfare of all of its employees and will observe 

the Health and Safety at Work Act 1974 and all relevant regulations and codes of practice made under that Act from 

time to time.   

 

The Company recognises that the health, safety and welfare of all employees, whether on the Company's premises 

or carrying out the Company's business elsewhere is primarily the management's responsibility and that, further, a 

duty of care extends to other persons whilst they are on the Company’s premises.    

 

The management of health and safety issues is the duty of the Company Directors and ranks equally with their 

responsibilities for production, sales, costs and associated matters. The Company Directors have a duty to ensure 

that this policy is upheld at all times and provide the necessary funds and manpower required.   

 

Although the implementation of this policy is a management responsibility, it is the duty of all employees to act 

responsibly, and to do everything that they can to prevent injury to themselves and fellow workers. 

 

The Company will conduct itself in such a way to ensure, so far as is reasonably practicable, that persons not in its 

employment who may be affected by the Company’s operations, are not exposed to risk to their health and safety. 

Where such risks exist, these will be brought to the attention of its employees. 

 

Organisation (people and their duties) 

 

Overall and final responsibility for health & safety in the Company is that of: Company Director. 

 

The Director is responsible for this policy being carried out at the premises at all locations. 

 

 

All employees have the responsibility to co-operate with the Directors and management to achieve a healthy and 

safe workplace and to take reasonable care of themselves and others.  

 

Whenever an employee notices a health or safety problem which they are not able to put right, they should 

straightaway tell the appropriate person named below.  

 

Person responsible for:  

 

Safety Training:        Company Director   

 

Carrying out safety inspections:      Company Director   

 

Investigating accidents:       Company Director   

 

Monitoring maintenance of plant & equipment:    Company Director  

 

 

 

Policy 
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1. Company’s responsibilities 

 

1.1  The Company will endeavour to ensure as far as is reasonably practicable:  

(a) the management of health and safety risks. 

(b) the regular assessment of risks to health and safety of employees and others who may be affected and 

identifying the measures needed to comply with its health and safety obligations. 

(c) the recording of risk assessment findings where appropriate. 

 

1.2 That periodic checks are carried out to supervise and control compliance with statutory requirements while 

also taking any necessary steps to eliminate or reduce actual or potential hazards. 

 

1.3 The supervision of employees so far as necessary for their safety – especially young workers, new 

employees, pregnant employees and employees carrying out unfamiliar tasks.  

 

1.4 That adequate welfare facilities are provided and arrangements for welfare at work are made. 

  

2.  Equipment and substances 

 

2.1  the Company will endeavour to ensure as far as is reasonably practicable:  

(a) the provision and maintenance of safe equipment and systems of work 

(b) that the handling, storage and transportation of equipment are executed without hazard  

(c) that articles and substances are moved, stored and used safely 

 

2.2 That all necessary safety devices are installed and maintained on equipment. 

 

3. Workplace 

 

3.1  The Company will endeavour to ensure as far as is reasonably practicable:  

(a)  the provision and maintenance of a safe place of work.  

(b) that the workplace, including staircases, floors, and access ways are maintained in a safe and clean condition. 

(c) that regular inspections and checks of the workplace, equipment and working methods are undertaken.  

 

4. Information, Consultation and Training 

 

4.1  The Company will endeavour to ensure as far as is reasonably practicable:  

(a) the provision of such information, instruction, and supervision necessary to ensure the health and safety at 

work of employees.  

(b) that employees are consulted in all matters relating to their health and safety including any changes which 

may substantially affect their health and safety. 

(c) that employees, supervisors and managers receive adequate training and supervision to enable them to work 

safely and to carry out their health and safety responsibilities efficiently.  

(d) that clients and other visitors to the Company’s premises are made aware of and comply with the 

Company's health and safety policy, standards and regulations. 

(e) the co-operation of employees to ensure a safe and healthy workplace is encouraged. 
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5. Accidents and Emergency Procedures 

 

5.1  The Company will endeavour to ensure as far as is reasonably practicable:  

(a) there is a thorough investigation of all accidents with a view to preventing their recurrence. 

(b) the provision of adequate first aid facilities. 

(c) that emergency procedures are established and reviewed regularly. 

 

6. Employees’ duties 

 

6.1 The Health and Safety Policy needs the full co-operation of all employees and all employees are expected to 

assist in its successful implementation by taking reasonable care for their own safety and that of others. In 

particular employees are required to: 

(a) comply with all precautions, safety instructions and directions issued by the Company, its Directors or 

authorised persons 

(b) take reasonable care of their health and safety and of those who may be affected by any acts or omissions of 

the employee and co-operate with the Company in fulfilling its statutory duties. 

(c) use equipment only in accordance with the training and instruction provided   

(d) assist in maintaining all equipment, work and storage areas, gangways and staff facilities in a clean and tidy 

condition 

(e) report any faulty machinery, power supplies or work equipment straightaway to the appropriate person. 

Employees should not attempt to repair or adjust machinery or work equipment unless expressly authorised 

to do so 

(f) report and co-operate in the investigation of all accidents or incidents that have led or may lead to injury 

(g) report any misuse or interference with work 

(h) report to the Company any concerns that an employee has with regard to health and safety, whether 

relating to the health and safety of the employee or a third party, including any concerns relating to 

compliance with any aspect of this policy  

(i) comply with all local safety policies, rules or precautions when working at third party premises  

(j) ensure knowledge and compliance with the Company’s health and safety rules and procedures. 

 

7.  Reporting of accidents or incident 

 

7.1  If an employee has an accident whilst at work the employee, or somebody on the employee’s behalf, should 

report it to the person responsible for reporting accidents as soon as practicable after the event. All 

accidents should be reported, however trivial, and a record made in the Company accident book.   

 

7.2 Failure by an employee to comply with any aspect of the Company’s Health and Safety Policy, Procedures or 

Rules will be regarded as misconduct which will be dealt with under the Company’s Disciplinary Procedure. 

 

7.3 This policy is not contractual but will be reviewed as often as appropriate and all employees will be notified 

of any changes. 
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6. Equal Opportunities Policy 

Statement 

 

The Company aims to be an equal opportunity employer. It is committed to ensuring that all employees have a 

working environment which is free from harassment and bullying, are treated fairly and with dignity and respect. The 

Company aims to ensure that no employee is treated less favourably on the grounds of a Protected Characteristic 

without justification.  

 

Protected Characteristics in this policy are Age, Disability, Gender re-assignment, Marriage and Civil Partnership, 

Pregnancy and Maternity, Race, Religion or Belief, Sex, or Sexual Orientation.  Discrimination can occur based on a 

perception that a person has a particular characteristic even if the perception is incorrect. 

 

This policy applies to all aspects of the employment relationship including, vacancy advertising, selection, recruitment, 

promotion, training, transfer, dismissal, as well as conditions of employment including remuneration, and grievance 

and disciplinary procedures.   

 

This policy also applies to the recruitment of persons from outside of the workplace and the treatment of contract 

workers. The Company will recruit employees and make other employment decisions concerning promotion, 

training etc, on the basis of objective criteria. 

 

This policy applies to conduct both in and out of the workplace, such as on business trips, or at work related 

functions or social events, and in relation to social media (also covered in the social media policy). 

 

Types of Discrimination 

 

There are 4 main types of discrimination 

 

Direct Discrimination occurs when a person is subjected to less favourable treatment on the grounds of a 

Protected Characteristic.  

 

Indirect Discrimination occurs when a provision, criteria or practice is applied, which places people with a 

Protected Characteristic at a particular disadvantage and the provision, criteria or practice cannot be justified as a 

proportionate means of achieving a legitimate aim. 

 

Victimisation occurs where a person is subject to a detriment by virtue of action they have taken or are proposing 

to take, or any complaint they have made or are proposing to make in connection with their statutory rights. 

 

Harassment occurs when a person is subjected to unwanted conduct, relating to a relevant Protected 

Characteristic, that has the purpose or effect of (a) violating the person's dignity, or (b) creating an intimidating, 

hostile, degrading, humiliating or offensive environment. 
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Organisation 

 

The person responsible for the effective operation of the Company’s Equal Opportunities Policy is the company 

Director. 

 

Employees’ liability 

Employees have a personal responsibility not to practice, induce or encourage any form of discrimination.   Failure to 

comply with this policy may result in disciplinary action being taken against the employee in question. 

 

Employees should be aware that in certain circumstances if they are guilty of discrimination they may be held 

personally liable for their actions in a court of law. 

 

The Company also asks any employee to report any suspected or actual discriminatory acts, whether perpetrated by 

an employee of the Company or any third party to the person responsible for this policy who will take the 

appropriate action. The Company cannot address any issue unless it is aware of any potentially discriminatory 

conduct. 

 

Policy 

 

1. Advertising vacancies 

 

1.1 Vacancies may generally be advertised to a diverse section of the labour market and generally in either 

sector specific publications or sites, or in the general press or recruitment sites.  

 

1.2 Advertisements should be in accordance with any specific Company wording or instructions or in an 

approved format. Advertisements should avoid using words that may discourage particular groups from 

applying.  

 

1.3  All vacancy advertisements shall, where possible, include an appropriate short statement on equal 

opportunities and identify the Company as an equal opportunity employer. 

 

1.4 Any concerns regarding the wording of an advertisement, or an appropriate format should be directed to 

your Immediate Manager or a Director or the person responsible for this policy. 

 

2. Recruitment and Selection 

 

2.1 Selection criteria, i.e. job description and employee specification shall be kept under review to ensure that 

the criteria are justifiable and non-discriminatory and are essential for the effective performance of the job. 

 

2.2 Wherever possible, more than one person should be involved in the selection interview and recruitment 

process and all should have received training in equal opportunities.  

 

2.3 Individual candidates shall be assessed according to their capability to carry out a given job. Questions should 

relate to the requirements of the job. If it is necessary to assess whether personal circumstances may affect 

job performance, this should be done objectively.  
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2.4 Assumptions that only certain types of person will be able to perform certain types of work should not be 

made. 

 

2.5 Recruitment solely or primarily by word of mouth should be avoided if its effect is or may be to prevent 

certain types of person from applying.  

 

2.6 Where the Company’s arrangements for recruitment and selection put disabled people at a substantial 

disadvantage, reasonable adjustments to the arrangements should be made to eliminate, or if that is not 

reasonably practicable reduce, the disadvantage. 

 

2.7 Written records of interviews and reasons for appointment and non-appointment should be kept, unless the 

reason for non-appointment is immediately obvious. 

 

2.8 Questions shall be asked about the health of an applicant only to the extent that the question is  strictly 

necessary to assess the capacity of the applicant to fulfil the needs of the role or is necessary to assess 

whether reasonable adjustments should be made. 

 

3. Promotion, transfer and training   

 

3.1 Assessment criteria and appraisal schemes shall be kept under review to ensure that they are non-

discriminatory and can be genuinely justified. 

 

3.2 All promotions or transfers will be made strictly on merit. 

 

3.3 Any training provided will be strictly for proper performance of the employee’s role.  

 

3.4 Promotion and career development patterns will be monitored to ensure that access is not being 

unjustifiably restricted or excluded to particular groups of employees. 

 

3.5 Wherever possible efforts will be made to identify and remove unnecessary and/or unjustifiable barriers and 

provide appropriate facilities to meet the special needs of disadvantaged and/or unrepresented groups of 

employees. 

 

3.6 Where the Company’s arrangements in relation to promotion, transfer or training put disabled employees at 

a substantial disadvantage for a reason connected with their disability, reasonable adjustments to the 

arrangements shall be made to eliminate or, if that is not reasonably practicable, reduce the disadvantage 

unless objectively justified.   

 

 

 

 

4. Terms of employment, benefits, facilities and services  

 

4.1 The terms of employment, benefits, facilities and services available to employees shall be kept under review 

to ensure that they are provided in a way that is non-discriminatory and do not place particular groups of 

employees at a disadvantage. 
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4.2 Part-time employees shall receive pay, benefits, facilities and services on a pro-rata basis to their full-time 

comparator unless otherwise objectively justified. 

 

4.3 Where the Company’s arrangements relating to terms of employment, benefits, facilities and services put 

disabled employees at a substantial disadvantage due to a reason connected with their disability and the 

Company is aware of the employee’s disability, reasonable adjustments to the arrangements shall be made to 

eliminate or, if that is not reasonably practicable, reduce the disadvantage unless otherwise objectively 

justified. 

 

5. Personnel Records 

 

5.1 In order to ensure the effective operation of the equal opportunity policy, the company may seek 

information relating to the gender, age, racial origins, sexual orientation, religion and disability of employees 

and job applicants. Where information held relating to employee or job applicants contains personal data, 

such records will be retained in accordance with the Companies applicable privacy notice (available on 

request) 

 

5.2 Where necessary, employees will be able to check/correct information held in accordance with paragraph 

5.1 above.  

 

5.3 With the exception of 5.2 above, access to this information will be strictly restricted to assessing the 

effective operation of this policy. The records will not be released to any third party, unless required or 

permitted by law, without the employee’s express consent. 

 

5.4 The records will be analysed regularly and appropriate follow-up action taken if necessary. 

 

6. Anti-harassment 

 

6.1  Harassment as a form of discrimination is defined within this policy, and can include just a single incident. 

Harassment is unacceptable even if it does not relate to a Protected Characteristic and may result in 

disciplinary action and/or dismissal. 

6.2 Harassment can take many forms and may include, for example 

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

(b) sending or displaying material that is pornographic or that some people may find offensive (including e-mails, 

text messages, video clips and images sent by mobile phone or posted on the internet); 

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

(d) racist, sexist, homophobic or ageist jokes, or derogatory or stereotypical remarks about a particular ethnic 

or religious group or gender; 

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

(f) offensive e-mails, text messages or social media content; or 

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

 

6.3 A person may be harassed even if they were not the intended "target". For example, a person may be 

harassed by jokes about a different ethnic group. 
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6.4 If an employee feels that they are being harassed or bullied, they should raise the matter in accordance with 

the Grievance Procedure. 

  

7. General 

 

7.1 Where the Company is of the opinion that it is required, staff may be provided with appropriate equal 

opportunities training including where necessary appropriate updates or refresher training. Should an 

employee require training on equal opportunities, the employee should raise the matter with the Immediate 

Manager in order that the need can be assessed and appropriate arrangements made.  

 

7.2 This policy will be regularly reviewed and updated if necessary to ensure that it is working in practice. 

 

7.3 The Company will make this policy available to all its employees and where applicable, job applicants. 

 

7.4 Any complaints regarding the operation of this policy, or any other matters relating to equal opportunities 

within the Company shall be investigated through the Company’s internal Grievance Procedures. Any 

complaint should be raised to a member of management in accordance with the Company Grievance 

Procedure.  

7.5 Failure by an employee to comply with any aspect of the Equal Opportunities Policy, procedures or rules will 

be regarded as misconduct which will be dealt with under the Company’s Disciplinary Procedure. 
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7. Communications and Monitoring 

Statement 

 

In order to protect the Company’s and employee’s interests it is necessary that all forms of communication whether 

written, verbal, digital or audio-visual are used responsibly. The Company’s image, together with employee, third 

party and Company rights are dependent on efficient, respectful, business like and lawful communications. This 

applies equally to both internal and external communications. 

 

Policy  

  

1. Confidentiality   

 

a. Employees should not, transmit anything, whether by e-mail, fax message, telephone, social 

networking site, chatroom, forum or otherwise, that they would not be comfortable to include 

in a letter or a memorandum. 

b.  It should be noted that electronic messages including text messages are admissible as evidence 

in legal proceedings.  

 

1.2 Employees should never assume that internal messages are private and confidential, even if marked as such. 

Matters of a sensitive or personal nature should not be transmitted by e-mail unless absolutely unavoidable.   

 

1.3 E-mail messages should be treated as non-confidential. Anything sent through the Internet passes through a 

number of different computer systems all with different levels of security. The confidentiality of messages 

may be compromised at any point along the way unless the messages are encrypted.  

 

2. Offensive messages   

 

2.1 Employees should not send disparaging, offensive, demeaning or derogatory messages using any Company 

equipment to any person whatsoever, whether in the course of the employee’s employment or otherwise. 

 

2.2 Employees should not place on the Company computer system or send through any Company equipment, 

whether in the course of the employee’s employment or otherwise, any message which could be regarded as 

personal, potentially offensive or frivolous. This includes, for example, messages with references relating to 

religious, racial, ethnic, ageist, sexual, sexist, sexual orientation or political subjects. 

 

2.3 If an employee receives e-mail or any other electronic communication containing material that is offensive or 

inappropriate the employee should immediately report that fact to the employee’s Immediate Manager. 

Under no circumstances should such mail be forwarded either internally or externally except in relation to 

reporting. 

 

2.4 This section 2 applies equally to communications made  

(a)  via an employee’s own device (including mobile devices),  

(b) via accounts where such communications are made to or viewable by colleagues or clients or customers of 

the Company, or  
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(c)  via Company accounts (including social media profiles used in the course of employment), or  

(d)  in such a manner whereby the communication could be considered as being made on behalf of the 

Company.  

 

3. Passwords   

 

3.1 Employees should not allow other employees to use their individual passwords without the permission of 

the appropriate Immediate Manager. If an employee anticipates that someone may need access to 

confidential files in their absence the employee should seek permission from his or her Immediate Manager 

to arrange for the files to be accessed by that person. 

 

3.2 Employees are responsible generally for the security relating to any passwords that are given to them. 

 

3.3 The Company may change the password of an employee where access is required in an employee’s absence, 

the Company has reason to believe that the security of its operations may have been compromised, or 

otherwise in accordance with the security policies of the Company as applicable from time to time. 

 

3.4 On termination of employment or on earlier request from the Company the employee shall promptly 

provide the Company with full detail of all passwords used in the course of employment.  

 

4. Media 

 

4.1 Only employees that are specifically authorised in writing are permitted to issue press releases, 

communicate with journalists or issue to any third party any information about the Company, employees or 

the Company’s actions or interests. Any proposal to issue information should be approved by a Director of 

the Company. For the avoidance of doubt this includes placing information regarding the Company or any of 

its employees in any publication or on any media source including but not limited to any social or 

professional networking websites, whether electronic or otherwise, save for information which is disclosed 

with the express consent of the employee and the Company.  

 

4.2 Employees have a duty to act responsibly in relation to information about the Company, whether during 

work time or in social situations. In no circumstance may information of a confidential, private, sensitive or 

controversial nature, whether about the Company or its clients/customers, business, third parties, be 

communicated to third parties outside the Company. Employees should especially be aware that it is very 

easy for gossip and rumour to spread, even from observations made to trusted persons. 

 

4.3 Employees should at all times be aware of the overriding duty of confidentiality contained within the 

employee’s contract of employment. 

 

5. Contracts 

 

5.1 Unless specifically authorised in writing by a Director, employees may not make contractual offers or 

communicate acceptance of offers for goods or services for or on behalf of the Company. Employees are 

also  
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specifically forbidden from sending any personal communications, from Company premises or using 

Company systems or equipment, that relates to their own or third parties business or commerce and that is 

not wholly for the purposes of Company requirements. 

