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Welcome to Fair 
Pay Services!  
Now your registration with us is complete, you are  
an employee of Fair Pay Services. That means 
we are responsible for paying you for your work, 
and providing you with all the rights, protections 
and benefits of employment, as set out in UK law. 

It also means you have access to a range 
of benefits and services, designed to help 
you care for yourself and your family, 
make your money go further and get more 
out of your employment with us. 

This guide is based on the questions we receive 
from new employees, and it should contain 
everything you need to know  - but if you have 
further questions or need assistance, please don’t 
hesitate to contact us on 01604 360222 or email 
helpme@fairpayservices.co.uk.  
 

Understanding Your Payslip  
Umbrella company pay is very simple, but if 
you’re used to conventional employment it can 
take some adjustment. In this section, we’ll 
explain what you need to know so you can 
easily follow your umbrella company payslip. 

How your pay is calculated: 

Umbrella payslips include information about how 
your gross pay is calculated. This is important for 
transparency, but it can make the document a little 
more complex. This is how the process works: 

Your agency or client will pay us for your work at 
the agreed contract rate.  
 
This is our income from charging our employee 
(you) out to our customer (the agency/client). 

•	 The umbrella margin 
We will take a margin from the contract 
rate we receive from the agency/client

•	 Employment costs 
These are costs that we have to pay as your 
employer. They include Employer’s National 
Insurance on your salary, employer pension 
contributions and apprenticeship levy.

•	 Your gross pay 
Your gross pay will be income received by 
us, less the margin and employment costs. 

From this point your pay calculation will look like a 
standard employee payslip - because that’s what 
it is. As you’d expect you will see deductions for: 

•	 PAYE (Income tax)

•	 Employee national insurance 

•	 Any other deductions - eg. Student loan 
payments or employee pension contributions.  
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Below is an example payslip, just like the ones we will upload to your Fair Pay Companion portal when 
we pay you. 

Click on the arrows pointing to the relevant section where you need an explanation. 
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The rest of your pay is shown as Additional Taxable 
Wage. If you claim holiday pay, it will also show up 
in this section. 

Total payments at the bottom of this section 
corresponds to your taxable pay. 

Deductions:  

This section shows deductions made from the 
amount shown in the payments section. These 
will include PAYE (income tax), Employee’s NIC, 
Employee Pension Deductions and any other 
deductions we have to make as your employer. 

This period:  

Here you can see the totals for this tax week 
or month, depending on your pay frequency. If 
you’ve already been paid in this period this section 
will show the totals, which will be more than the 
amounts being paid in this payment. 

Year to Date: 

This section shows the totals for the tax year 
to date, including the total taxable pay, and the 
total PAYE income tax and Employee National 
Insurance deducted so far. 

Total payment: 

The amount being paid into your bank account can 
be seen in the bottom right corner of your payslip, 
in the orange box.

What happens when we pay you?

We’ll let you know as soon as possible on the day 
that we’ll be making a payment to you.

Payments clear either later the same day, the 
following morning or after 2 days, depending on 
your particular agency. We’ll make this clear to you 
during your registration and induction process when 
you join.You’ll then receive an e-mail notification 
when your payslip is available to download from 
your Fair Pay Companion portal. 

The Income Statement. 

The income statement at the top of your payslip 
shows how we calculate your taxable pay from the 
income we receive.  

The Assignment Rate section:

This section breaks down how we invoiced our 
customer (the agency or client) for the work you 
completed as our employee. The total is our 
company income.

The Company Income Received section: 

Here you will see the total amount we received, 
and some deductions for our costs, including your 
Holiday Pay and Workplace Pension contributions, 
Employer’s National Insurance and Apprenticeship 
Levy. 

•	 These costs are deducted from the assignment 
income, along with the small margin we make.

•	 The balance of this calculation becomes your 
taxable pay. 

 
The Payslip:
The payslip shows how your net pay/take home 
pay is calculated from the taxable pay figure 
referred to earlier. It’s a standard payslip format 
showing year to date information, earnings and 
deductions alongside the period the payment 
relates to, the number of hours worked and your 
personal information. 
 
Personal Details: 

The top section of the payslip shows your personal 
details and the date the payment was made.  
 
Payments: 

The payments section shows the amounts being 
paid to you before deductions.

Basic Rate is the applicable National Minimum 
Wage for the hours worked.
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Your Holiday Pay 
UK employees are entitled to 5.6 weeks’ paid 
holiday a year – including bank holidays. This 
accrues as you work, so if you’re only employed 
for part of the year, you will accrue less than 5.6 
weeks. 

How does umbrella holiday pay work?  

Holiday pay is accrued as you work. You will see a 
deduction from our income on your payslip to cover 
the cost of holiday pay, and your accrued holiday 
pay is available to claim whenever you choose. 

How much holiday pay do you have 
available? 

Each time you are paid, your payslip will show 
your accrued holiday pay at the bottom. This is 
the amount of money you have available to claim 
before deductions for tax and National Insurance. 

Some of our employees opt to have their holiday 
pay paid to them immediately, as it accrues. If this 
applies to you, you will see your holiday pay being 
paid to you each time we pay you, and the accrued 
figure will stay at zero. 

This will mean you have no holiday pay to claim 
when you have time off, and you will need to make 
alternative provision to cover your holidays. 

How to claim holiday pay 

To claim holiday pay, please email your request to 
holidayrequests@fairpayservices.co.uk. 

Be sure let us know how much of your holiday pay 
you would like to claim. 

When to claim your holiday pay 

It’s always better to claim your holiday pay 
when you’ve had time off, in the week when you 
otherwise would not be paid. This is usually the 
week following your holiday. 

We will make the payment on the Friday after we 
receive your request, and the money will arrive 
in your account on the same day. To be include 
your requested holiday pay in Friday’s payment 
run, we would need to receive it by 4:30pm on the 
Thursday. 

If your request arrives after this time but you are 
paid your salary later on Friday then it will be paid 
at the same time as your salary. 

If you are not paid salary on these days, it will be 
paid on Friday the following week to arrive in your 
account on the same day.

https://url.avanan.click/v2/___mailto:holidayrequests*40orangegenie.com.?subject=___.YXAxZTpmYWlycGF5c2VydmljZXM6YTpvOjk1ZjE5YWU4MGRhYzkyMTY4ZjM4ZmM2M2JhOGFkZTNjOjY6ZWIwYjo2YmJkMjFlNzYyNjljMzNhNzg5MzE2NWYwYzU5YmQ4ODJjYmY2YTg2MDJlNGY3OWMxMzUyNzJlYmQ1YmU0Mjc2OnA6VDpO
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Your Workplace Pension 
As a UK employer, we are required to provide a 
workplace pension for our employees. We must 
auto-enrol all qualifying employees, and contribute 
to the scheme. Minimum contributions at the time 
of writing (2024/25) are 8% of qualifying earnings, 
a minimum 3% of which must be an employer 
contribution.

So, if you’re aged between 22 and state penison 
age, and earning over the earnings trigger of 
£10,000 a year, we must enrol you onto our 
workplace pension scheme. 

This will happen after the deferment period of 90 
days. You can ask to be enrolled straight away 
rather than waiting for the deferment period to end 
if you prefer. 

To request early enrolment please email your 
request to pensions@fairpayservices.co.uk. 

Details of your pension account can be accessed 
through your Fair Pay Companion portal and app. 
 
What will happen when you’re enrolled? 

•	 If you meet the qualifying conditions, you will be 
enrolled once you’ve been employed by us for 
90 days.  

•	 Your pension contributions will start immediately 
after you’ve been enrolled.  

•	 You will receive your information pack from 
the pension provider by post, approximately 4 
weeks after enrolment. 

Opting out 

If you meet the qualifying conditions but you don’t 
want to join the workplace pension, you do have a 
right to opt out, but you must be enrolled first. You 
must be auto-enrolled again after three years. 

We strongly advise all our employees to at least 
look at the scheme and consider carefully before 

opting out, even if you’ve already made your own 
pension arrangements. 

Making pension contributions via salary 
sacrifice

Salary sacrifice, as the name suggests, involves 
sacrificing some of your salary for another benefit. 
In this case, we as your employer would make a 
corresponding contribution to your pension.

This has the advantage that the contribution is 
made before your salary is taxed, saving you 
PAYE tax and employee NICs and before our 
employment costs are calculated, further reducing 
the cost of your pension contributions.

You can contribute to a pension of your choice 
through salary sacrifice either as well as or instead 
of enrolment in our workplace pension scheme. 

To arrange salary sacrifice, please email your 
request to pensions@fairpayservices.co.uk. The 
team will email you a form to capture the details we 
need – please complete this and return it to us. 

https://url.avanan.click/v2/___mailto:pensions*40fairpayservices.co.uk?subject=Early%20enrolment___.YXAxZTpmYWlycGF5c2VydmljZXM6YTpvOjk1ZjE5YWU4MGRhYzkyMTY4ZjM4ZmM2M2JhOGFkZTNjOjY6MTVkZTpiZDg0NzA0NTJhZDhhYzc2ZGVkOTNjMGEzYWY2MjVlYjhiMjY3OTgxNzhjODJjMjJkNGNmMDViZWJkODRiMTM4OnA6VDpO
https://url.avanan.click/v2/___mailto:pensions*40fairpayservices.co.uk?subject=salary%20sacrifice%20query___.YXAxZTpmYWlycGF5c2VydmljZXM6YTpvOjk1ZjE5YWU4MGRhYzkyMTY4ZjM4ZmM2M2JhOGFkZTNjOjY6MWYwNDpiYjZkY2EzNDUwYjc0YzEyMTFjM2VlMGRkNDUwMzllN2M2NWY0MzgzZWVjYWYwNDlkYWEwMDE3ZGM5MWYyZWI2OnA6VDpO
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Statutory Sick Pay (SSP) 
You’re eligible for SSP if you’re employed, earning 
£123 per week and you’re unable to work due to 
illness or injury. SSP will start on the fourth day 
of your incapacity; the first three days are known 
as “waiting days” and are not paid unless you’ve 
received SSP in the last eight weeks and that 
already included a three-day waiting period.  

SSP is paid at a rate of £116.75 per week for up to 
28 weeks. This can be in one block of 28 weeks, 
or it can be in blocks of shorter “linked” absences 
which last for 4 days or more, and are less than 8 
weeks apart.  

You can qualify for SSP from more than one 
job. You can also qualify in one job and be fit for 
work in another – for example if one is physically 
demanding and the other is office based.  

How is SSP paid?  

SSP is paid for the days you normally work. 

To qualify you must: 

•	 Have an employment contract 

•	 Have done some work under the contract 

•	 Have been sick for 4 or more days in a row 
(including non-working days) - known as a 
‘period of incapacity for work’ 

•	 Earn an average of at least £123 per week 

•	 Give notice and proof of illness when needed 
 
You don’t qualify for SSP if: 

•	 You have received the maximum amount 
of SSP (28 weeks) 

•	 You are getting Statutory Maternity Pay or 
Maternity Allowance  

•	 You are off work for a pregnancy-related illness 
in the 4 weeks before the week that your baby 
is due (SMP may start in these circumstances 

•	 You were in custody or on strike on the first day 
of sickness (including any linked periods) 

•	 You are working outside the EU and you’re not 
liable for National Insurance contributions 

•	 You received Employment and Support 
Allowance (ESA) within 12 weeks of starting or 
returning to work for your employer.  

•	 You have a continuous period of linked periods 
that lasts for more than 3 years.  