 

5.2 Employees are not permitted to communicate any offers or information about any external non-Company 

business or money-making proposals to other employees with the objective of participation, on Company 

premises or using Company communication systems. 

 

6. Monitoring 

 

6.1 All Company equipment including media is the property of the Company and may be accessed at any time. 

The Company reserves the right to check and monitor employees’ e-mails, records of internet use, use of 

Company computer and communication systems, and files or folders relating to work performance or usage 

during work. Authorised personal communications will not normally be monitored save where the Company 

has reason to believe that the communication may involve a breach of policy or contract.   

 

6.2 Employees should also be aware that the Company may monitor Company premises and property by use of 

CCTV and video equipment. In exceptional circumstances this form of monitoring may be used specifically in 

relation to employees. If employees are to be monitored by CCTV then they will be informed of this fact 

and the reasons for such monitoring. 

 

6.3 Monitoring of employees and their communications may be carried out for the following purposes:  

(a) preventing or detecting crime  

(b) investigating or detecting the unauthorised use of the Company’s computer and communication systems   

(c) ascertaining compliance with the Company’s employment policies and with employment contract obligations 

(d) checking and confirming information and communications that relate to the operation of the Company and 

its business 

(e) ensuring that computer and communication systems are operating effectively 

(f) ensuring employee performance checking improper incoming communication, data and information 

(g) investigation of any improper, illegal, or inappropriate behaviour of any employee towards other employees 

or third parties 

(h) ensuring compliance with this policy. 

 

 

6.4 Employees should note that any attempt to interfere with any Company equipment, or monitoring, or to 

conceal or to dishonestly influence, or to affect the results of, any monitoring, will be viewed as a serious 

disciplinary offence. 

 

7. Reporting 

 

7.1 Employees should report to their Immediate Manager any breach by another employee of the Company’s 

Communication and Monitoring Policy as soon as it comes to their attention. 

 

7.2 Failure by an employee to comply with any aspect of this policy will be regarded as misconduct which will be 

dealt with under the Company’s Disciplinary Procedure. 
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7a. Social media usage 

 

Statement 

 

The Company recognises that the internet provides unique opportunities to participate in interactive discussions and 

share information on particular topics using a wide variety of social media, such as Facebook, Twitter, blogs and 

wikis. However, employees' use of social media can pose risks to the confidential and proprietary information, and 

reputation of the Company and can jeopardise compliance by the Company with its legal obligations. 

 

To minimise these risks, to avoid loss of productivity and to ensure that the Company’s IT resources and 

communications systems are used only for appropriate business purposes, employees are expected to adhere to this 

policy. 

 

Policy  

 

1. Scope and purpose of the policy 

 

1.1 This policy deals with the use of all forms of social media, including Facebook, LinkedIn, Twitter, wikis, all 

other social networking sites, and all other internet postings, including blogs. 

 

1.2 It applies to the use of social media for both business and personal purposes, whether during office hours or 

otherwise. The policy applies regardless of whether the social media is accessed using the Company’s IT 

facilities and equipment or equipment belonging to members of staff. 

 

1.3 Breach of this policy may result in disciplinary action up to and including dismissal. Disciplinary action may be 

taken regardless of whether the breach is committed during working hours, and regardless of whether 

Company equipment or facilities are used for the purpose of committing the breach. Any employee 

suspected of committing a breach of this policy will be required to co-operate with any investigation by the 

Company (which may involve the provision of relevant passwords and login details). 

 

1.4 Employees may be required to remove internet postings which are deemed to constitute a breach of this 

policy. Failure to comply with such a request may in itself result in disciplinary action. 

 

2 Personnel responsible for implementing the policy 

 

2.1 The Directors of the Company have overall responsibility for the effective operation of this policy, but have 

delegated day-to-day responsibility for its operation to Client Relationship Mangers. Responsibility for 

monitoring and reviewing the operation of this policy and making recommendations for change to minimise 

risks also lies with the Director. 

 

2.2 All managers have a specific responsibility for operating within the boundaries of this policy, ensuring that 

employees understand the standards of behaviour expected of them and taking action when behaviour falls 

below its requirements.  

2.3  
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2.3 All employees are responsible for the success of this policy and should ensure that they take the time to 

read and understand it.  Any misuse of social media should be reported to their Client Relationship 

Manager. Questions regarding the content or application of this policy should be directed to the relevant 

Client Relationship Manager. 

 

3. Compliance with related policies and agreements 

 

3.1 Social media should never be used during office hours save strictly for the purposes of the business. 

 

3.2 Social media should never be used at any time in a way that breaches any other Company policy or could 

bring the Company into disrepute. Examples of breach of this policy include actions which  

(a) breach confidentiality 

(b) defame or disparage the Company or its affiliates, customers, clients, business partners, suppliers or other 

stakeholders 

(c) harass or bully other staff in any way or breach any Company anti-harassment or bullying policy including 

being involved in internet trolling 

(d) unlawfully discriminate against other staff or third parties or breach the Company equal opportunities policy 

(e) breach the Company data protection policy  

(f) breach any other laws or ethical standards to which the Company operates. 

 

3.3 Employees should never, except in circumstances were they are doing so in an expressly personal capacity 

which is not in any way attributable to the Company, provide references for other individuals on social or 

professional networking sites. 

 

3.4 Employees who breach any of the above policies will be subject to disciplinary action up to and including 

termination of employment. 

 

4. Personal use of social media 

 

4.1 The Company recognises that employees may work long hours and occasionally may desire to use social 

media for personal activities at the office or by means of our computers, networks and other IT resources 

and communications systems. Such occasional use is authorised in accordance with the Company’s internet 

and email policy so long as it does not involve unprofessional or inappropriate content and does not 

interfere with your employment responsibilities or productivity.  

 

4.2 While using social media at work, circulating chain letters or other spam is never permitted. Circulating or 

posting commercial, personal, religious or political solicitations or promotion of outside organisations 

unrelated to the Company’s’ business is also prohibited.   

 

5. Monitoring 

5.1 The contents of any Company IT resources and communications systems are Company property. Therefore, 

employees should have no expectation of privacy in any message, files, data, document, facsimile, telephone 

conversation, social media post conversation or message, or any other kind of information or 

communications transmitted to, received or printed from, or stored or recorded on the electronic 

information and  

communications systems of the Company. Authorised personal communications will not normally be monitored save 

where the Company has reason to believe that the communication may involve a breach of policy or contract.  
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5.2 In addition to any other policies, the Company reserves the right to monitor, intercept and review, without 

further notice, employee activities using Company IT resources and communications systems. Such 

monitoring will be used solely where it is considered necessary for the purposes of ensuring that Company 

rules are being complied with and for legitimate business purposes, such as ensuring quality service delivery. 

This might include, without limitation, the monitoring, interception, accessing, recording, disclosing, 

inspecting, reviewing, retrieving and printing of transactions, messages, communications, postings, log-ins, 

recordings and other uses of the systems as well as keystroke capturing and other network monitoring 

technologies. 

 

5.3  The Company may store copies of such data or communications for a period of time after they are created, 

and may delete such copies from time to time without notice. 

 

5.4  Employees should not use Company IT resources and communications systems for any matter that the 

employee wishes to be kept private or confidential from the Company, except in circumstances where the 

employee has been granted the facility to make private communications. 

 

6. Business use of social media 

 

6.1 Employees may not on any social media environment use or refer either to the name of the Company (or if 

the Company can be identified by the context) or that of any group business without first obtaining formal 

written consent from a Director. Nor may the employee refer to any of the work that the employee 

undertakes for the Company or any group company without first obtaining formal written consent from a 

Director. Such consent may include limitations with which the employee must comply. Should the Company 

authorise the use of a social media company profile which may include the employee’s details, such profile 

will belong to the Company and the Company reserves the right to remove it at any time. 

 

6.2 If an employee is contacted for comments about the Company for publication anywhere, including in any 

social media outlet, the employee must direct the enquiry to a Director and respond only if they have 

written approval to do so. 

 

6.3 The Company may at any time request that an employee ceases use of social media for the business 

purposes of the Company, which may include a requirement that the employee 

(a) ceases use of all or specific social media sites and resources for Company business purposes     and/or for 

the purpose of contacting ex-employees, competitors or clients of the Company 

(b) deletes any reference to the Company from a social media profile 

(c) refrains from communicating generally or with a particular person for business purposes via social media.  

 

6.3 Where a social media account is set up or permitted to be used for Company business, the employee shall on 

request from a Director, provide log in details and passwords for the purpose of ensuring compliance with this 
policy. 

 

 

7. Responsible use of social media 

 

7.1 The following sections of the policy provide staff with common-sense guidelines and recommendations for 

using social media responsibly and safely. 
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 7.2 In order to protect the business reputation of the Company 

(a) employees must not post disparaging or defamatory statements about the Company, its group, clients, 

suppliers , other employees or other  stakeholders 

(b) employees should avoid social media communications that might be misconstrued in a way that could 

damage the business reputation of the Company, even indirectly 

(c) employees should make it clear in social media postings that they are speaking on their own behalf and not 

on behalf of the Company, write in the first person and use a personal e-mail address when communicating 

via social media 

(d) employees will be held personally responsible for what they communicate on social media. Information that 

employees publish might be available to be read by the general public (including the Company itself, future 

employers and social acquaintances) for a long time. Employees should keep this in mind before posting 

content 

(e) if employees identify themselves as an employee of the Company, where they are authorised to do so, they 

must also state that the views do not represent those of the Company. The employee should also ensure 

that the employee’s profile and any content posted are consistent with the professional image the employee 

presents to clients and colleagues 

(f) the employee must not post comments about sensitive or confidential business-related topics, such as 

Company performance.  

(g) if the employee is uncertain or concerned about the appropriateness of any statement or posting, they 

should refrain from making the communication until they have discussed it with their immediate manager 

(h) if the employee sees content in social media that disparages or reflects poorly on the Company, the 

employee should contact the person stated in paragraph 2.1 of this policy as being responsible for its day to 

day operation. All employees are responsible for protecting the business reputation of the Company. 

 

7.3 In addition employees must respect intellectual property and confidential information; accordingly employees 

will  

(a) not do anything to jeopardise trade secrets and other confidential information or intellectual property of the 

Company through the use of social media 

(b) avoid misappropriating or infringing the intellectual property of other companies and individuals, which can 

create liability for the Company as well as the individual author 

(c) not use Company logos, brand names, slogans or other trademarks, or post any confidential or proprietary 

information of the Company without prior written permission 

(d) in order to protect the employee and the Company against liability for copyright infringement, where 

appropriate, reference sources of particular information the employee posts or upload and  cite them 

accurately. If the employee has any questions about whether a particular post or upload might violate 

anyone’s copyright or trademark, confirmation should be sought from a director of the Company before 

making the communication 

(e) at all times regard the contact details of business contacts made during the course of the employee’s 

employment as confidential information of the Company, and as such the employee will be required to 

delete all such details from the employee’s personal social networking accounts, such as Facebook accounts 

or LinkedIn accounts, on termination of employment. 

 

7.4 Employees should at all times conduct themselves in a respectful manner in relation to colleagues, clients,  

partners and suppliers and therefore refrain from  

(a) posting anything that either the employee’s colleagues or the Company’s customers, clients, business 

partners, suppliers or other stakeholders  may find offensive, including discriminatory comments, insults or 

obscenity 

(b) posting anything related to the employee’s colleagues or the Company’s customers, clients, business 

partners, suppliers, vendors or other stakeholders without their written permission. 
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8. Monitoring and review of this policy 

 

8.1  The Company, along with the persons detailed in paragraph 2 of this policy, shall be responsible for 

reviewing and maintaining this policy to ensure that it meets legal requirements and reflects best practice. 

 

8.2 The Company Director has responsibility for ensuring that any person who may be involved with 

administration or investigations carried out under this policy receives regular and appropriate training to 

assist them with these duties. 

 

8.3 Employees are invited to comment on this policy and suggest ways in which it might be improved by 

contacting either the persons named in paragraph 2 of this policy or a Director.  
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8. E-mail, Internet and phone 

Statement 

 

It is important for employees to understand the limits that apply to use of e-mail and internet access, or personal use 

of mobile or office telecommunications equipment. Use is generally only permitted for the genuine and proper 

purpose of Company business. However, limited personal use is permitted in the circumstances set out in the 

policies below. Authorised personal communications will not normally be monitored save where the Company has 

reason to believe that the communication may involve a breach of policy or contract.   

 

An abuse of these policies will constitute a disciplinary offence, may be regarded as serious, and may result in dismissal. 

 

Nothing in these policies affects the validity of the terms in the contract of employment relating to e-mail and 

internet use, to which each employee should refer. 

 

Policies 

 

E-mail  

 

Misuse of e-mail systems may expose the Company and employees to criminal and civil legal liability. These claims 

may include obscenity or defamation, bullying and harassment and copyright or other intellectual property 

complaints or legal action. 

 

Employees are obliged to report immediately to their Immediate Manager any e-mail misuse by their colleagues. 

 

1. Use of E-mail  

 

1.1 Whether e-mails are sent through the Intranet or Internet the system should be used sensibly and 

professionally and with good judgement. Except as allowed in the section entitled “Private Use of E-mails” 

below, e-mails may only be sent in relation to the Company’s business. Please also see the sections below 

under Internet Policy relating to use of the Internet which prohibits amongst other things use of chat rooms. 

 

1.2 Under no circumstances may employees open or otherwise use any attachment, or software program 

attached to e-mails received from external sources or sources about which the employee is unsure. 

Employees should delete e-mails with this form of content without opening the email. 

 

1.3 If an employee has any doubts about the source of an e-mail the Immediate Manager should be consulted. 

 

1.4 The e-mailing of certain material may constitute a serious disciplinary offence and may in some cases result 

in termination of an employee’s employment contract for gross misconduct. This material will include 

pornographic, obscene, defamatory, racist, sexist, ageist discriminatory, politically extremist or derogatory in 

respect of any religion or type of sexual orientation or that is rude, disrespectful or derogatory or that may 

otherwise cause offence or distress. 

 

1.5 E-mails that contain gossip or that refer to other employees for any reason other than strict business 

reasons are not permitted. Communications of a commercial, business or financial nature that are not purely 

for the purposes of the Company are also forbidden. 
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1.6 Under no circumstances may e-mails be sent that threaten or harass employees or others or that breach any 

other policy of the Company. The sending of any e-mail that is threatening or abusive or that constitutes any 

form of discrimination, victimisation or harassment will constitute a disciplinary offence that may lead to the 

employee’s dismissal. 

 

1.7 Employees should take all due care in drafting and sending e-mails and should consider the impact, gravity of 

subject matter, security, speed and distribution, in deciding whether this is the most appropriate form of 

communication in the particular circumstances.  

 

1.8 In all cases the content of e-mails should be drafted with the proper level of care to ensure that they are 

concise, accurate and professional.  

 

1.9 E-mails should be sent or copied only to those that need to receive them for the purposes of the Company 

and the historical string of attached e-mails should be deleted unless they are necessary to the proper 

understanding of the communication. 

 

1.10  Should an email containing sensitive, commercial or confidential information be sent to an incorrect 

recipient, this employee must contact the recipient straight away and request that the communication be 

deleted, and immediately report the matter to the employee’s immediate manager or a director. 

 

 

2. Personal Use of E-mail 

 

2.1 As a privilege and not as a right, employees are permitted to use the Company e-mail system for the 

occasional sending of short messages relating only to their own domestic and personal administration and 

strictly as necessary. The Company’s e-mail policy will still apply in full to this type of communication. 

 

2.2 Employees may not send e-mails to other employees (whether from the Company or to personal addresses) 

on personal subjects while on the Company premises nor from outside of the Company to colleagues' 

Company e-mail addresses. Please also see the sections below under Internet Policy relating to use of the 

Internet. 

 

2.3 Personal e-mails may only be sent and opened during normal official breaks. 

 

 

3. Internet 

 

3.1 The Internet provides potentially important access to third party information, products and services. However, 

due to its unregulated content this access, if used incorrectly or without care can expose employees and the 

Company to certain liabilities, including criminal, civil or contractual. Other forms of risk are presented due to 

viruses, hacking and unauthorised use of the Company computer system. 
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3.2 Access to the Internet at work is permitted primarily for business purposes although a small amount of use is 

permitted for personal reasons (see under the heading “Personal Use of the Internet” below in this policy). 

 

3.3 Employees are not permitted to access or participate in non-work related chat-rooms or bulletin boards. 

 

3.4 Access to Internet sites that contain inappropriate material such as those that promote discrimination, 

intolerance or are of a nature that is offensive, demeaning, distressing, derogatory, inflammatory or otherwise 

may contravene civil or criminal law is strictly forbidden.  For example, employees may not access sites with 

content that is pornographic or has a sexual content, politically extremist, incites or is designed to facilitate or 

assist in the commission of criminal or terrorist offences or is likely to promote racial, religious, age, gender or 

sexual orientation intolerance. 

 

3.5 Employees may not access sites for the purposes of their own or third party business, commercial or money 

making purposes or that permit gambling. 

 

3.6 The Internet may not be used for any purposes relating to the commission of a criminal offence or for 

victimising, offending, harassing or bullying any person or organisation whatsoever. 

 

3.7 Internet use for the purposes of making or spreading obscene, derogatory, false or defamatory statements or 

material about any person is absolutely forbidden. 

 

3.8 In no event may employees use the Internet or Company systems to disclose confidential information about the 

Company or its clients/customers, operations or employees or that contains personal or sensitive personal 

information about any individual and that may cause a breach of any relevant Data Protection laws. 

 

3.9 Transmission of any Company owned or controlled software (whether in object code or source code form), 

data bases, copyright material, client, customer or supplier lists or contact details or material protected by 

Company or other parties intellectual property rights (for example trade or service mark, database, design right 

or patent rights) is not permitted unless for legitimate Company business and properly authorised by the 

Company. 

 

3.10 Downloading of material that is subject to Company or other third party copyright (for example music, text, 

pictures or audio-visual content), or to other intellectual property rights is not permitted unless lawful and with 

the consent of the Immediate Manager. 

 

3.11 Unauthorised access to any computer system, computer terminal or website, hacking or any activity that may 

constitute a breach of the Computer Misuse Act 1990 is strictly forbidden. 
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4. Personal Use of the Internet 

 

4.1 Employees may use the Internet for browsing and reviewing of web sites in relation to matters of personal 

interest during their normal contractual work breaks providing that this in no way disrupts their work. However 

such use should only be in conformity with the policies above. This means that the prohibitions set out in the 

general e-mail and Internet policies above continue during work breaks, for example the prohibition against use 

of the Internet for accessing chat rooms and Internet based e-mail, and e-mailing to other employees. 

Authorised personal communications will not normally be monitored save where the Company has reason 

to believe that the communication may involve a breach of policy or contract.   