Process for claiming SSP 

To claim SSP you should inform us asap by 
contacting our Contractor Care team. Your claim 
won’t start until the fourth day of sickness, so we’ll 
need you to call us on day four to confirm that 
you’re still unwell. 

At this point we’ll send you a form to fill in - please 
complete and return this to us as soon as possible 
so we can process your SSP. 

You can “self-cert” for up to five working days. If 
your illness continues for longer than this, we’ll 
need a medical certificate to support your SSP 
claim. 
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Statutory Maternity Pay 
Statutory Maternity Pay (SMP) is paid by 
employers to eligible employees who are pregnant 
or have recently given birth. 

SMP is paid for up to 39 weeks. You get:  

•	 90% of your average weekly earnings (before 
tax) for the first 6 weeks. 

•	 The lower of £184.03 or your average weekly 
earnings for the next 33 weeks.  

SMP is paid in the same way, with the same 
frequency, as your salary, and is subject to tax and 
NI deductions.  

SMP usually starts when your maternity leave 
starts. It starts automatically if you are off work for 
a pregnancy-related illness in the 4 weeks before 
the week your baby us due.  

You qualify for SMP if:  

•	 You earn on average at least £123 a week 

•	 You give the correct notice and proof you’re 
pregnant 

•	 You have worked for your employer 
continuously for at least 26 weeks continuing 
into the ‘qualifying week’ - the 15th week before 
the expected week of childbirth 

You can’t get SMP if you go into police custody 
during your maternity pay period. It will not restart 
when you’re discharged.  

How to claim SMP 

At least 15 weeks before your due date, inform us 
when the baby is due and when you want to start 
your maternity leave. 
 
Within 21 days of your SMP start date, (or as soon 
as possible if the baby is born early), send us 
either:  

•	 A letter from your doctor or midwife 

•	 Your MATB1 certificate. Doctors and midwives 
will give you this no more than 20 weeks before 
your due date. 

If you don’t qualify for SMP 

If you don’t qualify for SMP, your we’ll provide you 
with an SMP1 form explaining why within 7 days 
of making the determination. You may be eligible 
for Maternity Allowance instead, and you will need 
your SMP1 form in order to claim.  

Additional help:  

Depending on your circumstances you may also be 
entitled to:  

•	 Universal Credit 

•	 Child Benefit 

•	 Child Tax Credit 

•	 Working Tax Credit - this can continue for 39 
weeks after you go on maternity leave 

•	 Income Support - you may get this while you 
are not working 

•	 A £500 Sure Start Maternity Grant (usually if it 
is your first child). 
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Statutory Paternity Pay 
You may be entitled to Statutory Paternity Pay 
(SPP) if you and your partner are: 

•	 Having a baby 

•	 Adopting a child 

•	 Having a baby through a surrogacy 
arrangement 

You can choose to take either 1 week or 2 
consecutive weeks’ leave. This is the same even if 
you have more than one child (for example, if you 
have twins).  

The start date must be the actual date of birth, 
an agreed number of days after the birth or an 
agreed number of days after the expected week of 
childbirth. The end date must be within 56 days of 
the birth, or the due date if the baby is born early. 

SPP is the lower of £184.03 or 90% of your 
average weekly earnings. It’s paid in the same way 
as your salary, and will be subject to tax and NI.   

Shared Parental Pay 

If you or your partner has ended your SPP or SMP 
early, the remaining statutory pay may be available 
to you or your partner as Shared Parental Pay 
(ShPP). 

You can share up to 37 weeks of pay between you. 
ShPP is paid at the rate of £184.03 a week or 90% 
of your average weekly earnings, whichever is 
lower. This is the same as Statutory Maternity Pay 
(SMP) except that during the first 6 weeks SMP is 
paid at 90% of whatever you earn (with no 
maximum). 

Do you qualify for ShPP? 

To get ShPP you or your partner must take less

than the 39 weeks of Maternity Pay, Adoption Pay 
or Maternity Allowance and use the rest as ShPP. 

The eligibility criteria are different, depending 
on whether you are birth parents, or if you are 
adopting or using a surrogate.  

How to start ShPP 

For ShPP to start, the mother, or the person 
receiving Adoption Pay, must give their employer 
notice of the date when they plan to end their 
Maternity or Adoption Pay. Once ended, these 
payments cannot be restarted.  

You can start ShPP while your partner is still on 
SMP Adoption Pay or Maternity Allowance, as long 
as they’ve given binding notice to end it.  
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Fair Pay Companion 
Fair pay companion is our employee benefits 
platform. You’ll use it to access your pay 
dociuments when we pay you, and it also contains 
amazing benefits like: 

My Emotional Wellbeing

•	 Employee Assistance Programme. A free, 
confidential helpline offering a counselling 
service for any life issues you may be going 
through. 

•	 Online GP. 24/7 confidential healthcare 
services when you need them; book same 
day online consultations and order your 
prescriptions. 

•	 Wellbeing Check. Free, in-depth, online health 
assessments for peace of mind. 

•	 Self-Help Workbooks. Easy-to-follow guides on 
all sorts of concerns – they’re put together by 
leading wellbeing provider BHSF and packed 
full of information and advice. 

My Physical Wellbeing 

•	 My Online GP. Book a same day online 
consultation with a GP or electronically order 
prescription medicine from the comfort of your 
app. 

•	 My Wellbeing Check Take your free, in-depth, 
online health assessment – see your results, 
download your tailored report, set some goals 
and measure your progress. 

•	 My Gym Discounts. Money off memberships 
at over 2,500 gyms across the UK and Ireland 
plus offers on top fitness brands and equipment 
as well as spa days and retreats. 

•	 My Medical Specialists. If you’re ever in need 
of specialist support, our medical specialists 
are here to give you an idea of private hospital 
costs and can guide you through the process of 
requesting a specialist referral. 

•	 My Fitness. A selection of online workouts, 
subscriptions and articles to help keep you 
motivated to move your body. 

•	 My Nutrition. Provided by Hello Fresh.  Be 
inspired by delicious easy to follow recipes - 
choose from quick and easy recipes, healthy 
low calories meals, vegetarian dishes, world 
cuisines, family favourites and so much more.
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My Discounts 
 
Save money with your benefits portal. Grab a 
bargain on car insurance, step away from the 
kitchen with restaurant and takeaway treats or grab 
the latest gadgets for less. 

There are thousands of cashback opportunities 
and discount codes on the Fair Pay Companion 
app to help make your wages go that bit further 
each month. 

•	 My Gym Discount. Money off memberships at 
over 2,500 gyms across the UK and Ireland, 
plus offers on top fitness brands and equipment 
as well as spa days and retreats. 

•	 NEW! Exclusive for You From time-to-time we 
handpick extra deals or one-off discount codes 
exclusively for you - you’ll find them all here to 
enjoy.

To log in to Fair Pay Companion: 
 
You can download the free app from your chosen 
app store, or alternatively you can access Fair Pay 
Companion through a browser. 
 
The first time we way you, we’ll send you 
instructions so you can register and log in to 
Fair Pay Companion. You’ll need to log in to 
access your pay documents as well as your other 
employee benefits. 

The first time you log in, you’ll need to register. 
Please click “register” on the log in screen and 
follow the instrucitons. 
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Frequently Asked Questions
If you’re new to umbrella company employment, it’s 
only natural that you will have questions about how 
umbrella companies work. With this in mind, here 
are the answers to the most common questions 
asked by new umbrella company employees. 

 
Do you charge a joining or leaving fee?

You wouldn’t usually expect to be charged a fee 
when you start or leave employment, and the same 
is true when you join or leave Fair Pay Services. 
We’re aware that some umbrella companies do 
charge such fees but we don’t agree with this 
practice and we will never charge them ourselves. 

What is my relationship with Fair Pay 
Services? 

We’ve mentioned employment a few times already, 
and there’s a good reason for that. When you join 
our umbrella company you become our employee 
and we become your employer. From our legal 
responsibilities, to our moral obligations and our 
duty of care, we provide everything you would 
expect from an employer, and more than many 
traditional employers do.

However, as an umbrella company employee 
you are still responsible for sourcing your own 
contracting work, and you still get to decide 
which assignments you accept. This gives you 
the flexibility and autonomy that is so important 
to many contractors, along with the security and 
benefits of genuine employment. 

Do you charge a fee when I get paid?

The umbrella company’s margin is often incorrectly 
described as a fee charged to the employee, 
but this is not the case. As a compliant umbrella 
company, we generate our income by charging out 

our employees to agencies and end clients at a 
profit. 

•	 The agency/client pays us the agreed 
assignment rate for your work

•	 We make a small margin and cover our costs of 
employing you from this amount

•	 The remaining amount is your gross pay for the 
period

This question is most often asked when contractors 
are trying to work out what their take home pay will 
be as our employee. The best way to answer that 
is to ask us for a pay illustration, so we can give 
you an accurate idea of what you’ll be paid. 
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Why am I paying employment costs? 
 
Our employees don’t pay employment costs, but 
we understand why you might think you do. We 
usually receive this question when people have 
been given the assignment rate as the amount they 
will be paid, which is not correct.

As we are charging you out to the agency/client, 
the assignment rate is the amount paid to us from 
which we calculate the costs of employing you, our 
margin and your gross pay for the period.

Before you join us we will provide you with a 
detailed pay illustration so you know exactly what 
to expect.

Since April 2020 agencies are required to provide 
you with a Key Information Document that will also 
demonstrate how your pay is to be calculated from 
the umbrella company’s income.

Do I have to buy my own insurance?
 
As an employee of Fair Pay Services, you are 
covered by our insurance. We have Professional 
Indemnity, Public Liability and Employer’s Liability 
insurance covering all our employees.

Our standard policies are more than sufficient 
for the vast majority of contractors, agencies 
and clients. If you require specific cover for an 
unusual risk, for example because of your field 
or the environment you work in, please contact 
us to check if you are, or can be, covered by our 
insurance.

Do you provide a workplace pension? 

As a UK employer we are required to provide 
and contribute to a workplace pension for all our 
qualifying employees. You will be automatically 
enrolled onto our pension scheme once you have 
been in our employment for three months unless 
you ask us to enrol you earlier.

Auto-enrolment is a legal requirement, but you can 
choose to opt out once you’ve been enrolled if you 
want to.

You also have the ability to contribute to a pension 
of your choice via salary sacrifice, whether or not 
you choose to opt out of our pension scheme.
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Policies, Procedures and 
Guidance

Welcome to the Policies, Procedures and Guidance 
section of your employee handbook. Here, you will find 
the terms, policies and procedures that are applicable to 
your employment.  
  
References to “we”, “us”, “our”, or the “Company” 
throughout this handbook are references to your 
employer, Fair Pay Services Limited.

 
References to ‘Your Contract Manager’ throughout this 
Handbook refer to any recruitment agency contact that 
is in charge of any assignment that you are working on 
during your employment with Fair Pay Services Limited.

We provide equal opportunities and are committed to 
the principle of equality regardless of race, colour, ethnic 
or national origin, religious belief, political opinion or 
affiliation, gender, marital or civil partner status, sexual 
orientation, gender reassignment, age or disability. 

We will apply employment policies that are fair, equitable 
and consistent with the skills and abilities of our 
employees and the needs of the business. We look to 
your support in implementing these policies to ensure 
that all employees are accorded equal opportunity for 
recruitment, training and promotion and, in all jobs of like 
work, on equal terms and conditions of employment.

We ask that you study carefully the contents of this 
Employee Handbook as, in addition to setting out our 
rules and regulations, it also contains a great deal of 
helpful information.

The policies, procedures and guidance set out in this 
Handbook are non-contractual and as such may be 
amended at our absolute discretion or departed from in 
circumstances which we deem to be appropriate.

Contents: 
 
Joining our Organisation
1.	 Assignment Specification
2.	 Pre-Employee Traninig/Induction assessment
3.	 Performance and Review

General information
1.	 Lateness/absenteeism
2.	 Other Employment
3.	 Personal Details and Next of Kin
4.	 Dress Code
5.	 Communications
6.	 Employees’ Property
7.	 Lost Property
8.	 Mail
9.	 Telephone calls/mobile phones/portable electronic 

devices
10.	Client relations
11.	Buying or selling of goods
12.	Collections from employees
13.	Policy statement on the secure storage, handling, 

use, retention and disposal of disclosures and 
disclosure information

14.	General Data Protection Regulation (GDPR)
15.	Inventions/discoveries
16.	Non solicitation

Health, Safety and Hygiene 
1.	 Health and safety
2.	 Lone workers
3.	 No-smoking policy
4.	 Alcohol and drigs policy
5.	 Hygiene

Standards 
1.	 Wastage
2.	 Building equipment/machinery owned by clients
3.	 Housekeeping

Time off 
1.	 Maternity/paternity leave
2.	 Adoption Leave 
4.	 Parental leave Time off for dependants
5.	 Bereavement leave
6.	 Flexible working
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Contents: 
Wages 
1.	 Administration
2.	 Overtime

Holiday entitlement and conditions 
1.	 Annual holidays
2.	 Conditions applying to your annual holiday 

entitlement
3.	 Public/bank holidays 

Sickness/injury payments and conditions 
1.	 Notification of incapacity for work
2.	 Evidence of incapacity
3.	 Payments
4.	 Return to work
5.	 General

Equal opportunities policy
1.	 Statement of policy
2.	 Forms of discrimination
3.	 Termination of employment
4.	 Terminating employment without giving notice
5.	 Return of our property/information
6.	 Staff exit interview
7.	 Breaches of the policy
8.	 Monitoring
9.	 Retirement

Anti-harassment and bullying policy 
1.	 Introduction
2.	 What is harrassment
3.	 What is bullying
4.	 Complaining about harrassment or bullying
5.	 Action following investigation 

Disciplinary and Capability Procedure
1.	 Introduction
2.	 Job Changes
3.	 Principles
4.	 Confidentiality 
5.	 Investigations
6.	 Criminal charges
7.	 Suspension
8.	 Notification of disciplinary/capabililty hearing
9.	 Right to be accompanied 
10.	Disciplnary/capability hearing

11.	 Disciplinary penalties 
12.	The effect of a warning
13.	Appeals
14.	Personal circumstances/welfare
15.	 short service/probation period
16.	Examples of misconduct
17.	Examples of gross misconduct

Grievance Procedure

1.	 Informal resolution
2.	 Written grievance
3.	 Meeting
4.	 Appeal

Whistle blowing policy

1.	 Introduction
2.	 Qualifying disclosures
3.	 The procedure

Contractor Sexual harassment policy

1.	 Policy Statement
2.	 About this policy
3.	 Who does this policy apply to?
4.	 Who is responsible for this policy?
5.	 What is sexual harassment?
6.	 If you are being sexually harassed: informal steps
7.	 Raising a formal complaint
8.	 If you witness sexual harassment or victimisation
9.	 Formal investigations
10.	Action following the investigation
11.	 Appeals
12.	Protection and support for those involved
13.	Reporting outcomes, confidentiality and record-

keeping

Computer systems, electronic 
communications and internet usage

1.	 Introduction
2.	 Internet
3.	 Email
4.	 Procedures - authorised use
5.	 Virus protection procedures
6.	 Use of computer equipment
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JOINING OUR 
ORGANISATION 

 
ASSIGNMENT SPECIFICATION
 
You will be provided with a brief specification of the 
assignment to which you have been appointed but 
amendments may be made to this from time to time in 
relation to our changing needs and those of our client, 
and your own ability.

PRE EMPLOYEE TRAINING / INDUCTION 
ASSESSMENT 

At the commencement of your employment you may 
receive training for your specific role, and as your 
employment progresses your skills may be extended 
to encompass new job activities. This training is site 
dependant and may be required prior to commencement 
of the assignment. 

GENERAL INFORMATION
LATENESS/ABSENTEEISM 
You must attend for work punctually at the specified 
time(s) and you are required to comply strictly with any 
time recording procedures relating to your work. 

All absences must be notified to the Company in 
accordance with the sickness reporting procedures 
laid down in this Employee Handbook or site specific 
reporting policy used by your agency or client. 

You may be required to “sign in” and “out” depending 
on the site specific requirements.  If you are absent you 
must report this to the agency or client before your shift 
is supposed to start. 

Lateness or absence may result in disciplinary action 
and/or loss of appropriate payment.

OTHER EMPLOYMENT 
If you already have any other employment or are 
considering any additional employment you must notify 
us so that we can discuss any implications arising from 
the current working time legislation.

PERSONAL DETAILS & NEXT OF KIN 

We maintain up-to-date details of the home address, 
next of kin and emergency telephone numbers for each 
member of our staff. You are responsible for informing 
the Company of any updates to your personal details.

This information will be requested when you start 
work and you must notify us of any changes straight 
away. Periodically you will be asked to confirm that the 
information is up to date.

DRESS CODE 

We encourage everyone to maintain an appropriate 
personal appearance at work and to conduct 
themselves in a professional manner. You should dress 
in a manner appropriate to your working environment, 
including any site specific requirements, and the type of 
work that you undertake. Clothes should be kept clean 
and tidy at all times. 

COMMUNICATIONS 

We will keep you informed about items of interest. Text/
Email may be used. 

EMPLOYEES’ PROPERTY  

We do not accept liability for any loss of, or damage 
to property that you bring onto the premises. You are 
requested not to bring personal items of value onto 
the premises and, in particular, not to leave any items 
overnight. 

LOST PROPERTY

Articles of lost property should be handed to your end 
client who will retain them whilst attempts are made to 
discover the owner. 
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TELEPHONE CALLS/ MOBILE PHONES/
PORTABLE ELECTRONIC DEVICES 

Any specific site dependant policy will be advised during 
induction by your end client. 

CLIENT RELATIONS

We provide services to clients and you are employed 
to do work on behalf of our clients, usually on their 
own premises. It is important that you do not enter into 
any improper or illegal relationship with any client. Our 
clients may from time to time request that an individual 
be removed from an assignment in accordance with 
their contract with us. In such circumstances we will 
investigate the reasons for such requests. However, 
if our client maintains their stance, we will then take 
all reasonable steps to ensure that alternative work 
is provided. If this is not possible, we may have no 
alternative but to terminate your employment. This 
procedure is separate from any concurrent disciplinary 
matter which may need to be addressed.
 
GENERAL DATA PROTECTION 
REGULATION (GDPR) 

The General Data Protection Regulation is designed 
to regulate personal data held either electronically or 
within manual filing systems. As an employer it is our 
responsibility to ensure that the data held is adequate, 
relevant, and limited to what is necessary in relation 
to the purposes for which they are processed. Every 
reasonable step shall be taken to ensure the data held 
is accurate and where necessary, kept up to date.

Any data held shall be processed fairly and lawfully 
and transparently in accordance with the rights of data 
subjects. Data shall be collected for specified, explicit 
and legitimate purposes and not further processed in 
any manner that is incompatible with those purposes. 
Data shall not be held for longer than is necessary 
and shall be processed in a manner which ensures 
appropriate security against unauthorised or unlawful 
processing, accidental loss, destruction or damage.

As an employee you will have the right, upon written 
request, to be told what personal data about you is 
being processed and to data portability. You will also 

have the right to be informed of the source of the data 
and to whom it may be disclosed. 

INVENTIONS/DISCOVERIES 

An invention or discovery made by you will normally 
belong to you. However, an invention or discovery made 
by you will become our property if it was made: -
•	 in the course of your normal duties under such 

circumstances that an invention might reasonably 
be expected to result from those duties;

•	 outside the course of your normal duties, but 
during duties specifically assigned to you, when an 
invention might reasonably be expected to result 
from these; and

•	 during the course of any of your duties, and at the 
time you had a special obligation to further our 
interests arising from the nature of those duties, and 
your particular responsibilities. 

 
 
NON SOLICITATION

You covenant with the Company that you will not, save 
with the prior written consent of the Company, directly 
or indirectly, either alone or with or on behalf of any 
person, firm, company or entity and whether on your 
own account or as principal, partner, shareholder, 
director, employee, consultant or in any other 
capacity whatsoever solicit or endeavour to solicit the 
employment or engagement of or employ or engage 
any employee of the Company or of any Client or End 
User in a business supplying services which are the 
same or similar to the Services (whether or not such 
person would breach their contract of employment or 
engagement) during the Services and for a period of 12 
months following the end of Services.

HEALTH, SAFETY, 
WELFARE AND HYGIENE 

 
HEALTH & SAFETY 

We are committed to ensuring the health and safety 
of our staff and clients and to providing a safe 
environment. You should make yourself familiar with the 
client’s Health and Safety 
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Policy as well as our own and your own health and 
safety duties and responsibilities as shown below and at 
places of work.

All staff must recognise that everyone shares 
responsibility for achieving safe working conditions. You 
must consider the health and safety of your acts and/or 
omissions and take reasonable care for your health and 
safety and that of others. You must not take any action 
that could threaten the health or safety of yourself, other 
employees, customers or members of the public. 

Any health and safety concerns should be reported 
immediately.

All staff must use equipment in accordance with 
operating instructions and any instructions given. Any 
fault, damage or concern about any equipment or its 
use must immediately be reported. No member of staff 
should attempt to repair equipment unless trained and 
designated to do so. Failure to report damage to or 
a fault with equipment or failure to use it as directed 
may result in disciplinary action under our Disciplinary 
Procedure. 

Protective clothing and other equipment which may 
be issued for your protection must be worn and used 
at all appropriate times. Failure to do so could be a 
contravention of your health and safety responsibilities. 
Once issued, this protective wear/equipment is your 
responsibility.

You should report all accidents and injuries at work, 
no matter how minor, in the accident book that can be 
found on site and to the Company. 

LONE WORKERS 

Your end client will assess the risks of a Lone Worker 
with the aid of a risk assessment. Once the risk 
assessment has been carried out, the necessary 
controls identified will be implemented. If required the 
Lone Worker will receive the correct information and 
training with regards to the hazard identified.

Arrangements will be put in place to establish a form of 
communication with the Lone Worker.

Periodical monitoring of the Lone Worker will be 
undertaken to ensure that all procedures are working 
correctly. 

SMOKING POLICY 

You must follow the site specific smoking policy. In 
particuilar you must not smoke in smoke-free areas or 
vehicles. 

Breaches of this policy will be dealt with under our 
Disciplinary Procedure and, in serious cases, may 
be treated as gross misconduct leading to summary 
dismissal.

Smoking in smoke-free premises or vehicles is also a 
criminal offence and may result in a fixed penalty fine 
and/or prosecution.

ALCOHOL & DRUGS POLICY 

Under legislation we, as your employer, have a duty to 
ensure so far as is reasonably practicable, the health 
and safety and welfare at work of all our employees and 
similarly you have a responsibility to yourself and your 
colleagues. The use of alcohol and drugs may impair 
the safe and efficient running of the business and/or the 
health and safety of our employees. 

The effects of alcohol and drugs can be numerous: - 
(These are examples only and not an exhaustive list).