 

4.2 The permission in 4.1 is granted as a privilege and not as a right and may be withdrawn by the Company at any 

time. 

 

5. Security 

 

5.1 Each employee is responsible for the security of all Company related passwords. These passwords should only 

be used for the purposes intended and should not be disclosed to fellow employees.  

 

5.2 Under no circumstances should Company passwords be passed to a third party. 

 

6. Telephones 

 

6.1 Employees may be provided with telephone equipment (either mobile or land line) in order to enable the 

employee to fulfil his or her duties. This equipment is provided for business use only, however the company 

accepts that the employee may use the same equipment for personal use provided the employee pays 

attributable costs 

 

6.2 Employees are permitted to have mobile telephones in the office, subject to the following: 

(a)  handsets must have a silent ringtone 

(b)  they should only be used in an emergency or during an employee’s permitted breaks 

(c)  their use must be kept to a minimum and must not disturb other staff members or have an adverse impact 

on an employee’s duties 

(d)  any calls must be taken in a quiet manner so as to minimise any disruption to other staff members. 

 

6.3 In the event that the Company forms the view that an employee’s mobile phone is causing a disturbance, is 

distracting the employee or mobile use is excessive, the employee will be required to remove the mobile or 

switch it off  

 

6.4 Employees may give out details of the office or business line to immediate family, or as an emergency 

contact. Personal calls on the office phones must be kept to an absolute minimum and must not interfere 

with the employee’s duties. 
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7. Reporting 

 

7.1 Employees should report any breach of this E-mail and Internet Policy to their Immediate Manager immediately 

on discovery. 

 

7.2 Failure by an employee to comply with any aspect of this policy will be regarded as misconduct which will be 

dealt with under the Company’s Disciplinary Procedure. 

 

 



 
 

   Clever Contracting 

 

 

9. Data Protection 

Statement 

 

The Company will keep certain data about employees for the purpose of running its normal business operations and 

for managing personnel obligations and issues. Personal data concerning individuals that are not employees that is 

handled by Company employees will also be protected. 

 

Policy 

1. Data Protection Obligations 

 

The following rules will be applied by the Company in dealing with protected employee data: 

 

1.1 Personal data will only be processed by the Company in conformity with data protection laws and in 

accordance with the Company’s employee privacy notice which is available on request. 

 

1.2 The Company’s employee privacy notice details what data is processed and why. It also provides details of 

the person responsible for data protection within the Company. 

 

1.3 ‘Personal Data’ as referred to within this policy shall mean any information relating to an identified or 

identifiable person” 

 

2. Employee Obligations in Processing Personal Data 

 

2.1 It will be a disciplinary offence for any employee to act in breach of relevant data protection laws or this 

policy (this applies whether the data relates to an employee or any other third party). In the most serious 

cases this may entitle the Company to terminate an employee’s contract of employment. 

 

2.2 Personal data should be kept securely and should be protected from any loss, damage or disclosure. The 

following obligations apply to all employees: 

(a) employees are responsible for any personal data that they may hold, control, process or have access to and 

should take all precautions to prevent any unauthorised loss, alteration or access to it 

(b) employees should abide by all additional Company rules notified to them and applying to personal data and 

its security and all processing of personal data must be carried out in accordance with the Company’s 

privacy policy (which is available on request) 

(c) personal data may only be used for the legitimate purposes for which it was obtained and may not be 

communicated, by any means, to any other person (whether or not an employee) unless that communication 

is necessary and for such purposes and is properly authorised 

(d) personal data may only be provided to persons outside of the Company (for example for references or to 

the authorities) in accordance with the Company’s privacy policy 

(e) the data protection laws apply to all employees 

(f) files or information containing personal data should not be left unattended on computer screens or 

otherwise accessible to any unauthorised person 

(g) only specifically authorised employees may process personal data and/or sensitive personal data and in the 

event of any doubt, employees should consult their Immediate Manager as to whether any action is 

permissible or not 

(h) any request from an individual that, relate to their rights under relevant data protection laws (e.g. requests 

for access or requests for erasure of data) must be referred, without delay, to the employee’s Immediate  
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Manager or a Director of the Company and, where there is a request that processing be stopped or data 

erased, no further personal data be processed in respect of that individual unless with the express consent of 

a Director. 

 

3. Employee Obligations in Relation to Their Own Protected Data 

 

3.1 Employees should follow certain obligations in relation to information that they supply to the Company, or 

that is already held by the Company, about themselves. Each employee should 

(a) ensure that all personal data and all sensitive personal data supplied to the Company by or on behalf of the 

employee is full, accurate and up to date 

(b) immediately inform the Company of any change in any details about the employee that relates to personal 

data 

(c) check and promptly inform the Company of any necessary amendments to any information about the 

employee held by the Company and disclosed to the employee for any reason 

(d) only provide the Company with sensitive personal data where specifically requested or there is otherwise a 

necessity to do so. 

 

4. Employee Right of Access to Protected Data Held by the Company 

 

4.1 For the purposes of personnel management the Company holds personal data relating to all employees, and 

in some cases an employee will be entitled to see personal data that relates to him or her. 

 

4.2 The procedure for an employee to obtain related personal data is to apply in writing to the Company’s 

Director for access to personal data and sensitive personal data held by the Company.  

 

4.3 Within one month of receipt of the request, the employee will be provided with the information or 

informed as to why the Company is not obliged to disclose any particular data. The employee will also be 

informed of their right to complain to the Information Commissioner if they disagree with this decision. If 

the information cannot be supplied within one month the employee will be informed of this and the reasons 

why and the information will, in all cases, be supplied within two months. 

 

4.4 In addition to the provision of any information the Company is obliged to supply, the employee will be 

informed of the source of any information not provided by the employee to the Company (unless the source 

is clear from the content of the information). 

 

4.5 If the employee does not receive a response to the request from the Company within the one month time 

limit he or she should immediately inform a Director of the Company in writing. 

 

4.6 Should the employee believe that any data held by the Company is inaccurate then they should notify the 

Company of this fact in writing and without delay, they should detail what information is inaccurate why they 

believe this to be the case and provide the correct information, if appropriate. 

 

 4.7     If the employee objects to the processing of any information, then they should notify the Company Director 

in writing, providing full details of their objections. If the cause of the employee’s objections is the source of 

any damage, loss or distress, the employee should also state why and what effect it has had. 

 

 

4.8 The Company will respond in writing to any notice of objection within 14 days of receipt. 
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4.9 Please note that the above procedure operates in addition to statutory rights and does not in any way 

replace those rights. 
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10.  Confidential Information 

Statement 

 

Proper use of confidential information is fundamental to the Company. Nothing in this policy affects the validity of 

the confidentiality provisions in an employee’s contract of employment, to which each employee should refer. 

 

Policy 

 

In working for the Company employees will gain information about its working and marketing methods, contacts and 

other information that the Company has developed relating to operations within specific industries, whether within 

the United Kingdom or elsewhere. This information is the sole property of the Company and use of it by an 

employee outside of the Company employment or any other party may cause damage to the Company. 

 

It is very important that employees read and understand the rules relating to confidential information. If an employee 

has any doubts about what is or is not confidential or as to how certain information may be dealt with, the employee 

should discuss the issue with their Immediate Manager before any action is taken. Further details of what may be 

included as confidential information is included at the end of this section.  

 

A breach of confidential information requirements may amount to serious misconduct leading to dismissal. 

 

 

1. What is Confidential Information   

 

1.1 Confidential information means without limitation, information (save such information which at the time it is 

obtained is lawfully in the public domain or which is trivial or obvious) of any kind relating to the business of 

the Company or developed by the Company for the purposes of the Company’s business. The following list 

is not exhaustive and includes that relating to method, letters, patents, trademarks (whether registered or 

unregistered), designs, utility models, copyrights (including design copyrights), applications for any of the 

foregoing and the right to apply for them in any part of the world. Intellectual property including discoveries, 

creations, inventions, or improvements upon or additions to an invention, trade secrets, method, 

applications, technology, know-how, computer programmes, techniques, configurations, electronic sites and 

systems. Also information of whatever nature in whatever form relating to the Company or a client or 

customer obtained from any source, other than the public domain, and information obtained as a result of 

being allowed access to any premises or equipment of the Company, moral rights, and any similar rights in 

any country. 

 

1.2 Confidential information is any type of information that may give an advantage or disadvantage to the 

Company or to any of its competitors. Any information that is already protected by law, such as data 

protection law or the law of confidentiality is still covered by the relevant laws and regulations and this 

handbook does not affect those laws and regulations at all.  

 

1.3 Other forms of confidential information include information relating to the Company’s operating 

methodologies, or its clients or to other third parties that the Company has a duty to protect or that the 

Company has designated as being confidential. For example information from any Company database relating 

to clients (whether prospective or otherwise) of the Company is confidential, as is information relating to 
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contracts processed by the Company and templates and documents used by the Company. None of this 

information may be used copied or accessed save in accordance with obligations under the contract of 

employment. 

 

2. Duty of Confidentiality 

 

2.1 Other than is required strictly in the course of employment or by law, employees may not disclose and 

should protect from accidental disclosure, all confidential information belonging to the Company. It is the 

duty and responsibility of employees to protect and maintain the Company’s confidentiality as well as that of 

clients, and any third parties where a duty of confidentiality is owed and that information came to the 

employee as a result of employment with the Company. 

 

2.2 Employees may not take home or store for personal or Company use any confidential material without the 

written permission of the Immediate Manager. 

 

2.3 The duty of confidentiality exists both during the term of employment with the Company as well as after its 

termination. The duty will only cease in the case of any information that has passed into the public domain 

(i.e. that the public has access to), unless it came into the public domain through a breach of duty by the 

employee, or if the Company authorises its disclosure. 

 

2.4  All confidential information obtained or controlled by the employee during employment shall at all times 

remain the property of the Company. Prior to termination of employment all such information and copies 

(whether in digital or other form) must be returned to the Company. 

 

3. Media Contact 

 

3.1 Only individuals properly authorised by the Company may make statements or release information of any 

description to the media. If an employee has any doubt concerning what may or may not be said or done in 

this respect the permission of a Director must be obtained. Any unauthorised disclosure will be treated as a 

disciplinary matter and investigated in accordance with the Disciplinary Procedure. 
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11. Whistleblowing  

Statement 

 

The Public Interest Disclosure Act 1998 (the “Act”) provides protection for employees that report certain acts and 

omissions that relate to the Company and its operations.  

 

The Company is committed to conducting its affairs in accordance with the law and with honesty and integrity and 

all of its officers and staff are expected to maintain these standards. A culture of openness, where employees feel 

able to report any suspected wrongdoing, is important in order to ensure and maintain high standards. The 

Company encourages employees to report any suspected wrongdoing as soon as it comes to their attention. Any 

such concerns will be treated seriously and investigated appropriately and promptly.  Employees should be reassured 

that if they make a disclosure under this policy they will not suffer any disadvantage or reprisals as a result and that 

as far as possible confidentiality will be maintained. 

 

This Policy provides employees with guidance regarding the steps to be taken should they suspect any wrongdoing. 

 

 

Policy 

 

1.  What is Whistleblowing? 

 

Whistleblowing is the common term used when an individual, or group of individuals, disclose information that 

relates to suspected wrongdoing and is made under the terms of the Act. Under that Act an individual who makes a 

protected disclosure is given statutory protection against victimisation, so long as that disclosure is made in the 

public interest. 

 

2. Protected disclosures 

 

2.1  The law refers to disclosures to which the Act applies as “qualifying disclosures”. In order for a disclosure by 

an employee of the Company to fall under the Act, and an employee therefore have protection of the Act, 

the employee should show a reasonable belief that the disclosure tends to show one or more of the 

following: 

(a) breach of a legal obligation 

(b) a criminal offence 

(c) a miscarriage of justice 

(d) danger to the health and safety of any individual 

(e) damage to the environment 

(f) that information of the type set out above has been or is likely to be deliberately concealed. 

 

2.2 For a disclosure to be a “qualifying disclosure” it must also be made in the reasonable belief that the 

disclosure is in the public interest. 

 

2.3  The disclosure should in most circumstances be made internally and in accordance with this policy. External 

disclosures are only permissible in limited circumstances and if these circumstances do not apply, an 

employee may not be protected. 

 

3. Company Procedure   

3.1 Should an employee be concerned about circumstances that it felt may need action by the Company or its  
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employees, this should be raised immediately with their Client Relationship Manager, another senior 

manager or Company Director, as appropriate. The employee should make it clear that their concerns are 

being raised under the terms of this policy. 

 

3.2 If the employee is unhappy with the steps taken by his or her Client Relationship Manager or with any 

explanation given, this concern should promptly be raised with a senior manager. 

 

3.3 As far as is possible the Company will ensure that any disclosure by an employee is kept confidential. 

Employees should be aware that it may be necessary to divulge such information during the course of any 

investigation. If an investigation into the allegations is thought necessary, the employee will be informed that 

the allegations will be put to the person accused of wrongdoing. 

 

3.4 The employee will be informed by the Company of the progress and outcome of any investigation into the 

allegations and the employee should raise the matter with the Company’s senior management if it is felt that 

adequate information is not being provided within a reasonable timescale. 

 

3.5 In the event that the disclosing employee is unhappy with the responses received from the Company to 

enquiries concerning an investigation, or with the way the investigation is being carried out, senior 

management or a Director of the Company should be contacted immediately. 

 

3.6 Should the employee still be dissatisfied after contacting senior management, or is dissatisfied with the 

outcome of the investigation, this should immediately be reported to the Company Director. 

  

3.7 Employees that make a disclosure under the Act are protected from detrimental treatment including 

dismissal due to having made the disclosure. 

 

3.8      In almost all cases it should not be necessary to make an external disclosure. However, in certain situations it 

may be appropriate to make an external disclosure for example to a regulatory body such as the Information 

Commissioners Office. External disclosures are only protected in certain circumstances and employees who 

believe that an external disclosure may be necessary are strongly encouraged to seek advice. Disclosures to 

the media are rarely, if ever, appropriate.  
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12. Use of Company Equipment and portable devices 

Statement 

 

Company equipment may only be used in accordance with the Company’s business purpose. Nothing in this policy 

affects the validity of the terms in the contract of employment, to which each employee should refer. 

 

Policy 

 

Use of all Company equipment (such as fax machines, photocopiers, phones, computers, audio-visual equipment, 

vehicles, machinery and any other type of equipment) is permitted purely for Company purposes. Any use for other 

purposes is only permitted with the consent of the Immediate Manager. 

 

Employees should take proper care of Company equipment and may not permit use by non-company personnel 

without specific Company approval. An employee may only permit other Company employees to use Company 

property, equipment or machinery if they have been authorised by the Company for that use. 

 

Employees are fully responsible for any Company property, equipment or machinery in their care or used by them 

and should fully familiarise themselves with relevant instruction manuals and health and safety policies. 

 

In addition to equipment provided by the Company, the Company recognises that many of its staff have personal 

mobile devices (such as tablets, smartphones and handheld computers), which they could use for business purposes, 

and that there can be benefits for both the Company and staff, including increased flexibility in working practices, in 

permitting such use. However, the use of personal mobile devices for business purposes gives rise to increased risk 

in terms of the security of IT resources and communications systems, the protection of confidential and proprietary 

information and reputation, and compliance with legal obligations. This policy sets out requirements that all 

employees using personal mobile devices must adhere to in order to minimise these risks. 

 

1. Company Software 

 

1.1. Software programs that are used by the Company are protected by copyright owned by the Company or 

third parties. These may only be used for proper Company purposes and in accordance with any directions 

that the Company may give to employees. Unauthorised use of software programs is prohibited. 

 

1.2. Employees are prohibited from downloading or installing their own, or any software other than authorised 

software onto Company equipment.  Written permission should be obtained from the employee’s 

Immediate Manager before any new or additional software is installed onto any equipment. 

 

1.3. Employees should consult their Immediate Manager concerning proper use of any software before using it.   

 

2. Off-Site use of Company equipment 

 

2.1. Where the Company permits an employee to use Company equipment (such as a laptop computer, mobile 

phone) away from Company premises employees should take proper care to prevent theft, loss, damage or  

           use by any third party not being an authorised employee at all times. 
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2.2. Employees must ensure that all data contained on Company equipment is retained securely at all times, 

including but not limited to ensuring that devices are retained securely, that data is appropriately encrypted 

and that devices have appropriate password protection. 

 

2.3. Any equipment in the possession of an employee outside of the Company premises must be returned to the 

Company premises as soon as it is no longer required for Company business, and in any event immediately 

upon request from the Company at any time. 

 

2.4. The Company may at any time put in place further procedures and rules governing the use of equipment 

with which all employees should comply. 

 

 

3. Use of personal devices for business purposes 

 

3.1 This policy applies to staff who, with consent of the Company, use a personal mobile device including any 

accompanying software or hardware (“Device”) for business purposes. This may include (but are not limited 

to) smartphones, mobile or cellular phones, PDAs, tablets, and laptops or notebook computers used to 

access the IT resources and communications systems of the Company (“Systems”). It also applies to use of 

the Device both during and outside office hours and whether or not use of the Device takes place at the 

employee’s normal place of work. 

 

3.2 When Company systems are accessed by a Device, data about the Company, including information which is 

confidential, proprietary or private (“Company Data”) is also accessed. This can expose the Company to a 

number of risks, including from the loss or theft of the Device (which could result in unauthorised access to 

Company systems or Company Data), the threat of malware (such as viruses, worms, spyware, trojans or 

other threats that could be introduced into our systems via a Device), or through the loss or unauthorised 

alteration of Company Data (including personal and confidential information which could expose the 

Company to the risk of non-compliance with legal obligations of confidentiality, data protection and privacy). 

Such risks could result in damage to the systems, business and reputation of the Company. 

 

3.3  Breach of this policy may lead to an employee’s access to the Companies’ Systems being revoked, whether 

through a Device or otherwise. It may also result in disciplinary action up to and including dismissal and in 

some cases possible criminal charges. The employee is required to co-operate with any investigation into a 

suspected breach, which may involve providing access to the Device and any relevant passwords and login 

details. 

 

3.4 For the avoidance of doubt the Company shall be under no obligation to allow any employee to use a 

personal device in the course of employment. Use of personal devices is permitted only with the consent of 

the Company and this consent may be revoked at any time.  

 

3.5 Any personal device used in the course of employment or for Company business shall for that purpose be 

considered to be Company equipment and shall be subject to Company policies with regard to 

communications and monitoring, social media and email and internet usage.   