Absenteeism (e.g. unauthorised absence, lateness, 
excessive levels of sickness, etc.);  
higher accident levels (e.g. at work, elsewhere, driving 
to and from work)  
work performance (e.g. difficulty in concentrating, tasks 
taking more time, making mistakes, etc.). 

If your performance or attendance at work is affected 
as a result of alcohol or drugs, or we believe you have 
been involved in any drug related action/offence, you 
may be subject to disciplinary action and, dependent on 
the circumstances, this may lead to your dismissal.

We reserve the right to ask you to submit to drug testing 
procedures at any time and at our absolute discretion.
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HYGIENE 

You must comply with any relevant site specific Hygiene 
Policy and make every effort to safeguard the health 
and wellbeing of yourself and others while at work.

Any personal protective equipment required for your role 
must be worn when appropriate and reasonable. 

STANDARDS 
 
BUILDING EQUIPMENT/MACHINERY 
OWNED BY CLIENTS 

In order to control the use of client’s equipment 
machinery and reduce the risk of injury or damage the 
following will apply: -

•	 only authorised and trained staff should have    
access to clients’equipment/machinery. 

•	 no equipment/machinery may be brought onto 
or taken from the client’s premises without prior 
authorisation. 

•	 unauthorised use of equipment/machinery will result 
in disciplinary action. 

•	 unauthorised introduction or removal of equipment/
machinery will result in disciplinary action. 

HOUSEKEEPING 

Both from the point of view of safety and of appearance, 
work areas must be kept clean and tidy at all times.

   TIME OFF 
 
Circumstances may arise where you need time off for 
medical/dental appointments, or for other reasons. 
Where possible, such appointments should be made 
outside normal working hours. If this is not possible, 
time off required for these purposes may be granted 
at the discretion of your agency or client and will 
normally be without pay. All time off requests need to be 
requested to the Company for authorisation.  

MATERNITY/PATERNITY LEAVE 

You may be entitled to maternity/paternity leave and pay 
in accordance with the current statutory provisions. If 
you (or your partner) become pregnant you should notify 
the Company at an early stage so that your entitlements 
and obligations can be explained to you.

ADOPTION LEAVE 

You may be entitled to adoption leave in accordance 
with the current statutory provisions. If you believe that 
you may be entitled to adoption leave you should notify
the Company at an early stage so that your entitlements 
and obligations can be explained to you. 

PARENTAL LEAVE 

You should notify the Company who will identify your 
entitlements. If you (or your partner) become pregnant 
you should notify the Company at an early stage so that 
your entitlements and obligations can be explained to 
you.  
 
TIME OFF FOR DEPENDANTS  

We understand that there will be occasions when you 
will need to take time off work to deal with unexpected 
events involving one of your dependants or someone 
close to you. In these circumstances you may be 
entitled to take a reasonable amount of unpaid time off 
during working hours. Should this be necessary you 
should notify the end client as early as possible and 
follow their specific procedure. 

All requests for time off will be dealt with in line with the 
current statutory provisions.
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BEREAVEMENT LEAVE 

A member of staff who is unable to return to work 
following a period of bereavement leave should notify 
the Company. In these circumstances it may be 
appropriate to take a period of annual leave or unpaid 
leave.

Notwithstanding the above, we recognise that 
individuals’ reactions to bereavement vary greatly 
and you should therefore discuss the circumstances 
with your Contract Manager or the Company to agree 
appropriate time off in the circumstances.

FLEXIBLE WORKING

Examples of flexible working include, change in working 
hours, working from home, staggered working hours, 
flexi-time, job sharing, school term working time. 

The Contract Manager will deal with and make a 
decision regarding any individual requests for flexible 
working within three months of receiving such request 
from the employee. However, the Contract Manager can 
extend this three month period where both parties agree 
to an extension. 

This policy is intended to apply to all employees subject 
to the criteria stated below; 

•	 The employee has worked for the Company for a 
continuous period of 26 weeks at the date of their 
application.  

•	 The employee must not have made another flexible 
working application to the Company during the last 
twelve months. 

Any requests for flexible working need to be requested 
to the agency or end client and also sent to us.   

WAGES 
ADMINISTRATION

Timesheet
You are responsible for ensuring your timesheets are 
duly authorised by a representative of the hirer and 
submitted in line with the specific process for your 
assignment. 

Payment
Your exact payment schedule may vary depending on 
your assignment, but we will ensure you always know 
when you can expect to be paid

You will receive a payslip from the Company showing 
how the total amount of your pay has been calculated. 
It will also show the deductions that have been made 
and the reasons for them, e.g. Income Tax, National 
Insurance, etc.

All payments made by the Company to employees, 
must be made into a bank account in your name unless 
authorisation has been received and accepted by us. 

Any pay queries that you may have should be raised by 
contacting the Company. 
 
Overpayments
If you are overpaid for any reason, the total amount of 
the overpayment must be returned to us. If immediate 
repayment would cause hardship, arrangements may 
be made for the overpayment to be recovered over a 
longer period. If an agreement cannot be reached, debt 
recovery action may be considered. 

Income Tax and National Insurance
At the end of each tax year you will be given a form P60 
showing the total pay you have received from us during 
that year and the amount of deductions for Income 
Tax and National Insurance. You should keep these 
documents in a safe place as you may need to produce 
them in your dealings with the HM Revenue & Customs 
and other government departments, or if completing a 
self assessment form. 
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Expenses 
Expenses that are paid to us by your agency or client 
alongside the payment for your time worked will be paid 
to you alongside your pay for the period.

If you submit your timesheets to us on the MyDigital 
portal, you’ll need to submit your expenses along with 
your timesheet. If your agency or client is self-billing, 
you won’t need to submit an expenses claim. 

In either case please keep your receipts, as we will 
perform checks and you may be asked for proof of your 
expenses. 

OVERTIME 

Any overtime will be agreed between you and the end 
client in advance of being worked. 

Business travel for conferences, meetings, etc. which 
cause an employee to depart / arrive home on a non 
work day does not constitute overtime, if travel is part of 
the employee’s job, or could be reasonably expected to 
occur in the course of performing one’s duties. 

Some travel, which may be exceptional to the 
employee’s normal duties, may qualify as overtime at 
the discretion of the end client. 

HOLIDAY ENTITLEMENT 
AND CONDITIONS 

ANNUAL HOLIDAYS

Your annual holiday entitlement is shown in your 
individual Contract of Employment and is accrued as 
you work.

It is our policy to encourage you to take all of your 
holiday entitlement in the current holiday year.

CONDITIONS APPLYING TO YOUR ANNUAL 
HOLIDAY ENTITLEMENT

All holiday requests should be communicated to the 
end client and  for authorisation before making any 
firm holiday arrangements. There may be restrictions 
on certain sites regarding the taking of holidays e.g. 
seasonal periods.

PUBLIC/BANK HOLIDAYS 

Your entitlement to public/bank holidays is included 
within the annual leave provisions of your Contract of 
Employment. 

SICKNESS/INJURY 
PAYMENTS AND 

CONDITIONS
NOTIFICATION OF INCAPACITY FOR WORK

You must notify us, the agency and end client on the first 
day of incapacity and at the earliest possible opportunity 
before your shift is supposed to start. Notification should 
be made personally (or if you are unable to do so, then 
by a relative, neighbour or friend). You should try to give 
some indication of your expected return date and notify 
us as soon as possible if this date changes.

If your incapacity extends to more than seven days you 
are required to notify us of your continued incapacity 
once a week thereafter, unless otherwise agreed..

EVIDENCE OF INCAPACITY

Doctors’ certificates are not issued for short-term 
incapacity. In these cases of incapacity (up to seven 
calendar days) you must self-certify by notifying the 
Company on day 4 of your incapacity.

If your sickness has been (or you know that it will be) for 
longer than seven days (whether or not they are working 
days) you should see your doctor and make sure he/she 
gives you a medical certificate and provide this to the 
Company without delay. Subsequently you must supply 
us with consecutive doctors’ medical certificates to cover 
the whole of your absence.

PAYMENTS

You are entitled to statutory sick pay (SSP) if you are 
absent because of sickness or injury provided you meet 
the criteria in the current SSP regulations. When you 
are absent for four or more consecutive days you will be 
paid SSP by us if you are eligible. This is treated like
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wages and is subject to normal deductions.

Qualifying days are the only days for which you are 
entitled to SSP. These days are normally your working 
days unless otherwise notified to you. The first three 
qualifying days of absence are waiting days for which 
SSP is not payable. Where a second or subsequent 
period of incapacity (of four days or more) occurs within 
56 days of a previous period of incapacity, waiting days 
are not served again.

Any contractual sickness/injury payments are shown in 
your individual Contract of Employment.

Any days of contractual sickness/injury payments which 
qualify for SSP will be offset against SSP on a day-to-
day basis. An offset will be made for any other state 
benefits received if you are excluded or transferred from 
SSP.

If you are entitled to any contractual payments in excess 
of SSP and your entitlement expires, full or part payment 
may be allowed at our discretion where it is considered 
that there are special circumstances warranting it.

Where the circumstances of your incapacity are such 
that you receive or are awarded any sum by way of 
compensation or damages in respect of the incapacity 
from a third party, then any payments which we may 
have made to you because of the absence (including 
SSP) shall be repaid by you to us up to an amount not 
exceeding the amount of the compensation or damages 
paid by the third party and up to, but not exceeding, any 
amount paid by us. 

RETURN TO WORK 

You should notify the Company as soon as you know 
on which day you will be available to work, if this differs 
from a date of return previously notified.

In some cases, we may require clearance from your 
own doctor before you are able to return to work.

Before returning to work after any period of sickness/
injury absence (including absence covered by a medical 
certificate), you may be contacted by the Company to 
complete a Return to Work assessment after you have

notified the Company of your ability to return to work. 

This return to work assessment is for the purposes 
ascertaining your wellbeing and to determine if working 
condition adjustments need to be made for your return. 

GENERAL

Submission of a medical certificate or sickness self-
certification absence form, although giving us the reason 
for your absence may not always be regarded by us 
as sufficient justification for accepting your absence. 
Sickness is just one of a number of reasons for absence 
and although it is understandable that if you are sick 
you may need time off, continual or repeated absence 
through sickness may not be acceptable to us.

We will take a serious view if you take sickness/
injury leave which is not genuine, and it will result in 
disciplinary action being taken. In deciding whether your 
absence is acceptable or not we will take into account 
the reasons and extent of all your absences, including 
any absence caused by sickness.

If we consider it necessary, we may ask your permission 
to contact your doctor or for you to be independently 
medically examined (at our expense). You will be asked 
to agree that any medical report produced may be 
disclosed to us and that we may discuss the contents of 
the report with the specialist and with our advisers. 

All medical reports will be kept confidential. If you fail 
to provide these medical reports within a reasonable 
period, the Company will have no alternative but to 
make its own assessments as to any reasons for your 
absence.
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EQUAL OPPORTUNITIES 
POLICY 

STATEMENT OF POLICY

We are committed to promoting equality of opportunity 
for all staff and job applicants. We aim to create a 
working environment in which all individuals are able 
to make best use of their skills, free from discrimination 
or harassment, and in which all decisions are based on 
merit.

The aim of the policy is to ensure no job applicant, 
employee or worker is discriminated against either 
directly or indirectly on the grounds of age, disability, 
gender reassignment, marriage and civil partnership, 
pregnancy or maternity, race, religion or belief, sex or 
sexual orientation.

We will ensure that the policy is made available for all 
employees. This policy covers all individuals working 
at all levels and grades, including senior managers, 
directors, employees, consultants, contractors, casual 
workers and agency staff (collectively referred to as 
“staff” in this policy).

The policy will be communicated to all private 
contractors reminding them of their responsibilities 
towards the equality of opportunity.

The policy will be implemented in accordance with the 
appropriate statutory requirements and full account will 
be taken of all available guidance and in particular any 
relevant Codes of Practice.

We will maintain a neutral working environment in which 
no employee or worker feels under threat or intimidated.

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

FORMS OF DISCRIMINATION

Discrimination by or against an employee is generally 
prohibited unless there is a specific legal exemption. 
Discrimination may be direct or indirect and it may occur 
intentionally or unintentionally.

Direct discrimination occurs where someone is treated 
less favourably because of one or more of the protected 
characteristics set out above. For example, rejecting 
an applicant on the grounds of their race because they 
would not “fit in” would be direct discrimination.

Indirect discrimination occurs where someone is 
disadvantaged by an unjustified provision, criterion 
or practice that also puts other people with the same 
protected characteristic at a particular disadvantage. For 
example, a requirement to work full time puts women 
at a particular disadvantage because they generally 
have greater childcare commitments than men. Such a 
requirement will need to be objectively justified.

Harassment related to any of the protected 
characteristics is prohibited. Harassment is unwanted 
conduct that has the purpose or effect of violating 
someone’s dignity, or creating an intimidating, hostile, 
degrading, humiliating or offensive environment for 
them. Harassment is dealt with further in our Anti-
harassment and Bullying Policy.

Victimisation is also prohibited. This is less favourable 
treatment of someone who has complained or given 
information about discrimination or harassment or 
supported someone else’s complaint.

TERMINATION OF EMPLOYMENT 

We will ensure that redundancy criteria and procedures 
are fair and objective and are not directly or indirectly 
discriminatory. We will also ensure that disciplinary 
procedures and penalties are applied without 
discrimination. 
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RETURN OF OUR PROPERTY/
INFORMATION 

On the termination of your employment you must return 
all our property/information which is in your possession 
or for which you have responsibility. Failure to return 
such items will result in the cost of the items being 
deducted from any monies outstanding to you. This is 
stated in your Contract of Employment.

STAFF EXIT INTERVIEW 

The Contract Manager may arrange for an exit interview 
with an employee who has resigned and is due to leave 
the Company. The primary aim of the exit interview is to 
learn reasons for the employee’s departure and assist 
the Company to improve aspects of the organisation 
in the future. Exit interviews are also an opportunity for 
the organisation to enable transfer of knowledge and 
experience from the departing employee to a successor 
or replacement. 

BREACHES OF THE POLICY 

If you believe that you may have been discriminated 
against or subjected to harassment, you are encouraged 
to raise the matter through our Grievance Procedure. If 
you need advice on how to proceed you should contact 
the Company.

Allegations regarding potential breaches of this policy 
will be treated in confidence and investigated in 
accordance with the relevant procedure. Staff who make 
such allegations in good faith will not be victimised or 
treated less favourably as a result. False allegations 
which are found to have been made in bad faith will, 
however, be dealt with under our Disciplinary Procedure.

Any member of staff who is found to have committed
an act of discrimination or harassment will be subject 
to disciplinary action. Such behaviour may constitute 
gross misconduct and, as such, may result in summary 
dismissal. We take a strict approach to serious breaches 
of this policy.

MONITORING 

We will maintain and review the employment records 
of all employees in order to monitor the progress of this 
policy.

Monitoring may involve: -

•	 the collection and classification of information 
regarding the race in terms of ethnic/national origin 
and gender of all applicants and current employees; 

•	 the examination by ethnic/national origin and gender 
of the distribution of employees and the success 
rate of the applicants; and 

•	 storing recruitment, training and promotional records 
of all employees, the decisions reached and the 
reason for those decisions. 

The results of any monitoring procedure will be reviewed 
at regular intervals to assess the effectiveness of the 
implementation of this policy. Consideration will be 
given, if necessary, to adjusting this policy to afford 
greater equality of opportunities to all applicants and 
staff. 

RETIREMENT 

Retirement is a form of resignation, employers and 
employees must follow the right procedures for this. It is 
the employee’s responsibility to discuss when and how 
to retire with the Company.

Retirement age is not the same as State Pension Age 
which can be between 61 and 68, depending on when 
someone was born and if they are male or female. 
Anyone can carry on working past State Pension Age. 

The Company currently has no fixed retirement age 
although this will be reviewed from time to time to reflect 
the business needs. The Company acknowledges that
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retirement is a matter of choice for individuals and will 
not pressurise employees into resigning because they 
have reached or are approaching a certain age. 

Employees are strongly advised to take independent 
financial advice regarding their pension position and 
personal circumstances when considering retirement, 
including options for phased retirement, voluntary early 
retirement and ill health retirement.

You may wish to discuss your short, medium and 
long term plans, as the need arises. Please notify 
the Company in this event so that your needs can be 
assessed by the Company. The Company needs to plan 
for the business, and so may indicate to staff from time 
to time that it would be helpful to know what employee’s 
plans are. There is no obligation for the Company or 
the employee to hold workplace discussions about the 
employee’s future plans; however, it may be mutually 
beneficial to do so.

The Company will not make generalised assumptions 
that performance will decline with age, whether due 
to competence or health issues. If they believe there 
are problems with the performance or ill-health of an 
employee, it will be dealt with in the usual way.

If you indicate that you are thinking of retiring, you 
are free to change your mind at any time until you 
have actually given formal notice to terminate your 
employment. Your employment or promotion prospects 
will not be prejudiced because you have expressed an 
interest in retiring or changing work patterns.

If you have decided to retire, the Company would 
appreciate as much notice as possible and you should 
therefore notify the ua as soon as possible, although 
you should give at least the notice you are obliged to 
give under your Contract of Employment.

ANTI-HARASSMENT AND 
BULLYING POLICY

INTRODUCTION

The purpose of this policy is to ensure that all staff are 
treated and treat others with dignity and respect, free 
from harassment and bullying.

This policy covers harassment or bullying which occurs 
in and out of the workplace, such as on business trips 
or at events or work-related social functions. It covers 
bullying and harassment by staff and also by third 
parties such as customers, suppliers or visitors to our 
premises.

Staff must treat colleagues and others with dignity and 
respect. Even unintentional harassment or bullying is 
unacceptable.

We will take allegations of harassment or bullying 
seriously and address them promptly and confidentially 
where possible. Harassment or bullying by an employee 
will be treated as misconduct under our Disciplinary 
Procedure. In some cases, it may amount to gross 
misconduct leading to summary dismissal. 

WHAT IS HARASSMENT 

Harassment is any unwanted physical, verbal or non-
verbal conduct which has the purpose or effect of 
violating a person’s dignity or creating an intimidating, 
hostile, degrading, humiliating or offensive environment 
for them. Harassment may include, for example:

•	 insensitive jokes and pranks; 

•	 lewd or abusive comments about appearance; 

•	 ignoring or shunning someone, for example, by 
deliberately excluding them from conversations or a 
workplace social activity; 

•	 displaying abusive or offensive writing or material; 

•	 unwanted physical conduct or “horseplay” including 
touching, pinching, pushing, brushing past 
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   someone, invading their personal space; and 

•	 abusive, threatening or insulting words or behaviour. 

These examples are not exhaustive and disciplinary 
action at the appropriate level will be taken against 
employees committing any form of personal 
harassment.

WHAT IS BULLYING 

Bullying is offensive, intimidating, malicious or insulting 
behaviour involving the misuse of power that can make 
a person feel vulnerable, upset, humiliated, undermined 
or threatened.

Bullying can take the form of physical, verbal and non-
verbal conduct and may include for example:

•	 shouting at, being sarcastic towards, ridiculing or 
demeaning others; 

•	 physical threats; 

•	 overbearing and intimidating levels of supervision; 

•	 inappropriate and/or derogatory remarks about 
someone’s performance; or 

•	 deliberately excluding someone from meetings or 
communications without good reason. 

COMPLAINING ABOUT HARASSMENT OR 
BULLYING 

Informal complaint 

If you are being bullied or harassed, you should initially 
consider raising the problem informally with the person 
responsible if you feel able. Alternatively, you should 
notify the Company who can provide confidential advice 
and assistance in resolving the issue informally by way 
of a meditation meeting.

If informal steps have not been successful or are not 
possible or appropriate, you should follow the formal 
procedure set out below.

Formal complaint

Where the informal approach fails or if the harassment/
bullying is more serious, you should raise a formal 
written grievance as per the Grievance Procedure. If 
possible, you should keep notes of the harassment so 
that the grievance can include: -

•	 the name of the alleged harasser; 

•	 the nature of the alleged harassment; 

•	 the dates and times when the alleged harassment 
occurred; 

•	 the names of any witnesses; and 

•	 any action already taken by you to stop the alleged 
harassment.

On receipt of a formal grievance we will take action 
within the Grievance Procedure to address all issues 
raised. All grievances should be reported to the 
Company as soon as possible. 

ACTION FOLLOWING INVESTIGATION 

If you bring a complaint of harassment you will not be 
victimised for having brought the complaint. However, if 
the outcome of the grievance procedure concludes that
the complaint is both untrue and has been brought with 
malicious intent, you may be subject to action under our 
Disciplinary Procedure.

Whether or not your complaint is upheld, we will 
consider how best to manage the ongoing working 
relationship between you and the alleged harasser or 
bully. It may be appropriate to arrange some form of 
mediation and/or counselling, or to change the duties, 
working location or reporting lines of one or both parties. 
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DISCIPLINARY & 
CAPABILITY PROCEDURE
INTRODUCTION

This procedure is designed to help and encourage 
all employees achieve and maintain the standards 
of conduct expected of all staff. This procedure also 
provides the framework within managers can work 
with employees to maintain satisfactory performance 
standards and to encourage improvement where 
necessary. Every effort will be made to ensure 
consistent and fair treatment for all in the organisation.

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

PRINCIPLES 

•	 This procedure applies to all employees regardless 
of length of service. 

•	 This procedure is used to deal with misconduct 
and poor performance. It does not apply to cases 
involving genuine sickness absence or proposed 
redundancies. 

•	 No disciplinary action will be taken against you until 
the case has been fully investigated. 

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

If informal steps have not been successful or are not 
possible or appropriate you should notify the Company. 

You will be provided, where appropriate, with written 
copies of evidence and relevant witness statements in 
advance of a disciplinary meeting.

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

If you have difficulty at any stage of the procedure 
because of a disability, you should notify the Company 
of the situation as soon as possible.

You will have the right to appeal against any disciplinary 
decision. 

CONFIDENTIALITY 

Our aim is to deal with disciplinary matters sensitively 
and with due respect of any individuals involved. All 
employees must treat any information communicated to 
them in connection with an investigation or disciplinary 
matter as confidential.

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

INVESTIGATIONS 

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

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

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

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

CRIMINAL CHARGES 

Where your conduct is the subject of a criminal 
investigation, charge or conviction we will investigate the 
facts before deciding whether to take formal disciplinary 
action.

We will not usually wait for the outcome of any 
prosecution before deciding what action, if any, to take. 
Where you are unable or have been advised not to 
attend a disciplinary hearing or say anything about a 
pending criminal matter, we may have to take a decision 
based on the available evidence.

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

SUSPENSION 

In cases where your continued presence in the 
workplace would hinder an investigation, we may need 
to suspend you from work. The suspension will be for no 
longer than is necessary to investigate the allegations 
and we will confirm the arrangements to you in writing. 
While suspended you should not visit 

our premises or contact any of our clients, customers, 
suppliers, contractors or employees, unless you have 
been authorised to do so by the Contract Manager or 
the Company.