 

 

4. Security requirements for portable devices 
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4.1 Any use of a Device in the course of employment or for business purposes must be in accordance with 

Company policies and procedures including but not limited to policies in relation to communications and 

monitoring, social media and internet and email usage. In addition, the employee must at all times: 

 

(a) use his or her best efforts to physically secure the Device against loss, theft or use by persons who have not 

been authorised to use the Device 

 

(b) secure the Device whether or not it is in use and whether or not it is being carried by the employee. This 

includes, but is not limited to, passwords, encryption, and physical control of the Device 

 

(c) install any anti-virus or anti-malware software as requested before connecting to Company Systems and 

consent to Company efforts to manage the Device and secure its data, including providing any necessary 

passwords 

 

(d) prohibit use of the Device by anyone not authorised by the Company, including the employee’s  family, 

friends and business associates 

 

(e) not download or transfer any Company Data to the Device, for example via e-mail attachments, unless 

specifically authorised to do so. Employees must immediately erase any such information that is inadvertently 

downloaded to the Device 

 

(f) not backup the Device locally or to cloud-based storage or services where that might result in the backup or 

storage of Company Data. Any such backups inadvertently created must be deleted immediately 

 

(g) not use a Device to capture images, video, or audio, whether native to the Device or through third-party 

applications, within the workplace 

 

(h) where an employee is permitted to store Company Data on the Device, ensure that the Company Data is 

encrypted using appropriate encryption technologies approved by the IT Department. 

 

(i) not use the Device at a mobile hot-spot, or unsecured wi-fi connection without consent of the Company. 

 

4.2 In the event of a lost or stolen Device, or where an employee believes that a Device may have been 

accessed by an unauthorised person or otherwise compromised, the employee must report the incident to 

the IT Department immediately. 

 

4.3 Appropriate steps must be taken to ensure that Company data on or accessible from the Device is secured, 

including remote wiping of the Device by the Company where appropriate. The remote wipe will destroy all 

Company data on the Device (including information contained in a work e-mail account, even if such e-mails 

are personal in nature). Although the Company does not intend to wipe other data that is strictly personal 
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in nature (such as photographs or personal files or e-mails), it may not be possible to distinguish all such 

information from Company data in all circumstances. You should therefore refrain from storing personal 

data or information on the Device, and/or regularly backup all personal data stored on the Device. 

 

5. Termination of employment  

 

5.1 On the employee’s last day of work, or last day before commencing a period of garden leave, all Company 

Data (including work e-mails), and any software applications provided by the Company for business 

purposes, must be removed from the Device. If this cannot be achieved remotely, the Device must be 

submitted to the Company for wiping and software removal. The employee must provide all necessary co-

operation and assistance in relation to this process.  

 

6. Costs  

 

6.1 Unless specifically agreed otherwise with the Company, the employee shall be responsible for his/her own 

Device costs under this policy, including but not limited to voice and data usage charges and any purchase 

and repair costs, including any increase in costs due to business usage. Charges should be checked with the 

employee’s provider prior to the Device being used. 
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13. Smoking Policy 

Policy 

 

 

1.1 Smoking (including the use of e-cigarettes or vaping devices) is not permitted except in areas that are 

specifically designated by the Company.  

 

1.2 Any employee found to be smoking on Company premises or in a Company vehicle in breach of this policy, 

will be subject to disciplinary action and shall be liable to repay to the Company any fine or costs incurred as 

a result of such actions. 

 

1.3 Where an employee is required to visit or work from a client site or to use any client vehicle, the employee 

is required to comply with the client’s smoking policy and all applicable legislation. 

 

1.4 Employees should ensure that any external visitors they are responsible for also follow the rules on smoking. 

 

1.5 Use of any designated smoking areas may only occur during agreed rest or lunch breaks and should not 

interfere with normal Company operations. These areas should be kept tidy by those that use them. 
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14.  Drugs, Alcohol and other Substances 

 

Statement 

 

The Company is dedicated to sustaining a healthy and safe working environment for its entire staff. The Company 

aims to ensure a working environment free from the inappropriate use of substances enabling its employees to carry 

out their duties in a safe and efficient manner.   

 

This policy is not contractual but is designed to prevent and treat problems created in the workplace by improper 

alcohol consumption and drug usage.  

   

This policy applies to all employees within the Company.   

 

This policy shall also be observed by all agencies, contractors, consultants and any other individual working for, or on 

behalf of, the Company.  

 

Policy objectives  

 

1. To alert all employees to the risks associated with drinking alcohol and using non-medicinal drugs and to 

promote good practice and a progressive change of behaviour and attitude concerning use.   

 

2. To encourage and assist employees who suspect or know that they have an alcohol or drug problem to seek 

help at an early stage.   

 

3. Where, in the course of invoking Disciplinary Procedures it is suspected or known that the misdemeanour is 

alcohol or drug related, to offer an employee a referral to an appropriate agency or department for 

assessment and, if necessary, specialist help.  

   

Definitions 

 

For the purposes of this policy the term drug includes:  

  

1. Substances covered by the Misuse of Drugs Act 1971 (referred to as “controlled drugs”) 

 

2. Prescribed and over-the-counter drugs 

 

3. Solvents 

 

4. Any other substance that has the cause or effect of impairing a person’s conduct or performance including 

but not limited to so called “legal highs”.  

 

Organisation 

 

The person responsible for the effective operation of the Company’s policy on alcohol, drugs and other substances is  

the Director. 
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Policy 

 

1.  Alcohol 

 

1.1 The Company’s policy is to forbid the consumption of alcohol on the Company’s  

Premises save where consumption is with the express consent of a director, or is provided by the Company 

for consumption as part of a company social function. 

 

1.2 Any employee who is found consuming alcohol on the Company premises or is found to be intoxicated at 

work may be subject to disciplinary action under the Company’s disciplinary procedure which may result in 

summary dismissal. 

 

2. Drugs 

 

2.1 The possession, use or distribution of drugs for non-medical purposes on the Company’s premises is strictly 

forbidden.  

 

2.2 Dispensing, distributing, possessing, using, selling or offering to buy controlled drugs at work is a criminal 

offence. Any such activity (including reasonable suspicion of it) on the Company’s premises will be reported 

immediately to the police.   

 

2.3 Any employee who is found to be in breach of these rules will be subject to disciplinary action, in 

accordance with the company’s disciplinary Pprocedure, which may result in summary dismissal.   

 

3. Medical examination 

  

3.1 If the Company suspects that there has been a breach of the above provisions, or an employee’s work 

performance or conduct has been affected through drug or alcohol abuse the Company reserves the right to 

require the employee to undergo a medical examination to determine the cause of the problem. 

 

3.2 If, having undergone a medical examination, it is confirmed that the employee has no underlying drug or 

alcohol problem, the Company will continue to deal with the issue under its ddisciplinary pprocedure.   

 

3.3 If, having undergone a medical examination, it is confirmed that the employee has been positively tested for a 

controlled drug, or he/she admits to having a drug and/or alcohol problem, the Company reserves the right 

to suspend the employee subject to the outcome of the disciplinary procedure.  

 

3.4 If an employee refuses to undergo a medical examination in such circumstances, the refusal may be taken 

into account in any related investigation or disciplinary process. 
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4. Power of search  

 

4.1 The Company reserves the right to search any employee’s property held on Company’s premises at any 

time if there are reasonable grounds to believe that any of the provisions in paragraphs 1 and 2 have been 

breached.  

 

4.2 If an employee refuses to comply with the search procedures their refusal may amount to gross misconduct and 

the employee will be subject to the Company’s Disciplinary Procedure. 
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15.  Sickness and General Absence 

Statement 

 

It is very important for the smooth operation of the Company that employees act promptly to keep the Company 

informed of any sickness and absences that may affect attendance or performance at work. 

 

Policy 

 

1. Sickness and Absences 

 

1.1 The Company considers unexplained absence an unacceptable breach of the rules and regulations contained 

in this document and the employee’s contract of employment. Failure to notify the Company of any absence 

for whatever reason could lead to disciplinary action against the employee.  

 

1.2 In the event of any absence on account of sickness or injury, the employee (or someone on his behalf in the 

event that the illness or incapacity prevents the employee from doing so) should inform the Company of the 

reason for absence as soon as possible. In the event of absence from the beginning of the day this should be 

by no later than 10:00 a.m. on the usual working day on which the absence first occurs, and by no later than 

10:00 a.m. on each subsequent usual working day until the employee returns to work unless the 

requirement to notify the Company on each day is waived or varied by the Company. 

 

1.3 In respect of absence lasting seven (7) or less calendar days, the employee should complete the Company’s 

standard self-certification form immediately on returning to work. 

 

1.4 On the eighth (8th) calendar day of absence and on each seventh (7th) calendar day of absence thereafter, the 

employee should provide a medical certificate stating the reason for the absence and the length of time such 

absence is likely to last. 

 

1.5 The medical certificate may indicate that the employee is able to undertake some work with the assistance 

of suitable adjustments, such as a reduction in hours, or a reduction in responsibilities.  The Company shall 

consider whether or not such adjustments may be possible with regard to whether or not such adjustments 

are reasonable, and the impact that these may have on the workplace and other employees.  The Company’s 

decision on such matters shall be final, and where such adjustments cannot be accommodated, the medical 

certificate shall be treated as reading “not fit for work”. 

 

1.6 In the event of frequent or long term sickness absence you may be subject to the companies frequent 

sickness absence procedure. Where this applies, the Company reserves the right to require the employee to 

undergo a medical examination, in the event of sickness absence lasting more than 30 days, or, as a condition 

of returning to work if the employee is absent due to sickness of a type that could reasonably be expected 

to affect the employee’s ability to fulfil his obligations under his contract. The employee should submit to 

such medical examination by a medical practitioner appointed by the Company.  

 

1.7 The Company shall authorise any such medical practitioner to provide to the employee details of the results 

of the examination. 
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1.8 All unexpected absences will be investigated and the employee asked to give an explanation. If after 

investigation, no acceptable reason is given, then disciplinary action will be taken. The employee will be 

informed of the improvement expected and the likely consequences of failure to reach the expected target. 

 

1.9 Where long-term or persistent short-term absence is due to medically certificated illness, before any 

disciplinary or other action is considered by the Company, the following factors will be taken into account: 

 

• the likelihood of an improvement in health and attendance 

• availability of suitable alternative work 

• relevant medical reports 

• any other relevant circumstances/factors. 

 

2. Sick Pay 

 

2.1 Employees taking absence for reasons of sickness will be entitled to Statutory Sick Pay (SSP) in accordance 

with current legislation. 

 

2.2 Employees will be entitled to contractual pay while on sickness absence only as specifically agreed in their 

employment contract. Any payment of contractual sick pay is subject to the employee’s compliance with the 

terms and conditions of their contract of employment and this policy, including but not limited to any 

reporting requirements 

 

2.3 The Company may in its absolute discretion pay an employee sickness pay that is not payable under an 

employment contract and that is not SSP. The Company is entitled to cease any such payments once started 

at any time and any such payment does not give rise to any right to future payment of the same kind. 
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16.  Holiday Absence 

Statement 

 

Holiday may only be taken in accordance with entitlement under a contract of employment or in accordance with 

other statutory rights. 

 

It is important to the Company that proper procedures are followed in relation to arranging time off for holidays, 

and that time off is only taken in accordance with the procedures. The Company does allow time off for other 

special circumstances – see additional policy “Special Leave”. 

 

Each employee should ensure familiarity with the policy to avoid inappropriate requests for leave. 

 

 

Policy 

 

1. Holiday Year 

 

1.1 The Company’s holiday year for administrative purposes runs from each anniversary of commencement of 

your employment. 

 

2. Entitlement 

 

2.1 Holiday entitlement will be as set out in the employee’s contract of employment. In the event that no 

specific holiday entitlement is stated, the employee shall be entitled to paid annual leave in accordance with 

the Working Time Regulations 1998.  

 

2.2 A request for holiday should be made to the employee’s Immediate Manager on the Company’s standard 

holiday request form, or in writing if no form is available. The request should be made to the Company with 

at least twice the number of days’ notice as the length of holiday required i.e. 1 days holiday requires 2 days’ 

notice, 2 weeks holiday requires 4 weeks’ notice.   

 

2.3 If you have elected for your holiday pay to be retained by the Company, you will need to complete the 

Retained Holiday Request Form (which will be provided to you on request). 

 

2.4 Holidays may only be taken at times convenient to and agreed by the Company. It will not generally be 

convenient for time to be taken off if other members of the employee’s team or department are on holiday 

at the same time, or the Company has events, plans or deadlines which would be adversely affected by the 

employee’s absence. Requests for holiday will normally be dealt with on an earliest request basis. 

 

2.5 Holidays of more than 2 weeks total duration are not permitted unless the Company exceptionally agrees 

otherwise. 

 

2.6 Employees should not make requests for leave that are inappropriate and contrary to this policy. Any 

request for an exceptional period of holiday must be supported with good exceptional reasons and the 

Company is not under any obligation to agree any such request. 
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2.7 Employees should take their allotted holiday time during the holiday year to ensure you taking regular 

brakes. In the event that you leave the Company with some holiday entitlement not taken in the current 

holiday year (including any unused holiday carried forward from the previous year and/or any entitlement 

you may have accrued whilst on statutory leave), a sum representing pay for the number of days not taken 

will be calculated and paid to you on your last day of employment.  

 

2.8 In the event that an employee is ill or suffers an injury immediately prior to or during a period of agreed 

annual leave and the employee therefore wishes such a period of leave to be on account of illness or injury 

rather than holidays, the employee must notify the Company immediately and provide appropriate evidence 

in accordance with the Company’s sickness and general absence policy. Failure to adhere to this policy will 

result in the employees losing any entitlement to any applicable contractual sick pay. 

 

2.9 The Company may require holiday to be taken during the notice period relating to termination of the 

employee’s contract of employment. 

 

2.10 Please note that bank and public holidays will not necessarily be non-working days for you depending on the 

arrangements of your contract assignment. If so, it may be necessary to book bank and public holidays as 

annual leave. 

 

3. Part-Time Employees 

 

3.1 Holiday entitlement for part-time employees is calculated on a pro rata basis.  
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17. Special Leave 

Statement 

 

The Company operates a policy that is intended to cover leave from work by employees in special circumstances.  

 

Policy 

 

Should any such leave be required, the employee should immediately inform their Immediate Manager and Client 

Relationship Manager as soon the date(s) or approximate dates required are known. Employees should not commit 

to any time off in such circumstances without prior discussion with the Company.  

 

1. Compassionate leave 

 

1.1 There is no absolute right to compassionate leave by employees. Any application should be made to the 

relevant Immediate Manager (and communicated with their Client Relationship Manager). An application for 

compassionate leave will be fully considered and depending on the individual circumstances, either unpaid or 

paid leave may be granted. Compassionate leave is granted solely at the Company’s discretion. 

 

2. Bereavement 

 

2.1 The Company may allow employees up to 2 days paid leave in the event of the death of a parent, spouse, 

civil partner, own or adopted child or grandparent. This leave is to include the day of the funeral and is 

granted as an addition to normal holiday entitlement. 

 

2.2 On application the Company, at its own discretion, may grant additional unpaid leave depending on the 

individual circumstances. 

 

3.  Religious holidays 

 

3.1 Where possible the Company may allow employees leave for religious holidays and this leave will form part 

of the normal annual leave entitlement. It is important that this leave is applied for as far in advance as 

possible.  

 

3.2 Although the Company understands the importance of religious holidays and observance, leave will only be 

granted if the Company’s commitments make this possible. 

 

4. Jury service 

 

4.1 On receipt of a jury service summons the employee should promptly inform the Immediate Manager and 

provide a copy. Their Client Relationship manager should also be informed. The Company may if it considers 

it appropriate support an application for the employee to be excused. If the Company wishes an application 

to be excused to be made the employee should cooperate fully in relation to the necessary procedures.  

 

4.2 The Company is not obliged to make any payment of salary during a period of jury service. However, subject 

to the deductions mentioned below, the Company may for such period as it shall, in its sole discretion  
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determine, pay normal salary and benefits during jury service. If salary payments are made and the employee 

receives further compensation (apart from travel, accommodation and subsistence payments) from the 

Crown in relation to jury service the employee should inform the Company and the Company may deduct 

such sums from the employees monthly salary paid pursuant to this policy. The employee should disclose all 

correspondence with the Crown in this respect.  

 

5. Military reserves 

 

5.1 Any member of the Territorial Army or any other reserve force will be entitled to an additional one week of 

annual leave for use in relation to the membership. However such leave shall be unpaid. 

 

5.2 An application should be made to the employee’s Immediate Manager together with documentary proof of 

membership. Any additional leave should be taken out of normal annual entitlement. 

 

6. Public organisations 

 

6.1 The Company allows leave for certain public duties as is required by the relevant legislation. These statutory 

rights relate to matters such as standing as a candidate in central or local government elections, sitting as a 

magistrate or membership of a local authority, statutory tribunal or police authority. Other examples are to 

be found in section 50 of the Employment Rights Act 1996. 

 

6.2 Request for leave should be made to the employee’s Immediate Manager as far in advance as possible. The 

request should state the relevant public body or purpose and the specific type of activity to be carried out 

during the leave. The employee should cooperate fully with the Company should any clarification be 

required or the Company wishes to contact any relevant third party. The employee will be informed of the 

amount of leave that is permitted and whether or not it will be paid or unpaid. 

 

7. Moving home 

 

7.1 No additional leave is permitted for house moving or for staying home to receive deliveries or to permit 

domestic maintenance. 

  

8. Marriage/Civil Partnership 

 

8.1 No additional leave is normally permitted in the event that an employee marries or enters into a Civil 

Partnership. 

 

9. Dental/medical appointments 

 

9.1 Except in the event of medical emergency situations, permission of the Immediate Manager should be 

obtained for any time-off for appointments. The employee should provide as much notice as is reasonably 

practicable. 

 

9.2 Where possible appointments should be made outside of an employee’s normal working hours.  However 

where appointments must be made during normal working hours they should be arranged to minimise the 
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 impact on the employee’s work and the Company’s business (for example they should be arranged either at 

the beginning or the end of the day, or during an employee’s lunch break). 

 

9.3 The Company reserves the right to request evidence of the time and location of the appointment.  A failure 

to provide such evidence without good reason may result in the time being treated as an unauthorised 

absence. Any information disclosed with regard to the nature of a medical condition, shall be retained in a 

confidential manner and only to be disclosed within the Company on a “need to know” basis.  

 

9.4  Appointments for cosmetic procedures (i.e. non-essential procedures e.g. teeth whitening, cosmetic surgery 

etc.) are not generally considered to be medical appointments and should unless expressly agreed otherwise 

be taken as holiday.  

 

9.5 Medical appointments that relate to pregnancy and ante-natal appointments are covered elsewhere in this 

manual. 
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18a. Maternity  

Statement 

 

Please note that the policies in this section are distinct from the policy relating to time off for dependants following 

childbirth, for which please see Family Friendly Policies. 

 

The following sets out the Company’s policy on maternity leave, maternity pay and all other issues relating to 

pregnancy and maternity. Additional headings are provided in this section for clarity.  

 

Please note that this Maternity policy is separate from the Company’s policy on Shared Parental Leave. If both 

parents, or the mother and her partner, wish to choose to take Shared Parental Leave and, please refer to the 

Company’s Shared Parental Leave policy (section 18c and 18d of this Manual).  

 

It is important to note that the mother/father/partner will not qualify for Shared Parental Leave until the mother has 

either ended her maternity leave, by returning to work; or curtailed her maternity leave by giving the Company a 

written Curtailment Notice, in accordance with the Shared Parental Leave policy.   

 

If employees have any queries which are not answered or if they have any other questions about the policy please 

contact your Client Relationship Manager. This policy may change in the event of changes to statutory provisions 

regarding leave and pay. 

 

Maternity policy 

 

1. Time off for antenatal care  

 

Arranging appointments 

 

1.1 Employees may request time off during normal working hours to receive antenatal care although, whenever 

it is possible to do so in order to minimise disruption to the Company, employees should arrange 

appointments at the start or end of the working day. Antenatal care includes appointments with a midwife, 

GP, hospital clinics or other appointment made on the advice of a medical practitioner. 

 

Procedure for notifying absence for antenatal care   

 

1.2 Employees should request permission for such an absence from their Immediate Manager (and inform their 

Client Relationship Manager) as far in advance of their appointment as possible. The Company may ask for 

production of the appointment card, or some other confirmation of the appointment.  The Company shall 

not unreasonably refuse such a request. 

 

Pay for attendance at antenatal appointments   

 

1.3 There will be no deduction from salary for time off to attend authorised antenatal appointments, including 

any time spent travelling to and from and waiting for the appointment, provided that the procedure at 1.2 is 

properly followed. Time off in excess of that authorised can be taken as holiday time or as unpaid time off. If 

you are the father or *partner of a pregnant woman, you are entitled to take unpaid time off work to 

accompany the expectant mother to up to 2 of her ante-natal appointments (*partner includes the spouse 

or civil partner of the pregnant woman and a person (of either sex) in a long term relationship with her). 
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Please discuss and agree the appropriate option with your immediate line manager (and inform your Client 

Relationship Manager).     

 

2. Maternity leave  

 

Ordinary maternity leave 

 

2.1 Employees are entitled to take 26 weeks’ Ordinary maternity leave no matter how long they have been 

employed by the Company and no matter how many hours are worked each week.  

 

Additional maternity leave 

 

2.2 Employees are also entitled to take an additional period of maternity leave up to a maximum of 52 weeks 

inclusive of the ordinary maternity leave.   

 

3. Starting maternity leave  

 

3.1 Employees can choose to start maternity leave at any time after the start of the 11th week before the week 

in which the child is due, unless (a) the employee is ill for a reason related to pregnancy at any time after the 

start of the 4th week before the child is due in which case maternity leave will start on the first day of 

absence; or (b) the child is born unexpectedly early and before the employee has started maternity leave in 

which case maternity leave will start on the day after the child is born.  

 

4. Notification requirements  

 

4.1 Notice must be given as set out in paragraph 4.2 accompanied with information set out in paragraph 4.3.  

 

4.2 Before the start of maternity leave employees should notify their Client Relationship Manager of the 

intention to take maternity leave prior to the 15th week before the child is due or as soon as is reasonably 

practicable. Should maternity leave be commenced sooner than anticipated preventing the giving of notice as 

required, the right to maternity leave will not be lost.  

 

4.3 When submitting notice of the intention to take maternity leave the following information must be provided:  

 

• The employee must inform the Company that they are pregnant; and   

• The week in which the child is due (note that for these purposes a week begins on a Sunday). The employee 

should enclose a Form MATB1 signed by their GP or midwife with their notice.  

  

5. Maternity Pay  

 

Eligibility for statutory maternity pay   

 

5.1 Employees with at least 26 weeks’ service by the end of the 15th week before the child is born may, subject 

to any statutory requirements, be entitled to receive statutory maternity pay whether or not they intend to 
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return to work. Employees that do not qualify for maternity pay may be able to claim state maternity 

allowance. The Client Relationship Manger will be able to advise on how to claim this.  
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Terms of payment   

 

5.2 Statutory maternity pay is payable for a maximum of 39 weeks. Employees will receive 90% of their average 

weekly earnings (before tax) for 6 weeks followed by the lower statutory rate or 90% of their average 

weekly earnings (whichever is lower) for the remaining period. A statement of the exact entitlement will be 

provided at the start of maternity leave. Maternity pay is paid into employee bank accounts on the same date 

that salary would normally be paid and will be subject to the usual deductions that may apply to salaries.  

 

Notice to be given 

 

5.3 To claim statutory maternity pay employees should give 28 days notice in writing to your Client Relationship 

Manager of absence on maternity grounds and therefore the date on which the employee expects statutory 

maternity pay to begin. If an employee intends to take maternity leave only the notice referred to in 

paragraph 4 above needs be given.  

 

6. Contractual Benefits  

 

6.1 During maternity leave, the employee’s employment contract will continue, with the exception of any terms 

relating to payment.  

 

7.  Holidays  

 

7.1 During a period of absence on maternity leave employees will continue to accrue holiday entitlement in the 

usual way.  

 

7.2 The Company may require that holiday entitlement already accrued be taken prior to the commencement of 

maternity leave. In the event that the holiday year concludes prior to the end of the maternity leave period 

any accrued holiday may be carried forward to be taken as directed by the Company following the 

employee’s return from maternity leave. 

 

8. Pension Contributions  

 

8.1 An employee entitled to a contractual pension may receive contributions for any period for which they are 

entitled to either statutory or contractual maternity pay. The Company will therefore continue to make 

contributions into the relevant pension scheme during this period. Contributions will be deducted from 

maternity pay and will be based on the maternity pay received rather than usual salary. 

 

9. Health and Safety 

 

9.1 As part of the Company’s health and safety policy, if any employees are employed in positions which have 

been identified as posing a risk to their health or that of their unborn child they will be notified immediately 

and arrangements will be made to eliminate that risk. For that reason employees are required to notify your 

Client Relationship Manager as soon as they are aware that they are or may be pregnant.  
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9.2 Where a health risk has been identified, arrangements may be made to alter working conditions or, if this is 

not possible, a suitable alternative job will be sought for the duration of the pregnancy. If there is no 

alternative work, the Company reserves the right to suspend the employee on full pay until they are no 

longer at risk. These alternative arrangements may continue after the birth of the child if there is still 

considered to be a risk.   

 

9.3 Any concerns about health and safety at any time should be raised with your Client Relationship Manager 

immediately.  

 

10. Compulsory Leave 

 

10.1 Employees are prohibited from working for a period of 2 weeks commencing with the day on which the 

child is born. This is a compulsory legal obligation intended to benefit both pregnant employees and the new 

child.  

 

11. Returning to Work  

 

Notification requirements:   

 

11.1 If an employee wishes to return to work at the end of her Additional maternity leave period, there is no 

need to notify the Company in advance of the date of the return date.   

 

11.2 If an employee wishes to return to work before the end of the Additional maternity leave period, the 

employee must notify the Company in writing giving at least 8 weeks notice of her return date. Failure to 

give the Company this notice will mean that the Company can postpone the return to work until 8 weeks 

have elapsed provided the return date does not fall after the end of the maternity leave period.  

 

Maintaining contact during maternity leave 

 

11.3 The Company recognises the importance of maintaining regular contact with the employee during the 

maternity leave period. Any such contact shall not have the effect of ending or extending the employee’s 

maternity leave period. 

 

11.4 The employee may, if requested by the Company, carry out work including training for the Company on up 

to 10 days during the maternity leave period, with the exception of the compulsory maternity leave period.  

Neither the Company nor the employee shall be obliged to agree to any request by the other to carry out 

such work. The employee is entitled to payment on a pro rata basis less statutory maternity pay. 

 

11.5 In the event that the employee carries out work in accordance with section 11.4 above, this shall not end or 

extend the employee’s maternity leave period. 

 

12. Employee terms and conditions on returning to work  
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Ordinary Maternity Leave   

 

12.1 Employees will have the right to return to work in the same job that was previously held with seniority, 

  pension rights and similar rights as there would have been had there been no absence. 

 

Additional Maternity Leave 

 

12.2 Employees will have the right to return to the same job as previously held, or, if it is not reasonably 

practicable to permit a return to that job, to another job which is both suitable to the individual and 

appropriate in the circumstances. The returning employee will have the right to return on terms and 

conditions as to remuneration no less favourable than those which would have been applicable had there 

been no absence from work at any time since the start of the ordinary maternity leave period. Seniority, 

pension rights and similar rights will be as they would have been had there been no absence.  

 

Returning to work on a part-time or job-share basis 

 

13.1 It may be possible for the employee to return to work on a part-time or job-share basis. This will depend 

upon a number of considerations including the circumstances of the business at the time of the return to 

work. If the employee would like to return to work on this basis their Client Relationship Manager should 

be notified as soon as possible in writing detailing the arrangements that are suggested, the likely impact 

upon the Company and how such an impact can be addressed so that the Company can consider whether 

the request can be accommodated. The Company is not under any obligation to agree any proposal. 

 

If the employee decides not to return to work 

 

13.2 If the employee decides not to return to work the Client Relationship Manager should be notified 

immediately of the decision. Any excess maternity pay over the statutory amount should be repaid to the 

Company.  

 

Continuing illness 

 

13.3 If a return to work is not possible due to continuing illness the Client Relationship Manager should be 

notified as soon as possible. They will advise the employee how much, if any, paid sick leave is due. 

Employees should continue to notify the Client Relationship Manager of sickness in the usual way or in 

accordance with the Company’s absence notification procedures.  
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18b. Paternity 

Statement 

 

Please note that the policies in this section are distinct from the policy relating to time off for dependants following 

childbirth, for which please see Family Friendly Policies. 

 

The following sets out the Company’s policy on paternity leave & pay.  

 

Please also note that this Paternity policy is separate from the Company’s policy on Shared Parental Leave. If both 

parents, or the mother and her partner, wish to choose to take Shared Parental Leave, please refer to the 

Company’s Shared Parental Leave (section 18c and 18d of this Manual).  

 

It is important to note that the mother/father/partner will not qualify for Shared Parental Leave until the mother has 

either ended her maternity leave, by returning to work; or curtailed her maternity leave by giving the Company a 

written Curtailment Notice, in accordance with section 3.3 of the Shared Parental Leave policy.   

 

If employees have any queries which are not answered or if they have any other questions about the policy please 

contact your Client Relationship Manager.   

 

Policy 

 

1. Entitlement to Paternity Leave 

 

Ordinary paternity leave  

 

1.1 Entitlement to ordinary paternity leave is as defined by law from time to time. Employees are entitled to 

such leave only where the statutory qualifying conditions have been met. The individual must be; 

(a) an employee; 

(b) employed continuously for 26 weeks at the end of the 15th week before the child is due; and 

(c) the father of the child or the partner (including spouse or civil partner) of the mother and intend to have 

responsibility, along with the mother, for the upbringing of the child. 

 

c. Employees are entitled to up to 2 weeks (10 working days) paid ordinary paternity leave. The 
leave must be in a block of one week or two consecutive weeks. The Company’s policy is that 

this can be taken at any time in the period around the birth or within 56 days of the birth.  

 

2. Paternity Pay 

 

Entitlement to Statutory Paternity Pay  

 

2.1 Employees with at least 26 weeks’ service by the end of the 15th week before the child is born may, subject 

to any statutory requirements, be entitled to receive statutory paternity pay during a period of ordinary 

paternity leave. 

 

2.2. Statutory paternity pay is payable only to the extent that the statutory qualifying conditions have been met 

and is paid at a rate set by government from time to time.  
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2.3 Statutory paternity pay is paid into an employee’s bank account on the same date that salary would normally 

be paid and will be subject to the usual deductions that may apply to salaries. 

 

3. Notification & evidential requirements 

 

3.1 Employees wishing to take ordinary paternity leave should notify their Immediate Manager (and inform their 

Client Relationship Manager) as soon as their partner’s expected week of birth has been confirmed if leave is 

to be taken and in any event must provide notification of the expected date when the leave is to be taken no 

later than the 15th week before the child is due.  

 

3.2 An employee seeking to take a period of ordinary paternity leave may be required to sign a declaration 

confirming that the qualifying conditions have been met and the reason for the intended leave. 

 

3.3 The employee must comply with all reasonable requests for information or evidence in order to establish 

compliance with all statutory conditions.  

 

4. Contractual Benefit 

 

4.1 During ordinary paternity leave, the employee’s employment contract will continue, with the exception of 

any terms relating to payment.  

 

5. Return to Work 

 

5.1 At the end of the ordinary paternity leave period, the employee will have the right to return to the same job 

as previously held, or, if it is not reasonably practicable to permit a return to that job, to another job which 

is both suitable to the individual and appropriate in the circumstances. The returning employee will have the 

right to return on terms and conditions as to remuneration no less favourable than those which would have 

been applicable had there been no absence from work at any time since the start of the ordinary paternity 

leave period. Seniority, pension rights and similar rights will be as they would have been had there been no 

absence.  

 

5.2 Any requests to return to work on any alternative terms, such as reduced hours shall be considered in 

accordance with the statutory provisions on flexible working.  

 

5.3 If the employee decides not to return to work the Client Relationship Manager should be notified 

immediately of the decision and notice given in accordance with the employee’s contract of employment. 

Any excess paternity pay over the statutory amount should be repaid to the Company.  

 

6.  Holidays  

 

6.1 During a period of absence on ordinary paternity leave employees will continue to accrue holiday 

entitlement in the usual way.  Commented [JN3]: Is this still correct? 
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7. Antenatal appointments 

 

7.1 Employees with a qualifying relationship with a pregnant woman or her expected child are entitled to take 

time off during their working hours to accompany the woman to antenatal appointments. Antenatal care 

includes appointments with a midwife, GP, hospital clinics or other appointments made on the advice of a 

medical practitioner. 

 

7.2  The time off for attending these appointments will be unpaid, and be limited to no more than two occasions 

lasting no more than six and a half hours each to cover travelling time, waiting time and attendance at the 

appointment.  

 

7.3 Employees may request time off during normal working hours although, whenever it is possible to do so in 

order to minimise disruption to the Company, employees should arrange appointments at the start or end 

of the working day.  

 

7.4 Employees should request permission for such an absence from their Immediate Manager as far in advance of 

their appointment as possible. The Company may ask for production of the appointment card, or some 

other confirmation of the appointment. The Company shall not unreasonably refuse such a request. 

 

7.5 An employee will be considered to have a qualifying relationship if the employee is  

(a) the pregnant woman’s spouse or civil partner 

(b) living with the pregnant woman in an enduring family relationship other than as a relative of the pregnant 

woman 

(c) the expectant child’s father 

(d) one of a same sex couple who is to be treated as the child's other parent under the assisted reproduction 

provisions in either section 42 or 43 of the Human Fertilisation and Embryology Act 2008 (HFEA 2008). 

(e) they are the potential applicant for a parental order under section 54 of the HFEA 2008 in relation to a child 

who is expected to be born to a surrogate mother. 

 

 

http://uk.practicallaw.com/5-512-0368?pit=
http://uk.practicallaw.com/3-512-0388?pit=
http://uk.practicallaw.com/4-512-0769?pit=
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18c.  Shared Parental Leave and Shared Parental Pay (birth) 

Statement 

 

The following sets out the Company’s policies on Shared Parental Leave and Shared Parental Pay in cases of birth. 

Arrangements differ slightly in the case of adoption – please see 18d Shared Parental Leave and Shared Parental Pay 

(adoption).  

 

This policy applies to employees and does not form part of the employees’ contract of employment and the 

Company may amend it at any time. 

 

If employees have any queries which are not answered or if they have any other questions about the policy please 

contact your Client Relationship Manager. This policy may change in the event of changes to statutory provisions 

regarding leave and pay. 

 

1. What is Shared Parental Leave? 

 

1.1  Shared Parental Leave (“SPL”) is a form of leave of up to 52 weeks that may be taken by the mother and 

father of a child, or mother and her partner, within the first year of their child’s life. 

 

1.2 The leave is designed so that it may be taken in a flexible manner. The employee may take SPL in one 

continuous block, or in a number of discontinuous weekly blocks if agreed by the Company. An employee 

may choose to take the leave at the same time as the father of the child or his/her partner, or at separate 

times. 

 

1.3 For SPL to apply a woman must have ended or curtailed her maternity leave and both parents (or mother’s 

partner where applicable) must meet all relevant statutory conditions, including financial, notification and 

evidence requirements. For the avoidance of doubt an employee cannot be on maternity or paternity leave 

and SPL at the same time.  

 

2. How long is SPL? 

 

2.1 SPL must be taken in the first year of the child’s life and is for up to 52 weeks (combined) less any weeks 

that the mother has taken as statutory maternity leave, or where she has received payment of maternity 

allowance or maternity pay.  

 

2.2 SPL may not be taken in the 2 weeks which follow the birth of the child as these weeks are compulsory 

maternity leave.  

 

3. Eligibility for SPL – Mother  

 

3.1 If an employee is the mother of the child, to be eligible to take a period of SPL she must 

(a) have been continuously employed by the Company for at least 26 weeks up to and including the 15th week 

before the week in which the baby is due 

(b) at the date of the child’s birth the employee must have main responsibility for the child (with the 

father/mother’s partner with whom the employee will share parental leave) 

(c) still be employed with the Company in the week that SPL is due to start and have curtailed or ended her 

maternity leave  
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(d) comply with all relevant notification and declaration requirements (see sections 5 & 6 below). 

3.2 In addition to the above, for the mother to be eligible for SPL the father/mother’s partner must meet the 

statutory earnings criteria, specifically he or she must have been employed or self-employed in Great Britain 

for at least 26 weeks in the 66 weeks leading up to the week in which the baby is due and have earned at 

least £30 per week on average in the 13 highest earning of the 26 weeks. 

 

4. Eligibility for SPL – Father or Mother’s partner 

 

4.1 If an employee is the father of the child or the mother’s partner (if they live with the mother), in order to 

take a period of SPL he/she must   

(a) have been continuously employed by the Company for at least 26 weeks up to and including the 15th week 

before the week in which the baby is due 

(b) at the date of the child’s birth the employee must have main responsibility for the child (with the mother 

with whom the employee will share parental leave) 

(c) still be employed with the Company in the week before SPL is to be taken 

(d) comply with all relevant notification and declaration requirements (see section 5 & 6 below). 

 

4.2 In addition to the above, for the father/mothers’ partner to be eligible for SPL, the mother must have been 

eligible for statutory maternity leave, pay or maternity allowance and have curtailed such entitlements. 

 

5.  Notice requirements – Initial Notification   

 

5.1 SPL cannot be taken by the mother at the same time as a period of maternity leave or entitlement to 

maternity pay or maternity allowance. Therefore for the mother to be eligible for SPL, the mother must 

have curtailed her statutory maternity leave, pay or maternity allowance. A curtailment notice must be given 

by the mother, in writing, 8 weeks before she wishes to end her maternity leave. 