Suspension of this kind is not a disciplinary penalty and 
does not imply that any decision has already been made 
about the allegations.

We reserve the right to suspend you from work without 
pay pending an investigation.

NOTIFICATION OF DISCIPLINARY/
CAPABILITY HEARING 

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

A summary of relevant information gathered during the 
investigation;

A copy of any relevant documents which will be used at 
the disciplinary or capability hearing; and

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

We will give you written notice of the date, time and 
place of the hearing. The hearing will be held as soon 
as reasonably practicable, but you will be given a 
reasonable amount of time to prepare your case. 

RIGHT TO BE ACCOMPANIED 

You may bring a companion to any disciplinary, 
capability hearing or appeal hearing under this 
procedure. The companion may be either a trade union 
representative or a fellow employee. You must inform 
the Contract Manager who your chosen companion is, in 
good time before the hearing.
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You may bring a companion to any disciplinary, 
capability hearing or appeal hearing under this 
procedure. The companion may be either a trade union 
representative or a fellow employee. You must inform 
the Contract Manager who your chosen companion is, in 
good time before the hearing.

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

If your choice of companion is unreasonable, we may 
ask you to choose someone else, for example:

If in our opinion your companion may have a conflict of 
interest or may prejudice the hearing; or

If your companion works at another site and someone 
reasonably suitable is available at the site at which you 
work; or

If your companion is unavailable at the time a hearing 
is scheduled and will not be available for more than five 
working days.

We may, at our discretion, allow you to bring a 
companion who is not an employee or union official 
where this will help overcome a disability, or where you 
have difficulty understanding English. 

DISCIPLINARY/CAPABILITY HEARING 

If you or your companion cannot attend the hearing you 
should inform us immediately and we will arrange an 
alternative time. You must make every effort to attend 
the hearing. If you fail to attend without good reason, or 
are persistently unable to do so, we may have to take a 
decision based on the available evidence.

At the disciplinary or capability hearing we will go 
through the allegations or performance issues with you 
and the evidence that has been gathered. You will be 
able to respond and present any evidence of your own. 
Your companion may make representations to us and 
ask questions but will not be able to answer questions 
on your behalf.

We may adjourn the hearing if we need to carry out any 
further investigations. You will be given a reasonable 
opportunity to consider any new information obtained 
before the hearing is reconvened.

We will inform you in writing of our decision and our 
reasons for it, usually within 7 working days of the 
disciplinary hearing. 

DISCIPLINARY PENALTIES 

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

OCCASION
SECOND
OCCASION

THIRD
OCCASION

Fourth 
Occasion

UNSATIS-
FACTORY
PERFOR-
MANCE

Formal 
verbal
warning

First Written 
warning

Final written 
warning

Dismissal

MISCON-
DUCT

First Written 
Warning

Final written 
warning

Dismissal

SERIOUS
MISCON-
DUCT

Final written 
warning

Dismissal

GROSS
MISCON-
DUCT

Dismissal

Stage 1 - First written warning. A first written warning 
may be authorised by the Company’s HR Department. 
It will usually be appropriate for a first act of misconduct 
or unsatisfactory performance where there are no other 
active written warnings on your disciplinary record. 

Stage 2 - Final written warning. A final written warning 
may be authorised by the Company’s HR Department. It 
will usually be appropriate for:

1.	 Misconduct or unsatisfactory performance where 
there is already an active written warning on your 
record; or 

2.	 Misconduct that we consider sufficiently serious to 
warrant a final written warning even though there 
are no other active warnings on file.
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Stage 3 – Dismissal or Deployment (Capability only). 
Dismissal may be authorised by the HR Department. It 
will usually only be appropriate for:

1.	 Further misconduct or unsatisfactory performance 
where there is an active final written warning on 
your record; or 

2.	 Any gross misconduct regardless of whether 
there are active warnings on your record. Gross 
misconduct will usually result in immediate dismissal 
without notice or payment in lieu of notice (summary 
dismissal). 

3.	 For Capability issues only we may consider 
deployment into another suitable role at the same 
or if your contract permits, lower grade; extending 
an active final written warning and setting a further 
review period. 

THE EFFECT OF A WARNING 

Warnings will set out the nature of the misconduct or 
unsatisfactory performance, the change in behaviour 
required or recommendations, the period for which the 
warning will remain active, and the likely consequences 
of further misconduct or unsatisfactory performance in 
that active period.

A formal verbal warning will usually remain active for 
three months. A first written
warning will remain active for six months and a final 
written warning will remain active for 12 months.

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

APPEALS 

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

If you are appealing against dismissal, the date on 

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

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

We will give you reasonable written notice of the date, 
time and place of the appeal hearing.

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

Where possible, the appeal hearing will be conducted 
by a manager who was not previously involved in the 
case. You may bring a companion with you to the appeal 
hearing.

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

Following the appeal hearing we may:

1.	 confirm the original decision; or 

2.	 revoke the original decision; or 

3.	 substitute a different penalty.

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

Personal circumstances may arise which do not prevent 
you from attending for work but which prevent you 
from carrying out your normal duties (e.g. a lack of 
dexterity or general ill health). If such a situation arises, 
we will normally need to have details of your medical 
diagnosis and prognosis so that we have the benefit 
of expert advice. Under normal circumstances this can 
be most easily obtained by asking your own doctor for 
a medical report. Your permission is needed before 
we can obtain such a report and we will expect you to 
co-operate in this matter should the need arise. When 
we have obtained as much as information as possible 
regarding your condition and after consultation with you, 
a decision will be made about your future employment 
with us in your current role or, where circumstances 
permit, in a more suitable role.

SHORT SERVICE/PROBATION PERIOD

We retain discretion in respect of the capability 
procedures to take account of your length of service and 
to vary the procedures accordingly. If you have a short 
amount of service, you may not be in receipt of any 
warnings before dismissal but you will retain the right to 
a hearing and you will have the right to appeal. 

EXAMPLES OF MISCONDUCT

The following list provides some examples of offences 
which are normally regarded as misconduct:

•	 Failure to abide by the general health and safety 
rules and procedures; 

•	 Persistent absenteeism and/or lateness; 

•	 Unsatisfactory standards or output of work; 

•	 Rudeness towards customers, members of the 
public or other employees, objectionable or insulting 
behaviour, harassment, bullying or bad language; 

•	 Failure to devote the whole of your time, attention 
and abilities to our business and its affairs during 
your normal working hours;

•	 Unauthorised use of e-mail and Internet; 

•	 Failure to carry out all reasonable instructions or 
follow our rules and procedures; 

•	 Unauthorised use or negligent damage or loss of 
our property; 

•	 Failure to report immediately any damage to 
property or premises caused by you; 

•	 Use of our vehicles without approval or the 
private use of our commercial vehicles without 
authorisation; 

•	 Failure to report any incident whilst driving our 
vehicles, whether or not personal injury or vehicle 
damage occurs; 

•	 If your work involves driving, failure to report 
immediately any type of driving conviction or any 
summons which may lead to your conviction; 

•	 Carrying unauthorised goods or passengers in our 
commercial vehicles or the use of our vehicles for 
personal gain; and 

•	 Loss of driving licence where driving on public roads 
forms an essential part of the duties of the post. 

EXAMPLES OF GROSS MISCONDUCT  

The following list provides some examples of offences 
which are normally regarded as gross misconduct:

•	 Grossly indecent or immoral behaviour, deliberate 
acts of unlawfuldiscrimination or serious acts of 
harassment; 

•	 Smoking in designated non-smoking areas; 

•	 Consumption of alcohol on the premises; 

•	 Dangerous behaviour, fighting or physical assault; 

•	 Incapacity at work or poor performance caused by 
intoxicants or drugs;
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•	 Possession, supply or use of illicit drugs; 

•	 Deliberate falsification of any records (including time 
sheets, absence records and so on, in respect of 
yourself or any fellow employee); 

•	 Undertaking private work in working hours without 
express permission; 

•	 Working in competition with us; 

•	 Taking part in activities which result in adverse 
publicity to ourselves, or which cause us to lose faith 
in your integrity; 

•	 Theft or unauthorised possession of money 
or property, whether belonging to us, another 
employee, or a third party; 

•	 Destruction/sabotage of our property, any property 
on the premises; 

•	 Serious breaches of health and safety rules 
(including those within the Employee Safety 
Handbook) that endanger the lives of or may cause 
serious injury to employees or any other person; 

•	 Interference with or misuse of any equipment for 
use at work that may cause harm; 

•	 Gross insubordination and/or continuing refusal to 
carry out legitimate instructions; 

•	 Abuse of Anti-Harassment and Bullying Policy; 

•	 Abuse of Whistle-Blowing Policy; 

•	 Refusal of an offer of a suitable assignment and/
or becoming unavailable for a suitable assignment 
without good cause; and 

•	 Absences due to illness or injury lasting more than 
14 consecutive days. Any absences which occur 
as a result of pregnancy-related sickness will be 
disregarded when calculating the 14 day absence 
period;

GRIEVANCE PROCEDURE
This procedure applies to all employees regardless 
of length of service. It is important that if you feel 
dissatisfied with any matter relating to your employment 
you have an effective means by which such a grievance 
can be aired and resolved.

INFORMAL RESOLUTION 

Most grievances can be resolved quickly and informally 
through discussion with us, the agency or the end 
client. However, if this does not resolve the problem you 
should initiate the formal procedure below promptly. 

WRITTEN GRIEVANCE 

You should notify the Company of your grievance. The 
Company will contact you to discuss the details of your 
grievance in confidence. 

The written grievance should set out the nature of 
the complaint, including any relevant facts, dates and 
names of individuals involved so that we can investigate 
it. 

MEETING 

We will arrange a grievance meeting, normally within 
five working days of receiving your written grievance. 
You should make every effort to attend.

You may bring a companion to the grievance 
meeting. The companion may be either a trade union 
representative or a fellow employee, who will be allowed 
reasonable paid time off from duties to act as your 
companion. Your companion may speak on your behalf 
or act as your witness but may not answer questions on 
your behalf.

If you or your chosen companion cannot attend at 
the time specified you should let us know as soon as 
possible and we will try, within reason, to agree an 
alternative time. 
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We may adjourn the meeting if we need to carry out 
further investigations, after which the meeting will 
usually be reconvened.

We will write to you, usually within ten working days of 
the last grievance meeting to confirm our decision and 
notify you of any further action that we intend to take to 
resolve the grievance. We will also advise you of your 
right of appeal.

APPEAL 

If the grievance has not been resolved to your 
satisfaction you may appeal. You should notify the 
Company stating your full grounds of appeal, within 
seven working days of the date on which the decision 
was sent or given to you.

We will hold an appeal meeting, normally within two 
weeks of receiving the appeal. This will be dealt with 
impartially by a manager who has not previously been 
involved in the case. You will have the right to bring a 
companion as stated above.

We will confirm our final decision in writing, usually 
within 7 days of the appeal hearing. There is no further 
right of appeal.

WHISTLE BLOWING 
POLICY 

INTRODUCTION

Under certain circumstances, employees have legal 
protection if they make disclosures about organisations 
for which they work. These employees are commonly 
referred to as ‘whistle blowers’ and their activities have 
often received wide publicity in the media.

An employee who believed, for example, that 
organisations were disposing of toxic waste illegally 
may have ‘blown the whistle’ directly to the press 
or television, perhaps because of concern for the 
environment, a belief that the organisation would 
attempt a ‘cover-up’ if asked to stop, or for financial gain.