 

5.2 The father/mother’s partner may be eligible to commence SPL whilst the mother is completing her maternity 

leave, provided that the mother has already served her notice to curtail her maternity leave, or maternity 

allowance. 

 

5.3 Each employee is also required to provide the employer with a notice of entitlement and intention to take 

SPL. This is a one off notification, which can be provided at any time, giving an intention to take SPL, but 

must be provided at least 8 weeks prior to the intended start date of SPL. An initial notice or entitlement 

and intention to take SPL must contain specific information including 

(a) the names of the parents, or where applicable the mother’s partner 

(b) the expected week of childbirth, and date of birth, including a copy of the child’s birth certificate (if not 

available at the time of the request this should be provided as soon as is reasonably practicable) 

(c) confirmation of the start and end dates of any statutory maternity leave or SPL taken (or to be taken), the 

total SPL available (which is 52 weeks minus the number of weeks maternity leave, pay or maternity 

allowance taken or to be taken).   

(d) if the mother has claimed maternity allowance or maternity pay, details of the period for which this has been 

claimed and  

(e) an indication of the leave that the parents (or mother’s partner) intend to take and when 

(f) the name and address of the father/mothers partner’s employer, if requested, or a notification that the other 

partner is not employed. Please note that this information will be required if the employee wishes to claim 

            shared parental leave pay (see section 9 below). 

 



 
 

   Clever Contracting 

 

 

5.4 Each parent is also required to provide his/her employer with  

(a) a signed declaration confirming that all information given is accurate, that both parents (or the mother’s 

partner where applicable) satisfy any eligibility criteria for SPL and will inform their employers in the event 

that they either cease to care for the child or to be eligible for SPL 

(b) a signed declaration from the other parent/partner which provides his/her full name, address and National 

Insurance number, that confirms that he/she has also met all eligibility criteria, consents to the leave to be 

taken by the other parent and consents to the information that has been provided being processed by the 

other parent, or parent’s employer.  

 

5.5 Full details of the notice requirements can be provided from your Client Relationship Manager on request. 

Please note that it is the responsibility of the employee to determine that he or she is eligible for SPL. 

 

6.  Notice requirements – Booking  

 

6.1 In addition to the initial notification, an employee is required to provide his/her employer with a booking 

notice, at least 8 weeks prior to the intended start date of SPL. Leave must be taken in blocks of at least one 

week. 

 

6.2 The booking notice is intended to provide an employer with the specific details of the SPL that is to be 

taken. A booking notice may be given at the same time or after the initial notification and can give details of a 

continuous block of SPL, or request that the employee be permitted to take periods of discontinuous leave. 

Where the employee is requesting discontinuous leave, he/she may confirm this within one or up to 3 

booking notices.  
 

6.3 The employer may refuse requests for multiple periods of discontinuous SPL where the same would not be 

convenient to the Company. Any request for discontinuous leave may be subject to a 2 week discussion 

period between the employer and employee. At the end of that period the Company will confirm any agreed 

arrangements in writing. In the event that an agreement cannot be reached during this 2 week period, an 

employee may: 

(a) propose an alternative date for the SPL to start (which must be at least eight weeks after the date he/she 

submitted the notice requesting discontinuous periods of leave). The employee must provide this proposal 

within 5 days after the end of the 2 week discussion period; or 

(b)  withdraw the notice within 2 days after the end of the 2 week discussion period in which case it will not be 

counted towards a booking notice, and the employee may submit a new one if he/she chooses to do so. 

 

6.4 Similar notifications will also be required where an employee is intending to claim Statutory Shared Parental 

Pay (see section 9 below). 

 

7.  Varying or cancelling the SPL dates 

 

7.1 The employee may change or cancel the SPL dates by giving the Company at least 8 weeks’ notice before the 

original start date. Any notice to cancel or vary SPL dates will count towards the maximum of 3 booking 

notices unless the variation is a result of the child being born earlier than the expected week of childbirth; or 

he/she is cancelling a request for discontinuous leave within two days of the end of the two-week discussion 

period; or the variation is at the request of the Company; or the Company agrees otherwise. 

 

7.2  Where the child is born earlier than the expected week of childbirth, the Company will not require 8 weeks’ 

notice, but would ask that the employee provide notification as soon as is reasonably practicable. 
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7.3 Where an employee has given a booking notice to take SPL and either the employee or his/her partner 

cease to be eligible for SPL less than 8 weeks before the SPL is due to start, the Company reserves the right 

to insist that the employee takes SPL until either the end date proposed in the notice; or 8 weeks from the 

date on which the employee notifies the Company of the variation, if it is not reasonably practicable for the 

Company to accommodate the employee’s return to work. 

 

8  Shared Parental Leave In-Touch days (SPLIT days) 

 

8.1 The Company may make reasonable contact with the employee from time to time during an employee’s SPL, 

although the Company will keep this to a minimum. This may include contacting the employee to discuss 

arrangements for the return to work. 

 

8.2 An employee may ask or be asked to work (including attending training) on up to 20 Shared Parental Leave 

In-Touch days (“SPLIT days”) during his/her SPL. This is in addition to any Keeping In-Touch (“KIT”) days 

that the employee may have taken during maternity leave. SPLIT and KIT days are not compulsory and must 

be discussed and agreed with the line manager.  

 

8.3  Remuneration will be calculated at the normal basic rate of pay for time spent working on a SPLIT or KIT 

day and this will be inclusive of any shared parental pay entitlement.  

 

9. Shared Parental Pay Policy (birth) 

 

9.1 Employees may be able to claim Statutory Shared Parental Pay (“ShPP”) of up to 39 weeks in total, less any 

weeks paid as maternity pay or maternity allowance, as long as the relevant statutory qualifying conditions 

have been met. These include the employee being employed continuously for 26 weeks at the 15th week 

before the child is due, meeting average earnings criteria and complying with all notification and declaration 

requirements.  

 

9.2 ShPP is paid by employers at a rate set by the government each year, which is either a flat rate or 90% of 

average earnings, whichever is lower. The flat rate amount changes from year to year. 

 

9.3 ShPP entitlement is shared between the parents (or the mother and her partner) and is payable only in 

respect of weeks where SPL is taken. 

 

9.4 A mother cannot claim ShPP before the end of her SMP but a father/partner may receive ShPP as long as the 

mother has submitted her curtailment notice. 

 

9.5 ShPP will end when either the total ShPP and any SMP or MA received by both parents is equal to 39 weeks; 

or the child reaches his/her first birthday, whichever is the sooner. 

 

9.6 The Company may refuse SPL or ShPP if an employee does not qualify. This decision will be confirmed in 

writing. 
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18d.  Shared Parental Leave and Shared Parental Pay (adoption) 

 

Statement 

 

The following sets out the Company’s policies on Shared Parental Leave and Shared Parental Pay in cases of 

adoption. Arrangements differ slightly in the case of giving birth to a child – please see 18c Shared Parental Leave and 

Shared Parental Pay (birth).  

 

This policy applies to employees and does not form part of any employee's contract of employment and the 

Company may amend it at any time. 

 

If employees have any queries which are not answered or if they have any other questions about the policy please 

contact your Client Relationship Manager. This policy may change in the event of changes to statutory provisions 

regarding leave and pay. 

 

1. What is Shared Parental Leave? 

 

1.1  Shared Parental Leave (“SPL”) is a form of leave of up to 52 weeks that may be taken by the adopting or 

fostering parents of a child (see sections 2.1 to 2.3 below). 

 

1.2 The leave is designed so that it may be taken in a flexible manner. The employee may take SPL in one 

continuous block, or in a number of discontinuous weekly blocks if agreed by the Company. An employee 

may choose to take the leave at the same time as his/her partner, or at separate times. 

 

1.3 For SPL to apply the employee must have ended or curtailed any statutory adoption leave and both adopting 

parents must meet all relevant statutory conditions, including financial, notification and evidence 

requirements. For the avoidance of doubt an employee cannot be on statutory adoption leave or paternity 

leave and SPL at the same time.  

 

2. How long is SPL? 

 

2.1 The employee may be entitled to SPL if an adoption agency has placed a child with him/her and/or his/her 

partner for adoption.  

 

2.2 The employee may also be entitled to SPL where a child is placed with him/her or his/her partner as foster 

parents under a “fostering for adoption” or “concurrent planning scheme”.  

 

2.3 SPL is for up to 52 weeks (combined) less any weeks of adoption leave or statutory adoption pay taken or 

to be taken by the employee or his/her partner, or the weeks in which his/her partner has been in receipt of 

statutory adoption pay if they were not entitled to adoption leave.  

 

2.4 The employee must share the main responsibility for the care of the child with his/her partner.   

 

3. Eligibility for SPL  

 

3.1  If the employee is adopting or fostering a child under a qualifying scheme (see clause 2.2 above), to be 

eligible for a period of SPL the employee must  

(a) have been continuously employed by the Company for at least 26 weeks up to and including the 15th week  
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before the week the adoption or foster agency notifies the employee that he/she has been matched with a 

child for adoption or fostering under a qualifying scheme 

(b) still be employed with the Company in the week that SPL is due to start and have curtailed or ended his/her 

statutory adoption leave 

(c) comply with all relevant notification and declaration requirements (see sections 4 and 5 below) 

(d) the employee’s partner must meet the statutory earnings criteria, specifically he or she must have been 

employed or self-employed in Great Britain for at least 26 weeks in the 66 weeks leading up to the week in 

which the adoption agency notifies the adopting parents that they have been matched with a child for 

adoption and have earned at least £30 per week on average in the 13 highest earning of the 26 weeks. 

 

3.2 Either the employee or his/her partner must qualify for statutory adoption leave and/or statutory adoption 

pay and must take at least 2 weeks of statutory adoption leave and/or statutory adoption pay. 

 

4.  Notice requirementsi – Initial Notification   

 

4.1 SPL cannot be taken by the employee at the same time as a period of adoption leave or entitlement to 

statutory adoption pay. Therefore for the employee to be eligible for SPL, the employee must have curtailed 

his/her statutory adoption leave. A curtailment notice must be given by the employee, in writing, 8 weeks 

before the employee wishes to end his/her adoption leave. 

 

4.2 The employee’s partner may be eligible to commence SPL whilst the employee is completing his/her 

adoption leave, provided that the employee has already served his/her notice to curtail his/her leave, or pay. 

 

4.3 Each employee is also required to provide the employer with a notice of entitlement and intention to take 

SPL. This is a one off notification, which must be provided at the same time as the curtailment notice, giving 

an intention to take SPL, but must be provided at least 8 weeks prior to the intended start date of SPL. If the 

employee is not taking SPL he/she must submit a written declaration that his/her partner has given their 

employer an initial notice and that the employee has given the necessary declarations in that notice (see 4.4 

– 4.5 below). An initial notice or entitlement and intention to take SPL must contain specific information 

including 

(a) the names of the adopting parents  

(b) confirmation of the start and end dates of any statutory adoption leave or SPL taken, including how many 

weeks have been taken and therefore how many weeks of the 52 allowed for SPL that remains  

(c) if the employee is not taking adoption leave, confirmation of the start and end dates of his/her partner’s 

adoption leave, or if not entitled, the start and end dates of his/her partner’s statutory adoption pay  

(d) an indication of the leave that the adopting parents intend to take and when 

(e) the name and address of the employee’s partner’s employer, if requested, or a notification that the 

employee’s partner is not employed. Please note that this information will be required if the employee 

wishes to claim shared parental pay (see section 8 below). 

 

4.4 Each parent is also required to provide his/her employer with  

(a) a signed declaration confirming that all information given is accurate, that both adopting parents satisfy any 

eligibility criteria for SPL and will inform their employers in the event that they either cease to care for the 

child or to be eligible for SPL 

(b) a signed declaration from the other adopting parent which provides his/her full name, address and National 

Insurance number, that confirms that he/she has also met all eligibility criteria, consents to the leave to be 

taken by the other parent and consents to the information that has been provided being processed by the  

 other adopting parent, or adopting parent’s employer.  
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4.5 Full details of the notice requirements can be provided from your Client Relationship Manager on request. 

Please note that it is the responsibility of the employee to determine that he or she is eligible for SPL. 

 

5.  Notice requirements – Booking  

 

5.1 In addition to the initial notification, an employee is required to provide his/her employer with a booking 

notice, at least 8 weeks prior to the intended start date of SPL. Leave must be taken in blocks of at least 1 

week. 

 

5.2 The booking notice is intended to provide an employer with the specific details of the SPL that is to be 

taken. A booking notice may be given at the same time or after the initial notification and can give details of a 

continuous block of SPL, or request that the employee be permitted to take periods of discontinuous leave. 

Where the employee is requesting discontinuous leave, he/she may confirm this within 1 or up to 3 booking 

notices.  

 

5.3 The employer may refuse requests for multiple periods of discontinuous SPL where the same would not be 

convenient to the Company. Any request for discontinuous leave may be subject to a 2 week discussion 

period between the employer and employee. At the end of that period the Company will confirm any agreed 

arrangements in writing. In the event that an agreement cannot be reached during this 2 week period, an 

employee may: 

(a) propose an alternative date for the SPL to start (which must be at least 8 weeks after the date he/she 

submitted the notice requesting split periods of leave). The employee must provide this proposal within 5 

days after the end of the 2 week discussion period; or 

(b)  withdraw the notice within 2 days after the end of the 2 week discussion period in which case it will not be 

counted towards a booking notice, and the employee may submit a new one if he/she chooses to do so. 

 

5.4 Similar notifications will also be required where an employee is intending to claim Statutory Shared Parental 

Pay (see section 8 below). 

 

6.  Varying or cancelling the SPL dates 

 

6.1 The employee may change or cancel the SPL dates by giving the Company at least 8 weeks’ notice before the 

original start date. Any notice to cancel or vary SPL dates will count towards the maximum of 3 booking 

notices unless the variation is a result of the child being placed with the employee earlier or later than the 

expected placement date; or the employee is cancelling a request for discontinuous leave within 2 days of 

the end of the 2-week discussion period; or the variation is at the request of the Company or the Company 

agrees otherwise. 

 

6.2  Where the child is placed with the employee earlier than the expected placement date, the Company will 

not require 8 weeks’ notice, but would ask that the employee provide notification as soon as is reasonably 

practicable. 

 

6.3 Where an employee has given a booking notice to take SPL and either the employee or his/her partner 

cease to be eligible for SPL less than 8 weeks before the SPL is due to start, the Company reserves the right 

to insist that the employee takes SPL until either the end date proposed in the notice; or 8 weeks from the 

date on which the employee notifies the Company of the variation, if it is not reasonably practicable for the  

Company to accommodate the employee’s return to work. 

7  Shared Parental Leave In-Touch days (SPLIT days) 
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7.1 The Company may make reasonable contact with the employee from time to time during an employee’s SPL, 

although the Company will keep this to a minimum. This may include contacting the employee to discuss 

arrangements for the return to work. 

 

7.2 An employee may ask or be asked to work (including attending training) on up to 20 Shared Parental Leave 

In-Touch days (“SPLIT days”) during his/her SPL. This is in addition to any Keeping In-Touch (“KIT”) days 

that the employee may have taken during his/her adoption leave. SPLIT and KIT days are not compulsory and 

must be discussed and agreed with the line manager.  

 

7.3  Remuneration will be calculated at the normal basic rate of pay for time spent working on a SPLIT or KIT 

day and this will be inclusive of any shared parental pay entitlement.  

 

8. Shared Parental Pay Policy (ShPP) (adoption) 

 

8.1 Employees may be able to claim Statutory Shared Parental Pay (ShPP) of up to 39 weeks in total less any 

weeks of statutory adoption pay claimed by the employee or his/her partner as long as the relevant statutory 

qualifying conditions have been met. These include the employee being employed continuously for 26 weeks 

at the 15th week before the employee has been matched with a child for adoption or fostering under a 

qualifying scheme, meeting average earnings criteria and complying with all notification and declaration 

requirements.   
 

8.2 ShPP is paid by employers at a rate set by the government each year, which is either a flat rate or 90% of 

average earnings, whichever is lower. The flat rate amount changes from year to year. 

 

8.3 ShPP entitlement is shared between the adopting parents and is payable only in respect of weeks where SPL 

is taken. 

 

8.4 An employee cannot claim ShPP before the end of his/her adoption leave but the employee’s partner may 

receive ShPP as long as the employee has submitted his/her curtailment notice. 

 

8.5 ShPP will end when the total ShPP and any statutory adoption pay received by both adopting parents is equal 

to 39 weeks. 

 

8.6 The Company may refuse SPL or ShPP if the employee does not qualify. This decision will be confirmed in 

writing. 
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19.   Family Friendly Policies 

(Parental Leave/Dependants) 

Parental Leave 

 

Statement 

 

Subject to certain rules the law permits parents time off for childcare responsibilities. This leave will be unpaid and is 

given in addition to the employee’s normal annual leave. Other contractual benefits will however continue to apply. 

The following is a summary of this leave entitlement and is subject to the legislation that is current from time to 

time. 

 

Please note that any abuse of this policy may lead to disciplinary action.  

 

1. Entitlement 

 

1.1 Entitlement to parental leave is subject to the following qualifying conditions: 

(a) the employee must have been continuously employed by the Company for a period of at least 1 year  

 

(b) the employee should be either the child’s biological or adopting parent, or expect in the future to have legal 

parental responsibility for the child 

(c)  and must be taking the leave to spend time or care for the said child 

 

(d) additional rules apply to disabled children - a request should be made to the Company for full details if an 

employee has a disabled child.  

 

2. Leave benefits 

 

2.1 Subject to the Qualifying Conditions: 

(a) parental leave is for up to 18 weeks per child in total and is unpaid; and  

(b) it must be taken in minimum periods of at least one week, with a maximum of 4 weeks in any one year; and 

(c) it must be taken prior to the child’s 18th birthday; and 

(d) the employee will remain employed by the Company during parental leave and shall be able to return to the 

same job on return. This is providing that 

(i)  the period of parental leave does not exceed 4 weeks; or  

(ii)  if leave of 4 weeks or less was immediately preceded by a period of other related statutory leave  and the 

total duration of the leave does not exceed 26 weeks; and 

(iii)  it is reasonably practicable to permit a return to the same job, to another job which is both suitable to the 

individual and appropriate in the circumstances  

(e)  the returning employee will have the right to return on terms and conditions as to remuneration no less 

favourable than those which would have been applicable had there been no absence from work at any time 

since the start of the leave period. Seniority, pension rights and similar rights will be as they would have been 

had there been no absence. 

 

 

 

 

 

 

3. Procedure 
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3.1  Should an employee wish to apply for parental leave, the following procedures should be followed: 

(a) if the employee wants to start parental leave immediately on the birth of a child, or if the employee is 

planning to adopt a child, 21 days written notice should be given to the employee’s Immediate Manager of 

the leave requirement stating the start and end dates wished for (remember that the minimum period is one  

week) 

(b) the employee’s Immediate Manager will inform the employee in writing as to the Company’s decision as 

regards leave.  In certain circumstances the Company may require postponement of the leave 

(c) in the event the Company needs to check with previous employers as to past leave taken, the employee 

should assist the Company fully and should authorise any other relevant company to release past leave 

details as may be required to calculate the employee’s current entitlement 

(d) if requested the employee should provide the Company with sight of any relevant birth certificate or proof 

of adoption or disability and parental responsibility for the child 

 

4. Postponement of leave by the Company 

 

4.1 The Company may postpone leave by up to 6 months where its business would be unduly disrupted by leave 

being taken at the time applied for. This right does not exist where the leave applied for will start 

immediately following the birth or adoption. The Company will inform the employee in writing of the 

reasons for postponement and of the agreed alternative dates. 

  

5. Time off for Dependants 

 

5.1 In urgent cases of real need, employees will be allowed a reasonable amount of unpaid time off to deal with 

emergencies involving a dependant. In all cases the right will be as permitted by law and an employee that 

takes time off under this policy will not be subject to any detriment.  

 

5.2 The dependant to whom the right relates to may be: 

(a) employee’s spouse, civil, partner, child or parent (but not grandparent) 

(b)  anyone living in the employee’s household (not being a tenant, lodger, boarder or employed by the 

employee) 

(c)  in some cases (that are defined by law); other persons that are dependent on the employee may qualify for 

care arrangements. 

 

5.3 Reasonable time-off (normally 1 or 2 days) may be taken to assist dependants in the following circumstances: 

 

(a) providing assistance in cases of sickness, birth or following injury or assault 

making care arrangements following sickness or injury, which is not planned time off to provide longer term 

care 

(b)  in the event the employee needs to take immediate action following an incident involving his or her child 

occurring while at school 

(c) death of a dependant  

(d) where existing arrangements for the care of a dependant have unexpectedly ended or been significantly 

disrupted. 

 

6. Procedure 
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6.1 If an employee needs to take time-off for any of the reasons listed above he or she should notify their 

Immediate Manager of that reason as soon as is possible. Unless it is impractical, an indication should be 

given of how long the absence is likely to last. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

20. Adoption Leave 
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20. Adoption Leave 

 

The following sets out the Company’s policy on adoption leave and pay.   

If employees have any queries which are not answered or if an employee has other questions about the policy please 

contact your Client Relationship Manager. This policy may change in the event of changes to statutory provisions 

regarding leave and pay. 

 

Adoption policy  

 

1.  Time off for adoption appointments 

 

1.1 Employees may request time off during normal working hours to attend adoption appointments once the 

adoption agency has notified the employee that a child is to be placed with the employee for adoption but 

before the child is actually placed with the employee. 

 

1.2 An adoption appointment is an appointment arranged by an adoption agency (or at the agency's request) for 

the employee to have contact with a child who is to be placed with the employee for adoption, or for any 

other purpose related to the adoption. 

 

1.3 The number of appointments and whether the employee will be paid for such time off depends upon 

whether the employee has chosen to be the primary (the person taking adoption leave) or secondary 

adopter.  

(a) where an employee is adopting as a single person, he or she will be considered to be the primary adopter 

and may request time off to attend up to 5 appointments  

(b)  if the employee is adopting as a couple, the employee who is the primary adopter will be entitled to 

reasonable paid time off to attend up to 5 appointments and the secondary adopter will be entitled to unpaid 

time off for up to 2 appointments. 

 

1.4 An adoption appointment should not exceed 6.5 hours including any travelling and waiting time. The 

Company shall not be responsible for payment for any time off to attend an appointment which is either 

unreasonable, or exceeds 6.5 hours. 

1.5 Where more than one child is being placed for adoption, the adoption is treated as one adoption, and does 

not increase the number of appointments that an employee can attend. 

1.6  Employees should request permission for such an absence from his or her immediate manager as far in 

advance of their appointment as possible. The company may request evidence of the appointment including 

but not limited to confirmation of  

(a) the date and time of the appointment,  

(b) that the appointment has been requested by or arranged by the adoption agency, 

(c) whether it is a single or joint adoption and if joint, and whether the employee is the primary or secondary 

adopter which will dictate whether the time is to be paid or unpaid 

 

1.7 The employee should where possible try and arrange appointments to minimise disruption to the working 

day, i.e. at the start or end of the working day where possible.  Requests for time off will not be 

unreasonably refused. 

 

2.  Adoption leave  
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2.1 Employees are entitled to adoption leave where  

(a)  matched for adoption by an adoption agency (including fostering for adoption schemes) and he or she has 

agreed to the child being placed 

(b) applying for a parental order in respect of surrogacy.  

 

2.2 Adoption may be by a single person, married or unmarried couple, or civil partners. Where the adoption is 

by a couple, adoption leave may only be taken by one partner, the primary adopter, and not both partners. 

In surrogacy cases this will be the person who will be as “parent A” on a parental order. In either case the 

other partner may be entitled to paternity leave, and/or shared parental leave subject to relevant qualifying 

conditions being met. 

 

2.3 Adoption leave is only available in respect of new adoptions, and is not available for private adoptions, step 

parents adopting step children, in surrogacy cases where the parents are not eligible for a parental order, or 

in special guardianships or kinship carers.   

 

2.4 Only one period of leave is available to employees in relation to a placement, even if more than one 

child is placed under the same arrangements. 

 

2.5 Where an adoption is from overseas, there are variations in the qualifying criteria and arrangements 

set out both in this policy and for domestic adoptions. An employee adopting from overseas should 

therefore seek advice from their Client Relationship Manager.  

 

Ordinary Adoption Leave (“OAL”) 

 

2.6 Employees are entitled to take 26 weeks OAL no matter how long they have been employed by the 

Company and no matter how many hours are worked each week.  

 

2.7 OAL may commence on the date the child is placed with the adopter or a specified date no more than 

14 days before the date on which the child is expected to be placed with the adopter and no later than 

the date of placement.  

 

2.8  In surrogacy cases OAL will commence on the date the child is born, or if the employee is at work on 

the date of the child’s birth, the following day.  

 

Additional Adoption leave (“AAL”)   

 

2.9 Employees are also entitled to take a period of 26 weeks AAL immediately following OAL up to 

maximum of 52 weeks inclusive of OAL provided that  

(a) the employee has taken OAL in respect of the child, and  

(b) the OAL has not ended prematurely for specified reasons, including due to the placement ending or 

being disrupted, the employee being dismissed, or in surrogacy cases the employee failing to apply for 

or being refused a parental order. 

 

 

 

 

3. Starting adoption leave 
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3.1  OAL leave may start on either  

(a) the date the child is placed with the employee, or 

(b) up to 14 days before the expected placement date, or 

(c) in surrogacy cases, the date on which the child is born, or if the employee is at work on that date, the 

following day. 

 

4.  Notification requirements 

 

4.1 The Company should be provided with as much notice as possible where adoption leave is intended to be 

taken as this will assist in forward planning.  

 

4.2 Where adoption is via an adoption agency or fostering for adoption arrangement, (unless not reasonably 

practicable) the employee should within 7 days of being informed of a match provide his or her Immediate 

Manager with written notice indicating that he or she has been matched with a child for adoption and stating 

the date leave is to commence and the date the adoption is to commence. 

 

4.3 In the case of surrogacy, notification should be given to the Company prior to the 15th week before the child 

is due of the intention to take adoption leave and the due date for the child. A further notification should be 

provided of the child’s birth as soon as reasonably practicable after the birth.  

 

4.4 The Company may request evidence from the employee, including a matching certificate issued by the 

adoption agency. If required by the Company the employee should promptly provide paperwork from the 

adoption agency indicating details of the adoption.  

 

4.5 In surrogacy cases, where information from an adoption agency will not be available, the employee may be 

required to provide other evidence, including a parental statutory declaration in a prescribed form providing 

all relevant information. 

 

4.6 If after providing notice the employee wishes to change the date leave will be taken the Company should be 

informed in writing, with notice of at least 28 days prior to the revised start date for adoption leave. Please 

note that the date adoption leave will commence in the case of surrogacy cannot be varied.  

 

4.7  The Company will reply to an adoption leave notice within 28 days of notification. That reply will provide 

the employee with the details of the latest date that the employee should return to work.  

 

5.  Adoption Pay  

 

5.1 Eligibility for Statutory Adoption Pay (‘SAP’)  

 

5.1.1 Employees with at least 26 weeks service by the end of the 15 th week prior to the placement may, 

subject to statutory requirements, are entitled to receive SAP whilst on adoption leave.   

 

5.1.2 SAP is payable only to the primary adopter taking adoption leave, and cannot be claimed by both 

parents. Please note that the secondary adopter may be entitled to paternity pay, and/or shared 

parental pay if this option is exercised.  

 

5.2 Terms of payment 
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5.2.1 SAP is payable for a maximum of 39 weeks. Employees will receive 9/10ths of their salary for 6 weeks 

followed by the lower statutory rate for the remaining period. A statement of the exact entitlement can be 

provided if requested at the start of the adoption leave.  

 

5.2.2 SAP is paid into employee bank accounts on the same date that salary would normally be paid and will be 

subject to the usual deductions that may apply to salaries. Any payment made in addition to SAP shall be a 

loan by the Company which is repayable on demand at the discretion of the Company. 

 

5.2.3 If an adoption is disrupted due to either the placement not commencing, the child being returned to the 

adoption agency, the death of the child, or in surrogacy cases a parental order either not being applied for or 

being refused entitlement to SAP will cease 8 weeks after that event. 

 

5.3 Notice to be given 

 

5.3.1 To claim SAP employees should give 28 days’ notice in writing to their Client Relationship Manager of 

absence of the grounds of adoption and therefore the date on which the employee expects statutory 

adoption pay to begin 

 

6. Contractual benefits  

 

6.1 During the adoption leave period all normal terms and conditions of employment (apart from those that 

relate to payment of salary or remuneration, or any obligations inconsistent with the taking of adoption 

leave) will continue in effect. 

 

7. Holidays  

 

7.1 During the adoption leave period employees will continue to accrue holiday entitlement in the usual way.  

7.2 The Company may require that holiday entitlement already accrued be taken prior to the commencement of 

adoption leave. In the event that the holiday year concludes prior to the end of the adoption leave period 

any accrued holiday may be carried forward to be taken as directed by the Company following the 

employee’s return from adoption leave. 

 

8.  Pension contributions 

 

8.1 An employee entitled to a contractual pension may receive contributions for any period for which they are 

entitled to either statutory or contractual adoption pay. The Company will therefore continue to make 

contributions into the relevant pension scheme during this period. Contributions will be deducted from 

maternity pay and will be based on the SAP received rather than usual salary. 

 

9. Maintaining contact during adoption leave 

 

9.1 The Company recognises the importance of maintaining regular and reasonable contact with the employee 

during the adoption leave period. Any such contact shall not have the effect of ending or extending the 

employee’s adoption leave period.  

 

 

9.2 The employee may, if requested by the Company, carry out work including training for the Company on up 

to 10 days during the adoption leave period. Neither the Company nor the employee shall be obliged to 
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agree to any request by the other to carry out such work. The employee is entitled to payment on a pro 

rata basis less any SAP for such periods of work. 

 

9.3 In the event that the employee carries out work in accordance with section 9.2 above, this shall not end or 

extend the employee’s adoption leave period.  

 

10. Returning to work after adoption leave 

 

Notification requirements  

  

10.1 If the employee wishes to return to work before the end of the adoption leave period, the employee must 

notify the Company in writing giving at least 8 weeks’ notice of his or her return date. Failure to give the 

Company this notice will mean that the Company can postpone the return to work until 8 weeks have 

elapsed provided the return date does not fall after the end of the adoption leave period. 

 

10.2 Employees will have the right to return to the same job as previously held, or, if it is not reasonably 

practicable to permit a return to that job, to another job which is both suitable to the individual and 

appropriate in the circumstances. The returning employee will have the right to return on terms and 

conditions as to remuneration no less favourable than those which would have been applicable had there 

been no absence from work at any time since the start of the OAL period. Seniority, pension rights and 

similar rights will be as they would have been had there been no absence. 

 

Returning to work on a part-time basis or job share-basis  

 

10.3 It may be possible for the employee to return to work on a part-time or job-share basis. If the employee 

would like to return to work on a part-time or job-share basis a flexible working request can be made under 

21 – Flexible Working Policy.   

 

If the employee decides not to return to work 

 

10.4  If the employee decides not to return to work their Client Relationship Manager should be notified 

immediately of the decision and unless agreed otherwise the employee should give the company notice in 

accordance with his or her contract of employment. Any payment made in addition to SAP should be repaid 

to the Company. 

 

Continuing illness  

 

10.5 If a return to work is not possible due to continuing illness please use the normal sickness absence notification 

procedure in the 15 – Sickness and General Absence Policy.  

 

11. Shared parental leave  

 

11.1 An employee may choose to curtail his or her adoption leave and instead benefit from shared parental leave 

under the 18d – Shared Parental Leave and Pay Policy (adoption).  

 

 

21. Flexible working policy 
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The following sets out the Company’s policy on adoption leave and pay.   

If employees have any queries which are not answered or if an employee has other questions about the policy please 

contact your Client Relationship Manager. This policy may change in the event of changes to statutory provisions 

regarding leave and pay. 

 

Adoption policy  

 

1.  Time off for adoption appointments 

 

1.1 Employees may request time off during normal working hours to attend adoption appointments once the 

adoption agency has notified the employee that a child is to be placed with the employee for adoption but 

before the child is actually placed with the employee. 

 

1.2 An adoption appointment is an appointment arranged by an adoption agency (or at the agency's request) for 

the employee to have contact with a child who is to be placed with the employee for adoption, or for any 

other purpose related to the adoption. 

 

1.3 The number of appointments and whether the employee will be paid for such time off depends upon 

whether the employee has chosen to be the primary (the person taking adoption leave) or secondary 

adopter.  

(a) where an employee is adopting as a single person, he or she will be considered to be the primary adopter 

and may request time off to attend up to 5 appointments  

(b)  if the employee is adopting as a couple, the employee who is the primary adopter will be entitled to 

reasonable paid time off to attend up to 5 appointments and the secondary adopter will be entitled to unpaid 

time off for up to 2 appointments. 

 

1.4 An adoption appointment should not exceed 6.5 hours including any travelling and waiting time. The 

Company shall not be responsible for payment for any time off to attend an appointment which is either 

unreasonable, or exceeds 6.5 hours. 

1.5 Where more than one child is being placed for adoption, the adoption is treated as one adoption, and does 

not increase the number of appointments that an employee can attend. 

1.6  Employees should request permission for such an absence from his or her immediate manager as far in 

advance of their appointment as possible. The company may request evidence of the appointment including 

but not limited to confirmation of  

(a) the date and time of the appointment,  

(b) that the appointment has been requested by or arranged by the adoption agency, 

(c) whether it is a single or joint adoption and if joint, and whether the employee is the primary or secondary 

adopter which will dictate whether the time is to be paid or unpaid 

 

1.7 The employee should where possible try and arrange appointments to minimise disruption to the working 

day, i.e. at the start or end of the working day where possible.  Requests for time off will not be 

unreasonably refused. 

 

2.  Adoption leave  
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2.1 Employees are entitled to adoption leave where  

(a)  matched for adoption by an adoption agency (including fostering for adoption schemes) and he or she has 

agreed to the child being placed 

(b) applying for a parental order in respect of surrogacy.  

 

2.2 Adoption may be by a single person, married or unmarried couple, or civil partners. Where the adoption is 

by a couple, adoption leave may only be taken by one partner, the primary adopter, and not both partners. 

In surrogacy cases this will be the person who will be as “parent A” on a parental order. In either case the 

other partner may be entitled to paternity leave, and/or shared parental leave subject to relevant qualifying 

conditions being met. 

 

2.3 Adoption leave is only available in respect of new adoptions, and is not available for private adoptions, step 

parents adopting step children, in surrogacy cases where the parents are not eligible for a parental order, or 

in special guardianships or kinship carers.   

 

2.4 Only one period of leave is available to employees in relation to a placement, even if more than one 

child is placed under the same arrangements. 

 

2.5 Where an adoption is from overseas, there are variations in the qualifying criteria and arrangements 

set out both in this policy and for domestic adoptions. An employee adopting from overseas should 

therefore seek advice from their Client Relationship Manager.  

 

Ordinary Adoption Leave (“OAL”) 

 

2.6 Employees are entitled to take 26 weeks OAL no matter how long they have been employed by the 

Company and no matter how many hours are worked each week.  

 

2.7 OAL may commence on the date the child is placed with the adopter or a specified date no more than 

14 days before the date on which the child is expected to be placed with the adopter and no later than 

the date of placement.  

 

2.8  In surrogacy cases OAL will commence on the date the child is born, or if the employee is at work on 

the date of the child’s birth, the following day.  

 

Additional Adoption leave (“AAL”)   

 

2.9 Employees are also entitled to take a period of 26 weeks AAL immediately following OAL up to 

maximum of 52 weeks inclusive of OAL provided that  

(a) the employee has taken OAL in respect of the child, and  

(b) the OAL has not ended prematurely for specified reasons, including due to the placement ending or 

being disrupted, the employee being dismissed, or in surrogacy cases the employee failing to apply for 

or being refused a parental order. 

 

 

 

 

3. Starting adoption leave 

 

3.1  OAL leave may start on either  



 
 

   Clever Contracting 

 

 

(a) the date the child is placed with the employee, or 

(b) up to 14 days before the expected placement date, or 

(c) in surrogacy cases, the date on which the child is born, or if the employee is at work on that date, the 

following day. 

 

4.  Notification requirements 

 

4.1 The Company should be provided with as much notice as possible where adoption leave is intended to be 

taken as this will assist in forward planning.  

 

4.2 Where adoption is via an adoption agency or fostering for adoption arrangement, (unless not reasonably 

practicable) the employee should within 7 days of being informed of a match provide his or her Immediate 

Manager with written notice indicating that he or she has been matched with a child for adoption and stating 

the date leave is to commence and the date the adoption is to commence. 

 

4.3 In the case of surrogacy, notification should be given to the Company prior to the 15th week before the child 

is due of the intention to take adoption leave and the due date for the child. A further notification should be 

provided of the child’s birth as soon as reasonably practicable after the birth.  

 

4.4 The Company may request evidence from the employee, including a matching certificate issued by the 

adoption agency. If required by the Company the employee should promptly provide paperwork from the 

adoption agency indicating details of the adoption.  

 

4.5 In surrogacy cases, where information from an adoption agency will not be available, the employee may be 

required to provide other evidence, including a parental statutory declaration in a prescribed form providing 

all relevant information. 

 

4.6 If after providing notice the employee wishes to change the date leave will be taken the Company should be 

informed in writing, with notice of at least 28 days prior to the revised start date for adoption leave. Please 

note that the date adoption leave will commence in the case of surrogacy cannot be varied.  

 

4.7  The Company will reply to an adoption leave notice within 28 days of notification. That reply will provide 

the employee with the details of the latest date that the employee should return to work.  