Employees, who blew the whistle on organisations,

were often treated detrimentally by them or their 
engagements were terminated. This discouraged 
employees from whistle blowing even where such action 
would be for the good of the public. The legislation 
is designed to protect employees from suffering any 
detriment or termination of engagement for whistle 
blowing.

We are committed to conducting out business with 
honesty and integrity, and we expect all staff to maintain 
high standards.

QUALIFYING DISCLOSURES 

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

•	  criminal activity; 

•	 failure to comply with any legal obligation; 

•	 miscarriages of justice; 

•	 danger to health and safety; 

•	 damage to the environment; 

•	 the deliberate concealment of any of the above 
matters.

A whistleblower is a person who raises a genuine 
concern in good faith relating to any of the above. If 
you have any genuine concerns related to suspected 
wrongdoing or danger affecting any of our activities you 
should report it under this policy. 

THE PROCEDURE 

If you so wish you should in the first instance report any 
concerns you may have to the Contract Manager who 
will treat the matter with complete confidence.

However, where the matter is more serious, or you feel 
that you’re the Contract manager has not addressed 
your concern, or you prefer not to raise it with them for 
any reason, you should notify the Company by
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communicating your concerns to the HR Department. 
We will arrange a meeting with you as soon as possible 
to discuss your concern. You may bring a colleague or 
trade union representative to any meetings under this 
policy.

The aim of this policy is to provide an internal 
mechanism for reporting, investigating and remedying 
any wrongdoing in the workplace. In most cases 
you should not find it necessary to alert anyone 
externally. However, the law recognises that in some 
circumstances it may be appropriate to report your 
concerns to an external body such as a regulator. We 
would strongly encourage that you seek advice before 
reporting a concern to anyone external.

Once you have raised a concern, we will carry out an 
investigation. We will aim to keep you informed of the 
progress of the investigation and its likely timescale. 
However, sometimes the need for confidentiality may 
prevent us giving you specific details of the investigation 
or any disciplinary action taken as a result. You 
should treat any information about the investigation as 
confidential.

If we conclude that a whistleblower has made false 
allegations maliciously, in bad faith or with a view to 
personal gain, the whistleblower will be subject to 
disciplinary action.

If you are not happy with the way in which your concern 
has been handled, you should notify the Company.

Staff must not suffer any detrimental treatment as a 
result of raising a concern in good faith. Detrimental 
treatment includes dismissal, disciplinary action, threats 
or other unfavourable treatment connected with raising a 
concern. If you believe that you have suffered any such 
treatment, you should inform the Company immediately. 
If you feel the matter is not remedied you should raise it 
formally using our Grievance Procedure

CONTRACTOR SEXUAL 
HARASSMENT POLICY

 
1. POLICY STATEMENT
 
1.1 We are committed to providing a working 
environment free from sexual harassment and ensuring
all staff are treated, and treat others, with dignity and 
respect. We recognise that sexual harassment can 
occur both in and outside the workplace, such as on 
business trips, or at work-related events or social 
functions, or on social media.

1.2 Sexual harassment or victimisation of any member 
of staff, or anyone they come into contact with during 
the course of their work, is unlawful and will not be 
tolerated. We will take active steps to help prevent the 
sexual harassment and victimisation of all staff. Anyone 
who is a victim of, or witness to, sexual harassment is 
encouraged to report it in accordance with this policy. 
This will enable us to take appropriate action and 
provide support. Sexual harassment can result in legal
liability for both the business and the perpetrator, 
whether they work for us or are a third party outside of 
our control. Sexual harassment may result in disciplinary 
action up to and including dismissal.

1.3 We take a zero-tolerance approach to instances of 
sexual harassment or victimisation.

2. ABOUT THIS POLICY

2.1 The purpose of this policy is to set out a framework 
for line managers to deal with any sexual harassment 
that occurs by staff (which may include consultants, 
contractors and agency workers) and also by third 
parties such as customers, suppliers or visitors to our 
premises.

2.3 This policy does not form part of any contract of 
employment or contract to provide services, and we may 
amend it at any time.

3. WHO DOES THIS POLICY APPLY TO?

3.1 This policy applies to all employees, officers, 
consultants, self-employed contractors, casual
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workers, agency workers, volunteers and interns. The 
policy

4. WHO IS RESPONSIBLE FOR THIS 
POLICY?

4.1 The management of Fair Pay Services Ltd has 
overall responsibility for the effective operation of
this policy but has delegated responsibility for 
overseeing its implementation HR Business Partner.
Suggestions for change should be reported to HR 
Business Partner (whistleblowing@fairpayservices.
co.uk).

4.2 Line managers have day-to-day responsibility for 
this policy, and you should refer any questions about 
this policy to our contractor care team.

4.3 This policy is reviewed annually.

 5. WHAT IS SEXUAL HARASSMENT?

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

5.2 It also includes treating someone less favourably 
because they have submitted or refused to submit to 
unwanted conduct of a sexual nature, or that is related 
to gender reassignment or sex, in the past.

5.3 Sexual harassment may include, for example:
(a) unwanted physical conduct or “horseplay”, including 
touching, pinching, pushing and grabbing;
(b) continued suggestions for sexual activity after it has 
been made clear that such suggestions are unwelcome;
(c) sending or displaying material that is pornographic or 
that some people may find offensive (including emails, 
text messages, video clips and images sent by mobile 
phone or posted on the internet);
(d) unwelcome sexual advances or suggestive 
behaviour (which the harasser may perceive as 
harmless); or
(e) offensive emails, text messages or social media 

5.4 A person may be sexually harassed even if they 
were not the intended target. For example, a person
may be sexually harassed by pornographic images 
displayed on a colleague’s computer in the workplace.
5.5 Victimisation includes subjecting a person to a 
detriment because they have done, or are suspected
of doing or intending to do, any of the following 
protected acts:
(a) Bringing proceedings under the Equality Act 2010.
(b) Giving evidence or information in connection with 
proceedings under the Equality Act 2010.
(c) Doing any other thing for the purposes of or in 
connection with the Equality Act 2010.
(d) Alleging that a person has contravened the Equality 
Act 2010.

5.6 Victimisation may include, for example:
(a) Denying someone an opportunity because it is 
suspected that they intend to make a complaint about 
sexual harassment.
(b) Excluding someone because they have raised a 
grievance about sexual harassment.
(c) Failing to promote someone because they 
accompanied another staff member to a grievance 
meeting.
(d) Dismissing someone because they gave evidence 
on behalf of another staff member at an employment 
tribunal hearing.

5.7 Sexual harassment and victimisation are unlawful 
and will not be tolerated. They may lead to disciplinary 
action up to and including dismissal if they are 
committed:
(a) In a work situation.
(b) During any situation related to work, such as at a 
social event with colleagues.
(c) Against a colleague or other person connected to us 
outside of a work situation, including on social media.
(d) Against anyone outside of a work situation where the 
incident is relevant to your suitability to carry out your 
role.

5.8 We will take into account any aggravating factors, 
such as abuse of power over a more junior colleague, 
when deciding the appropriate disciplinary action to 
take.

5.9 If any sexual harassment or victimisation of staff 
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occurs, we will take steps to remedy any complaints 
and to prevent it happening again. These may include 
updating relevant policies, providing further staff training 
and taking disciplinary action against the perpetrator.

5.10 Third-party harassment occurs where a person is 
harassed or sexually harassed by someone who does 
not work for, and who is not an agent of, the same 
employer, but with whom they have come into contact 
during the course of their employment. Third-party 
harassment could include, for example, unwelcome 
sexual advances from a client, customer or supplier 
visiting the employer’s premises, or where a person is 
visiting a client, customer or supplier’s premises or other 
location in the course of their employment.

5.11 Third-party sexual harassment can result in legal 
liability and will not be tolerated. All staff are encouraged 
to report any third-party harassment they are a victim of, 
or witness, in accordance with this policy.

5.12 Any sexual harassment by a member of staff 
against a third party may lead to disciplinary action up
to and including dismissal.

5.13 We will take active steps to try to prevent third-
party sexual harassment of staff. These may include
warning notices to customers or recorded messages at 
the beginning of telephone calls.

5.14 If any third-party harassment of staff occurs, we 
will take steps to remedy any complaints and to prevent 
it happening again. These may include warning the 
harasser about their behaviour, banning them from our 
premises, reporting any criminal acts to the police, and 
sharing information with other branches of the business.

 6. IF YOU ARE BEING SEXUALLY 
HARASSED: INFORMAL STEPS

 6.1 If you are being sexually harassed, consider 
whether you feel able to raise the problem informally
with the person responsible. You should explain 
clearly to them that their behaviour is not welcome or 
makes you uncomfortable. If this is too difficult, you 
should speak to your line manager or report the matter 
directly to Fair Pay Services via whistleblowing@
fairpayservices.co.uk who can provide confidential 

advice and assistance in resolving the issue formally 
or informally. If you feel unable to speak to your line 
manager because the complaint concerns them, you 
should report the matter directly to Fair Pay Services 
via whistleblowing@fairpayservices.co.uk . If this does 
not resolve the issue, you should follow the formal 
procedure below.

6.2 If you are not certain whether an incident or series 
of incidents amounts to sexual harassment, you should 
initially contact your line manager or report the matter 
directly to Fair Pay Services via whistleblowing@
fairpayservices.co.uk informally for confidential advice.

6.3 If informal steps are not appropriate, or have been 
unsuccessful, you should follow the formal procedure 
set out below or refer to our Grievance Procedure.

7. RAISING A FORMAL COMPLAINT

7.1 If you wish to make a formal complaint about sexual 
harassment, you should submit it in writing to to Fair 
Pay Services via whistleblowing@fairpayservices.co.uk .

7.2 Your written complaint should set out full details 
of the conduct in question, including the name of the 
harasser, the nature of the sexual harassment, the 
date(s) and time(s) at which it occurred, the names of 
any witnesses and any action that has been taken so far 
to attempt to stop it from occurring.

7.3 If you wish to make a formal complaint about 
victimisation, you should submit it in writing to to Fair
Pay Services via whistleblowing@fairpayservices.co.uk

7.4 Your written complaint should set out full details 
of the conduct in question, including the name of the 
person or persons you believe have victimised you, the 
reason you believe you have been victimised, the nature 
of the victimisation, the date(s) and time(s) at which it 
occurred, the names of any witnesses and any action 
that has been taken so far to attempt to stop it from 
occurring.

7.5 As a general principle, the decision whether to 
progress a complaint is up to you. However, we have
a duty to protect all staff and may pursue the matter 
independently if, in all the circumstances, we consider it 
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appropriate to do so.

8. IF YOU WITNESS SEXUAL HARASSMENT 
OR VICTIMISATION

8.1 Staff who witness sexual harassment or victimisation 
are encouraged to take appropriate steps to
address it. Depending on the circumstances, this could 
include:
(a) Intervening where you feel able to do so.
(b) Supporting the victim to report it or reporting it on 
their behalf.
(c) Reporting the incident where you feel there may be a 
continuing risk if you do not reportit.
(d) Co-operating in any investigation into the incident.

8.2 All witnesses will be provided with appropriate 
support and will be protected from victimisation.

9. FORMAL INVESTIGATIONS

9.1 We will investigate complaints in a timely, respectful 
and confidential manner. Individuals not involved in the 
complaint, or the investigation should not be told about 
it.

9.2 We will arrange a meeting with you, usually within 
one week of receiving your complaint, so that you 
can give your account of events. You have the right 
to be accompanied by a colleague or a trade union 
representative of your choice, who must respect the 
confidentiality of the investigation.

9.3 Where your complaint is about an employee, we 
may consider suspending them on full pay or making 
other temporary changes to working arrangements 
pending the outcome of the investigation, if 
circumstances require. The investigator will also meet 
with the alleged harasser to hear their account of 
events. They have a right to be told the details of the 
allegations against them, so that they can respond.

9.4 Where your complaint is about someone other than 
an employee, such as a customer, supplier or visitor, we 
will consider what action may be appropriate to protect 
you and anyone involved pending the outcome of the 
investigation, bearing in mind the reasonable needs 
of the business and the rights of that person. Where 

 appropriate, we will attempt to discuss the matter with 
the third party.

9.5 We will also consider any request that you make for 
changes to your own working arrangements during the 
investigation. For example, you may ask for changes 
to your duties or working hours to avoid or minimise 
contact with the alleged harasser.

9.6 It may be necessary to interview witnesses to any 
of the incidents mentioned in your complaint. If so, the 
importance of confidentiality will be emphasised to them.

9.7 At the end of the investigation, the investigator will 
submit their findings to a [senior] manager. The [senior] 
manager will arrange a meeting with you, usually within 
a week of receiving the findings, in order to discuss 
the outcome and what action, if any, should be taken. 
You have the right to bring a colleague or a trade union 
representative to the meeting. A copy of the manager’s 
findings will be given to you and to the alleged harasser.

10. ACTION FOLLOWING THE 
INVESTIGATION

10.1 If the [senior] manager considers that there is a 
case to answer and the harasser is an employee,
the matter will be dealt with as a case of possible 
misconduct or gross misconduct under our Disciplinary 
Procedure. Our investigation into your complaint may 
be put on hold pending the outcome of the Disciplinary 
Procedure. Where the disciplinary outcome is that 
sexual harassment occurred, prompt action will be taken 
to address it. If the harasser is a third party, such as a
customer or other visitor, we will consider what action 
would be appropriate to deal with the problem.

10.2 Whether or not your complaint is upheld, we will 
consider how best to manage the ongoing working 
relationship between you and the person concerned. It 
may be appropriate to arrange some form of mediation 
or counselling, or to change the duties, working location 
or reporting lines of one or both parties.

10.3 Any staff member who deliberately provides false 
information in bad faith, or who otherwise acts in bad 
faith as part of an investigation, may be subject to action 
under our Disciplinary Procedure. However, you will not 
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be disciplined or treated detrimentally because your 
complaint has not been upheld.

11. APPEALS

11.1 If you are not satisfied with the outcome you may 
appeal in writing to [the appropriate person as detailed 
in your outcome letter OR the HR Business Partner], 
stating your full grounds of appeal, within [one week ] of 
the date on which the decision was sent or given to you.

11.2 We will hold an appeal meeting, normally within 
one week of receiving your written appeal. Where
practicable, the appeal hearing will be conducted 
by a [senior] manager who has not been previously 
involved in the case [and is senior to the individual who 
conducted the previous meeting]. They may ask anyone 
previously involved to be present. You have the right to 
bring a colleague or trade union representative to the 
meeting.

11.3 We will confirm our final decision in writing, usually 
within one week of the appeal hearing. This is the end of 
the procedure and there is no further appeal.

12. PROTECTION AND SUPPORT FOR 
THOSE INVOLVED

12.1 Staff who make complaints, report that they have 
witnessed wrongdoing, or who participate in good
faith in any investigation must not suffer any form of 
retaliation or victimisation as a result. Anyone found 
to have retaliated against or victimised someone in 
this way will be subject to disciplinary action under our 
Disciplinary Procedure.

12.2 If you believe you have suffered any such 
treatment you should report the matter directly to Fair 
Pay Services via whistleblowing@fairpayservices.co.uk . 
If the matter is not remedied, you should raise it formally 
using our Grievance Procedure or this procedure if 
appropriate.

12.3 We will monitor the treatment and outcomes of any 
complaints of sexual harassment or victimisation we 
receive to ensure that they are properly investigated and 
resolved, those who report or act as witnesses are not 
victimised, repeat offenders are dealt with appropriately, 

cultural clashes are identified and resolved, and 
workforce training is targeted where needed.

12.4 Support and guidance can also be obtained from 
the following external services:
(a) The Equality Advisory and Support Service (www.
equalityadvisoryservice.com)
(b) Protect (www.protect-advice.org.uk)
(c) Victim support (www.victimsupport.org.uk)
(d) Rape crisis (www.rapecrisis.org.uk).
(e) Rights of women (England and Wales) (www.
rightsofwomen.org.uk)
(f) Scottish Women’s Rights Centre (Scotland) (www.
scottishwomensrightscentre.org.uk)

13. REPORTING OUTCOMES, 
CONFIDENTIALITY AND RECORD-KEEPING

13.1 Confidentiality is an important part of the 
procedures provided under this policy. Details of the
investigation and the names of the person making 
the complaint, and the person accused must only 
be disclosed on a “need to know” basis. Breach of 
confidentiality may give rise to disciplinary action under 
our Disciplinary Procedure.

13.2 When appropriate and possible, where a complaint 
is upheld, we will advise the complainant of the action 
that has been taken to address their specific complaint 
and any measures put in place to prevent a similar 
event happening again.

13.3 Information about a complaint by or about a staff 
member may be placed on their personnel file, along
with a record of the outcome and of any notes or other 
documents compiled during the process. These will 
be processed in accordance with our Data Protection 
Policy.
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COMPUTER SYSTEMS, 
ELECTRONIC 

COMMUNICATIONS 
AND INTERNET USAGE 

POLICY
INTRODUCTION

The purpose of this Computer, Electronic 
Communications and Internet Policy is to provide 
a framework for all employees to adhere to. Social 
Media, email and Internet systems have established 
themselves as an important communications facility 
within the Company and have provided us with contact 
with professional and academic sources throughout the 
world. This policy outlines the standards we require from 
employees, the circumstances in which we will monitor 
use of these systems and the action we will take in 
respect of breaches of these standards.

The policy outlines the correct use (and misuse) of 
computer equipment, social media networks, email, the 
internet, telephones, Smart Phones, e.g.  smart phones 
where an email/social media account is accessed, but 
it applies equally to the use of fax machines, copies, 
scanners, CCTV and electronic key fobs.

All staff are expected to comply with this policy at 
all times to protect our electronic communications 
systems and equipment from unauthorised access and 
harm. Breach of this policy may be dealt with under 
our Disciplinary Procedure and, in serious cases, may 
be treated as gross misconduct leading to summary 
dismissal.

Staff are responsible for the security of the equipment 
allocated to or used by them and must not allow it 
to be used by anyone other than in accordance with 
this Policy. Inevitably laptops will be lost or stolen, in 
addition to the strong password policy laptop hard 
drives should be encrypted to prevent data from being 
misappropriated 

If given access to the Email system or to the internet, 
staff are responsible for the security of their terminals.

If leaving a terminal unattended or on leaving the office 
they should ensure that they lock their terminal or log off 
to prevent unauthorised users accessing the system in 
their absence. Staff without authorisation should only be 
allowed to use terminals under supervision. A mandatory 
screen lock time-out should be applied across the 
enterprise desktop. 

Passwords are unique to each user and must be 
changed regularly to ensure confidentiality. Passwords 
must be kept confidential and must not be made 
available to anyone else unless authorised by The HR 
Department Director. For the avoidance of doubt, on 
the termination of employment (for any reason) staff 
must provide evidence of their passwords to The HR 
Department and return any equipment, key fobs or 
cards.

Staff should not delete, copy, transfer (other than for a 
legitimate business process), destroy or modify existing 
systems, programs, information or data which could 
have the effect of harming our business or exposing it to 
risk. 

INTERNET 

Where appropriate, duly authorised staff are encouraged 
to make use of the Internet as part of their official 
and professional activities. Attention must be paid to 
ensuring that published information has relevance to 
normal professional activities before material is released 
in the company name. 

Where personal views are expressed a disclaimer 
stating that this is the case should be clearly added to 
all correspondence. The intellectual property right and 
copyright must not be compromised when publishing on 
the Internet. 

The availability and variety of information on the 
Internet has meant that it can be used to obtain material 
reasonably considered to be offensive. The use of the 
Internet to access and/or distribute any kind of offensive 
material, or material that is not work-related, leaves an 
individual liable to disciplinary action which could lead to 
dismissal.
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EMAIL

The use of the Email system is encouraged as its 
appropriate use facilitates efficiency. Used correctly 
it is a facility that is of assistance to employees. 
Inappropriate use however causes many problems 
including distractions, time wasting and legal claims. 
The procedure sets out the company’s position on the 
correct use of the Email system.

PROCEDURES – AUTHORISED USE 

Unauthorised or inappropriate use of the mail system 
may result in disciplinary action which could include 
summary dismissal.

The Email system is available for communication and 
matters directly concerned with the legitimate business 
of the company and clients. Employees using the Email 
system should give particular attention to the following 
points: -

•	 All comply with company or client’s communication 
standards;

•	 Email messages and copies should only be sent to 
those for whom they are particularly relevant;

•	 Email should not be used as a substitute for face-
to-face communication or telephone contact. 
Flame mails (i.e. Emails that are abusive) must 
not be sent. Hasty messages sent without proper 
consideration can cause upset, offence, concern or 
misunderstanding;

•	 If Email is confidential the user must ensure that the 
necessary steps are taken to protect confidentiality. 
The company will be liable for infringing copyright 
or any defamatory information that is circulated 
either within the company or to external users of the 
system; and

•	 Offers or contracts transmitted by Email are as 
legally binding on the company as those sent on 
paper.

•	 The company will not tolerate the use of the Email 
system for unofficial or inappropriate purposes,

        including: -

1.	 any messages that could constitute bullying, 
harassment or other detriment;

2.	 personal use (e.g. social invitations, personal 
messages, jokes, cartoons, chain letters or other 
private matters);

3.	 on-line gambling;
4.	 accessing or transmitting pornography; 
5.	 transmitting copyright information and/or any 

software available to the user; or
6.	 posting confidential information about other 

employees, the company or its customers or 
suppliers.

VIRUS PROTECTION PROCEDURES 

In order to prevent the introduction of virus 
contamination into the software system the following 
must be observed: -

•	 unauthorised software including public domain 
software, magazine cover disks/CDs/plug in storage 
devices or Internet/World Wide Web downloads 
must not be used; and 

•	 all software must be virus checked using standard 
testing procedures before being used. 

•	 Smart Phones are mobile computers and as such 
should not be attached to company computer 
devices, PC’s/Laptops unless authorised by 
an appropriate manager or member of the IT 
department. 

USE OF COMPUTER EQUIPMENT

In order to control the use of the company’s computer 
equipment and reduce the risk of contamination the 
following will apply: -

•	 The introduction of new software must first of all 
be checked and authorised by a nominated senior 
member of the company or client before general use 
will be permitted. 

•	 Only authorised staff should have access to the 
company’s and clients’ computer equipment.
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•	 Only authorised software may be used on any of the 
company’s or clients’ computer equipment. 

•	 Only software that is used for business applications 
may be used. 

•	 No software may be brought onto or taken from 
the company’s or client’s premises without prior 
authorisation. 

•	 Unauthorised access to the computer facility will 
result in disciplinary action. 

•	 Unauthorised copying and/or removal of computer 
equipment/software will result in disciplinary action;

Such actions could lead to dismissal.
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