 

5.  Adoption Pay  

 

5.1 Eligibility for Statutory Adoption Pay (‘SAP’)  

 

5.1.1 Employees with at least 26 weeks service by the end of the 15 th week prior to the placement may, 

subject to statutory requirements, are entitled to receive SAP whilst on adoption leave.   

 

5.1.2 SAP is payable only to the primary adopter taking adoption leave, and cannot be claimed by both 

parents. Please note that the secondary adopter may be entitled to paternity pay, and/or shared 

parental pay if this option is exercised.  

 

5.2 Terms of payment 
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5.2.1 SAP is payable for a maximum of 39 weeks. Employees will receive 9/10ths of their salary for 6 weeks 

followed by the lower statutory rate for the remaining period. A statement of the exact entitlement can be 

provided if requested at the start of the adoption leave.  

 

5.2.2 SAP is paid into employee bank accounts on the same date that salary would normally be paid and will be 

subject to the usual deductions that may apply to salaries. Any payment made in addition to SAP shall be a 

loan by the Company which is repayable on demand at the discretion of the Company. 

 

5.2.3 If an adoption is disrupted due to either the placement not commencing, the child being returned to the 

adoption agency, the death of the child, or in surrogacy cases a parental order either not being applied for or 

being refused entitlement to SAP will cease 8 weeks after that event. 

 

5.3 Notice to be given 

 

5.3.1 To claim SAP employees should give 28 days’ notice in writing to their Client Relationship Manager of 

absence of the grounds of adoption and therefore the date on which the employee expects statutory 

adoption pay to begin 

 

6. Contractual benefits  

 

6.1 During the adoption leave period all normal terms and conditions of employment (apart from those that 

relate to payment of salary or remuneration, or any obligations inconsistent with the taking of adoption 

leave) will continue in effect. 

 

7. Holidays  

 

7.1 During the adoption leave period employees will continue to accrue holiday entitlement in the usual way.  

7.2 The Company may require that holiday entitlement already accrued be taken prior to the commencement of 

adoption leave. In the event that the holiday year concludes prior to the end of the adoption leave period 

any accrued holiday may be carried forward to be taken as directed by the Company following the 

employee’s return from adoption leave. 

 

8.  Pension contributions 

 

8.1 An employee entitled to a contractual pension may receive contributions for any period for which they are 

entitled to either statutory or contractual adoption pay. The Company will therefore continue to make 

contributions into the relevant pension scheme during this period. Contributions will be deducted from 

maternity pay and will be based on the SAP received rather than usual salary. 

 

9. Maintaining contact during adoption leave 

 

9.1 The Company recognises the importance of maintaining regular and reasonable contact with the employee 

during the adoption leave period. Any such contact shall not have the effect of ending or extending the 

employee’s adoption leave period.  

 

 

9.2 The employee may, if requested by the Company, carry out work including training for the Company on up 

to 10 days during the adoption leave period. Neither the Company nor the employee shall be obliged to 
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agree to any request by the other to carry out such work. The employee is entitled to payment on a pro 

rata basis less any SAP for such periods of work. 

 

9.3 In the event that the employee carries out work in accordance with section 9.2 above, this shall not end or 

extend the employee’s adoption leave period.  

 

10. Returning to work after adoption leave 

 

Notification requirements  

  

10.1 If the employee wishes to return to work before the end of the adoption leave period, the employee must 

notify the Company in writing giving at least 8 weeks’ notice of his or her return date. Failure to give the 

Company this notice will mean that the Company can postpone the return to work until 8 weeks have 

elapsed provided the return date does not fall after the end of the adoption leave period. 

 

10.2 Employees will have the right to return to the same job as previously held, or, if it is not reasonably 

practicable to permit a return to that job, to another job which is both suitable to the individual and 

appropriate in the circumstances. The returning employee will have the right to return on terms and 

conditions as to remuneration no less favourable than those which would have been applicable had there 

been no absence from work at any time since the start of the OAL period. Seniority, pension rights and 

similar rights will be as they would have been had there been no absence. 

 

Returning to work on a part-time basis or job share-basis  

 

10.3 It may be possible for the employee to return to work on a part-time or job-share basis. If the employee 

would like to return to work on a part-time or job-share basis a flexible working request can be made under 

21 – Flexible Working Policy.   

 

If the employee decides not to return to work 

 

10.4  If the employee decides not to return to work their Client Relationship Manager should be notified 

immediately of the decision and unless agreed otherwise the employee should give the company notice in 

accordance with his or her contract of employment. Any payment made in addition to SAP should be repaid 

to the Company. 

 

Continuing illness  

 

10.5 If a return to work is not possible due to continuing illness please use the normal sickness absence notification 

procedure in the 15 – Sickness and General Absence Policy.  

 

11. Shared parental leave  

 

11.1 An employee may choose to curtail his or her adoption leave and instead benefit from shared parental leave 

under the 18d – Shared Parental Leave and Pay Policy (adoption).  

 

 

21. Flexible working policy 

 

 



 
 

   Clever Contracting 

 

 

 

This policy applies to all requests for flexible working and gives eligible employees the opportunity to request 

changes in their working patterns or arrangements. 

 

The Company will consider an employee’s request in accordance with this policy. This policy does not form part of 

any employee's contract of employment and may be amended at any time. 

 

1. Flexible working requests  

 

1.1 A flexible working request under this policy is a request to vary an employee’s current working 

arrangements, this may include a request to alter the employee’s hours or days of work or the location in 

which the employee works.  

 

1.2 Requests will be considered on a first come first serve basis, based upon the needs of the business at the 

date the decision is made.  A flexible working request will be considered on its own merits and any decision 

of the Company to agree to an employee’s request does not set a precedent for other employees.  

 

2. Eligibility  

 

2.1 In order to be eligible to make a flexible working request in accordance with this policy, an individual must  

(a) be an employee of the Company 

(b) have been employed continuously by the Company for at least 26 weeks on the date the request is made  

(c) not have made a flexible working request within the 12 months preceding the current request (even if the 

request has been refused or withdrawn). 

 

3.  Procedure 

 

3.1  Flexible working requests must be made in writing, and include the following 

(a) the date of the request 

(b) that it is a flexible working request 

(c) the change that is requested and a proposed start date 

(d) set out the likely impact of the change on the Company, including how any adverse impact might be 

addressed  

(e) details of whether any previous flexible working requests have been submitted 

 

3.2 Flexible working requests should be submitted to their Immediate Manager and/or Client Relationship 

Manager. 

 

3.3 A meeting will be arranged with the employee in order that the flexible working request can be discussed. 

Employees have a right to request to be accompanied at the meeting by a colleague or trade union 

representative.  

 

3.4 The Company may at its discretion agree to the flexible working request in full without a meeting, in which 

case the decision will be confirmed in writing as set out below. 

4. Decision 

4.1 The Company will inform the employee in writing of its decision within a reasonable period after the 

meeting. 



 
 

   Clever Contracting 

 

 

4.2 If the flexible working request is accepted, details of the new working arrangements and the date on which 

they will commence will be confirmed in writing, either by way of a letter or email which the employee is 

asked to confirm agreement to, or by way of a revised contract of employment. Unless otherwise agreed, 

changes to your terms of employment will be permanent.  

4.3 If the Company cannot immediately accept a flexible working request, it may at its discretion seek to alter 

arrangements for a trial period in order that the impact on the business, customers and/or other staff can be 

monitored before a final decision is reached.   

4.4 The Company may reject a flexible working request for one or more of the following business reasons: 
(a)  the burden of additional costs 

(b) detrimental effect on ability to meet customer demand 

(c) inability to reorganise work among existing staff 
(d) inability to recruit additional staff 

(e) detrimental impact on quality 
(f) detrimental impact on performance 

(g) insufficiency of work during the periods that you propose to work, or 

planned changes. 

4.5 The reasons for the refusal of a request will be set out within the decision.  

  

5. Appeal 

5.1 An employee has a right of appeal against the decision to refuse a flexible working request.  

5.2 Any appeal should be to a director of the Company in writing within 14 days of receipt of the decision 

relating to the flexible working request. The appeal should be dated and set out the grounds on which the 

employee appeals against the Company’s decision. 

5.3 The Company will hold a meeting with the employee to discuss the appeal. The employee may bring a 

colleague or trade union representative to the meeting, in accordance with the right to the accompanied 

policy 

5.4 The Company will inform the employee in writing of its final decision as soon as possible after the appeal 

meeting, including reasons. There is no further right of appeal. 

 

6. Time scales  

 

6.1 A decision will usually be made within three months of the date on which a request is received, unless a 

longer period of time is agreed between the Company and the employee. 

 

 

 

 

 

 

22. Pay, Expenses and Employee benefits 

1. Pay 

 

1.1 The Company pays employees monthly in arrears (unless other agreement has been reached in writing or in 

an employment contract). It is the responsibility of each employee to provide full and correct bank (or 
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other) account details, as well as full personal details so that the Company may make salary and other 

payment at the due time. Only UK based bank accounts will be accepted. The Company should also be 

informed immediately of any change to these details. 

 

1.2 Employees should inform their Client Relationship Manager immediately if they think pay or any pay slip is 

incorrect in any way. 

 

1.3 Full details of pay and benefits are as stated in an employee’s contract of employment. 

 

1.4 In the event that an employee owes any money to the Company, the Company is entitled to deduct the 

appropriate amount from pay or from any other sum it may owe to the employee. This right may be used, 

for example in respect of, any kind of loan or advance made or payment made on an employee’s behalf, 

overpayments of any type, unauthorised or personal use of Company credit or other cards or payment 

facilities, damage caused by an employee to Company property or to other property for which the Company 

has become liable, damage to Company vehicles, speeding, parking and other fines and penalties, and any 

costs, losses, damages, or liabilities of any type to the Company and incurred without Company consent. 

 

1.5 Costs and expenses incurred by private or unauthorised use or loss or damage to Company property 

provided for use away from Company premises may specifically be deducted from employee’s pay. This 

includes Company laptop computers and mobile phones. 

 

2. Expenses 

 

2.1 Any expenses that are properly and reasonably incurred by employees for the purpose of performing duties 

as an employee of the Company will receive payment of the expenses in-line with the Company’s expenses 

policy.  

 

2.2 In obtaining repayment of any sums due, employees should carefully follow the procedures and directions 

that are set out in the Company’s expenses policy which will be updated from time to time. 

 

2.3 Travel expenses may only be incurred with the authority of an employee’s Immediate Manager or a senior 

manager. The mileage allowance for use by employees of their own cars on Company business will be based 

on the appropriate rates set by HMRC. Employees should note the Revenue and Customs limits in relation 

to these payment that are in force from time to time. 

 

2.4 Unless the Company has agreed otherwise with an employee under the employment contract or elsewhere 

in writing, travel by employees to and from work will not be paid for by the Company. 

 

2.4 Company credit or other types of cards may not be used for personal expenditure. Any claims for personal 

expenses should not be made to the Company. 

 

2.6 Should employees have any problem or question concerning expenses the relevant Immediate Manager 

should be consulted. 

 

2.7 Any dishonest or fraudulent expense claim or abuse of the Company’s procedures relating to expenses will 

be viewed as gross misconduct and may result in dismissal. 
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3. Employee Benefits 

 

3.1 Any employee benefits due will be agreed in the employment contract or dealt with by a variation to the 

contract. In the event that any discretionary benefit is provided to an employee that is not agreed in the 

contract, it may be withdrawn at any time by the Company without notice. 

 

4. Company Pension Scheme 

 

4.1 Qualifying employees are entitled to take part in the company pension scheme. Details of the company 

pension scheme are provided to all employees when they first join the company.  

 

 

 

 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

23.  Gifts from Clients 
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1.1 It is necessary for the Company to set out a policy concerning the receipt of gifts by employees in the work 

context as these may be intended to, or otherwise may affect the level of professionalism expected from 

employees. 

 

1.2 The only circumstance where a gift or benefit may be received by an employee without his or her Immediate 

Manager’s written consent is when receipt is in connection with a birthday, holiday or festival and where the 

cash value is under £15. 

 

1.3 By “gifts” anything of benefit to an employee is included (for example only, cash, financial incentives, visits, trips, 

goods or services, discounts, any waiver of an obligation or loans).  

 

1.4 It is recognised by the Company that receipt of a gift that may affect an employee’s level of professionalism may 

also occur where a relative, friend or other contact of an employee is benefited. Where the Company 

reasonably decides that there has been any improper intent in relation to receipt of a gift by a third party it will 

not provide an employee with a defence in any disciplinary proceedings. 

 

1.5 Unless an employee is absolutely sure that receipt of a gift will not contravene this policy, his or her Immediate 

Manager should be consulted. 

 

1.6 Gifts may not be accepted in any circumstances where to do so would be in breach of the Company’s Bribery 

Prevention Policy. 
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24. Dress Code and Conduct 

 

The appearance of employees generally, and their behaviour in relation to each other and to any business contacts 

reflects on the image of the Company. As well as promoting the perception of an efficient and professional Company, 

the right attire and conduct will assist with the advancement of employees as well as affecting the impression that others 

will gain about them. 

 

1. Dress Code 

 

1.1 Whether working on Company premises or representing the Company externally employees should be dressed 

smartly and should be presentable at all times. 

 

1.2 When an employee is representing the Company and coming into contact with actual or potential clients, 

customers or business contacts, the employee should dress as is appropriate to the situation. This will usually 

for male staff be a business suit and tie and for female staff be professional business wear such as a smart dress 

or business suits. At all other times conventional smart/casual attire is acceptable. 

 

1.3 Unless specifically permitted clothing such as jeans, sweat-shirts, tee-shirts, denim, shorts, trainers and sandals 

are not acceptable attire. 

 

1.4 Discrete and conventional jewellery may be worn. Employees are expected to keep their hair presentable and 

tidy. 

 

1.5 Employees must also ensure that they maintain at all times a high standard of personal hygiene, whether in the 

office or meeting clients and business contacts.   

 

2. Conduct 

 

2.1 Employees are required to be respectful and polite in all their dealings that relate to their work, whether in 

relation to colleagues or outside individuals.  

 

2.2 Any form of inappropriate or illegal activity or behaviour may result in the Company taking disciplinary 

action. 

 

2.3 Employees should also be aware that certain more extreme types of behaviour or criminal activity outside of 

working time may reflect badly on the Company. This would include criminal offences that are of more than 

a minor nature and behaviour that the public or other members of staff becomes aware of and that relates 

to extreme racial, religious, political views or extreme views concerning gender or sexual orientation and 

includes activities which are carried out, discussed or documented on social or professional networking, 

internet or publicly viewable electronic sites. Employees that engage in any such activities may face 

disciplinary action by the Company. 
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25. Place of Work, Hours and Time-keeping 

 

1. Place of Work 

 

1.1 An employee’s place of work will normally be the address of the Company shown in their employment 

contract. Where necessary for the Company’s operations, employees may be required to work at any other 

location, whether temporarily or on a permanent basis. 

 

2. Hours and Attendance 

 

2.1 Normal working hours are contained in each employee’s employment contract and is entitlement to breaks. 

The allocation of the hours during which an employee works may be changed by the Company where this is 

necessary for the efficient running of the Company’s operations. These changes may also necessitate changes 

to the days on which an employee works. 

 

2.2 Punctuality by employees is very important to the efficient running of the Company’s business and persistent 

lateness may result in deductions of wages or salary and/or disciplinary proceedings. Punctuality is also 

important when attending meetings outside the Company as lateness reflects badly on the image of the 

Company. Employees should arrive at work prior to any contractual start time, in order that the employee 

is ready to start work at the agreed start time.  

 

2.3. Breaks should be taken so that cover in each department of the Company is not disrupted during normal 

office hours. This requirement will require Immediate Managers to set the times that employees may take 

breaks. 

 

2.4 Unless otherwise stated in the employment contract the Company will not normally make payments for 

overtime worked.  
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26. Bribery Prevention Policy 

Statement 

 

The Company is committed to bribery prevention at all levels. The Company recognises that bribery in any form 

diminishes the principle of free and fair competition and also has great potential to damage the Company’s 

reputation as well as result in serious criminal sanctions. 

 

The Company recognises that bribery prevention is primarily the management’s responsibility. The Board of 

Directors have a duty to ensure this policy is upheld at all times and provide the necessary funds and manpower 

required. 

 

Although the implementation of this policy is a management responsibility, it is the duty of all employees to act 

responsibly, and to not engage in any activities that may constitute bribery. 

 

About bribery 

 

Bribes are financial or other advantages offered, promised or given to another person or organisation with the 

intention of encouraging, inducing or expecting that person or organisation to perform a function or activity 

improperly.  

 

Organisation (people and their duties) 

 

Overall and final responsibility for bribery prevention in the Company is that of:  

 

Company Director 

 

All employees have the responsibility to co-operate with the Directors and management to achieve bribery 

prevention across the Company.  

 

Whenever an employee has a concern about potential incidents of bribery they should inform the responsible 

Director named above as soon as practicable.  

 

Policy 

 

1. Company’s responsibilities  

 

1.1 The Company will endeavour to ensure as far as is reasonably practicable:  

(a) the identification and monitoring of bribery risks across the Company 

(b) the regular assessment of bribery risks and identifying the measures needed to mitigate those risks 

(c) the recording of risk assessment findings where appropriate 

(d) that risks are reviewed and updated as and when the Company evolves into new business areas or 

geographic markets. 
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2. Information, Consultation and Training 

 

2.1 The Company will endeavour to ensure as far as is reasonably practicable:  

(a) that all employees are notified about this policy 

(b) that relevant employees receive information and training on bribery prevention procedures 

(c) that employees, supervisors and managers receive adequate training and supervision to enable them to carry 

out their responsibilities efficiently.  

 

3. Employees’ duties 

 

3.1 This bribery prevention policy needs the full co-operation of all employees and all employees are expected 

to assist in its successful implementation. All employees must have, and be seen to have, the highest 

standards of honesty, propriety and integrity in the exercise of their duties. In particular employees are 

required to: 

(a) comply with all instructions and directions issued by the Company, its directors or authorised persons in 

relation to the giving or accepting of gifts, incentives, corporate hospitality or any other advantage in 

connection with relationships to: 

(i) any client or potential client, or  

(ii) any supplier or potential supplier  

The above parties i) and ii) will be referred to as ‘connected parties’ 

(b) only offer connected parties gifts, incentives or invitations to corporate hospitality events where prior 

approval has been given by a Director  

(c) report any offers or promise or actual giving (without acceptance given by you) of gifts or hospitality 

invitations provided by any connected parties 

(d) report any suspected incidents of bribery 

(e) report and co-operate in the investigation of any alleged incidents of bribery  

(f) attend bribery prevention training if requested. 

 

3.2 Failure by an employee to comply with any aspect of the Company’s Bribery Prevention Policy, Procedures 

or Rules will be regarded as serious misconduct which will be dealt with under the Company’s Disciplinary 

Procedure. 

 

 

 
 


