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EMPLOYEE HANDBOOK ISSUES AND UPDATES
WELCOME TO OUR TEAM
Welcome Message from the Chairman
Welcome to Ipswich Sports Club; We would like to wish you every success during your employment, whether you recently joined us or you are an existing employee. We hope that your experience of working here will be positive and rewarding.
The staff of Ipswich Sports Club play a key role in providing a quality and seamless service to our members and guests. We differentiate ourselves from large commercial clubs as we are run for the members by the members; however, we are “One Team” delivering the best that we can to ensure membership retention and growth.
I personally want to thank you all for your contribution and hope that you will take pride in working with us all at the Club.
Chairman
ABOUT US 
Ipswich Tennis Club began life around 1870 after moving around for many years. The big step forward was the move to Henley Road in 1947, at a time when Tennis was very successful nationally, with the likes of Fred Perry performing on the international scene. Ipswich Tennis Club played its part with the President’s wife, Jean Bostock, being ranked Number 1 in England. In the 1890s, Hockey was largely a social pastime played by families with ground to spare. The Ipswich Town Hockey Club came into existence in 1899, playing alongside Ipswich Town Football Club at Portman Road.
 Eventually, Portman Road became too expensive and having coped with constant relocations to Bourne End, Whitton, etc, the Club eventually moved to Henley Road in 1952. Although the origins of Ipswich Sports Club go back more than 120 years, the Club began to take on its present shape when the Tennis Club moved to its current site on Henley Road in 1947. 
The Hockey Club moved onto the site in 1952 and, spurred on by enlarged membership, a new clubhouse was built. The first approach from the Squash Club came in 1957, although it took until 1972 for them to move to Henley Road from their site at Ipswich Airport. It was not until 1980 that the three sports finally became part of an integrated Ipswich Sports Club. The 1980s and 1990s saw the provision of a glass-backed Squash court and floodlit indoor Tennis.
A winning formula championed since 1870. Since the Club is owned and managed by the members, you can be sure that development over the years has been driven by the members’ needs. The Club is justifiably proud of its sporting heritage, and the provision of first-class sporting facilities has always been a fundamental aim.
 All levels of skill are welcome, from complete beginner to accomplished County and National players. A competitive environment exists to suit all standards, and coaching is available for all sports. In all cases, the National sporting bodies have acknowledged and financially supported the Club’s activities. 
However, there is much more to Ipswich Sports Club than the provision of sporting facilities. Friendly members and staff, and excellent social activities give the Club a uniquely friendly and welcoming environment. There are also extensive Gym and Studio Class activities which complement the 3 main sports on offer. This has allowed the Club to increase its membership to nearly 1800 members. 
Mission Statement: To be the best Members' Sports Club in the region by: 
• Providing the best staff who are focused on the customer 
• Providing the very best service 
• Providing great sporting and leisure facilities 
• Communicating with our members 
• Reinvesting all profits for the betterment of the Club facilities and its members
 • Listening to members’ concerns through the members’ Committee structure and Club comment/suggestion system
The Club Now Ipswich Sports Club operates over 2 sites:
The Main Club Site Ipswich Sports Club, Henley Road, Ipswich, Suffolk, IP1 4NJ Tel: 01473 251143
Tuddenham Road Hockey Site (Unmanned Site): Ipswich Hockey Club, Tuddenham Road, Ipswich, Suffolk, IP4 3QJ Tel: 01473 259060 (Match Days)
Club Council members
These details can change from time to time, so please refer to the Club’s notice boards and website.


JOINING THE COMPANY HANDBOOK INTRODUCTION
This Handbook is provided for guidance and gives general information about the Company and about the terms and conditions for employment. In general, the guidance contained in the handbook applies to all Company employees.
However, where there is any difference between the terms and conditions specified in your contract of employment and the guidance given in this handbook, then the terms and conditions in your contract will apply in respect of your employment with the Company.
    Throughout the handbook, where we refer to ‘the manager’, this is used to reference the person to whom you report, which could be your manager, but equally could be your supervisor or a director. It is the person in charge, regardless of their job title, to whom you usually report. If you are unsure about anything mentioned in either this handbook or your contract of employment, please speak to your manager in the first instance. 
The handbook is not exhaustive, and not all elements of the handbook are contractual. Throughout the handbook, you will be reminded of the importance of adhering to the Company's policies, procedures, and guidelines. 
You will also be reminded of the risks of not adhering to them. Where this handbook refers to permission being required for any given course of action, this must be acquired in writing for permission to be given unless otherwise stated.
 INDUCTION 
The Company believes its employees are its greatest asset and recognises its responsibility to ensure they are afforded appropriate support and development throughout their employment. 
This begins from the moment a new employee joins the Company. Our aim is to support and develop all our employees in their role so that they feel confident to undertake the responsibilities placed upon them and ultimately are able to contribute to the success of the Company. 
Induction is delivered ‘on the job’ and will be spread over your first few months in post. The content and duration of the induction will be dependent on your current relevant work experience level, and your manager will outline this in detail to you once you have started work. It may be a formal programme of induction or something more informal. If you have not been informed about any specific activities you feel could support you as you join the Company, just speak to your manager.



EMPLOYMENT AGREEMENT
TERMS AND CONDITIONS
As an employee, you will have received a document setting out specific and general terms and conditions of employment as they relate to your role – this is your Contract of Employment. Within that document, you will find references to specific policies and procedures, such as disciplinary and sickness. You will find the Company’s standard policies and procedures referred to in your Contract, located in the Policies and Procedures section at the back of this handbook. If you are unable to find a specific policy or procedure that you feel is important to refer to, please speak with your manager.
This handbook summarises the main terms of your employment. Please do take the time to read the handbook and familiarise yourself with the content. It will help you when you join the Company and throughout your career with us.
The Company reserves the right to change its terms and conditions and employment policies from time to time. You will be notified at the earliest opportunity of these changes by way of a general notice to all employees affected by the change.
Where a contractual change in your terms and conditions of employment results in a change to your written statement of particulars of employment, we will give you a written statement of the change at the earliest opportunity.
JOB DESCRIPTION
You will be provided with a job description relating to your role. This job description is a non-contractual document and therefore we may make amendments to it from time to time in relation to the needs of the business. Please speak to your manager about any questions you have about your job description if you are issued with one.
REFERENCES
Prior to your employment with the Company, we will have asked for references, and you should be aware, if we have, then your continued employment may be conditional upon receipt of those references being satisfactory to us.
 Ideally, the references you provided would cover the last three years of employment, and one of those should have been from your most recent employment. If we have not asked for work-related references, we may have asked for personal references from relevant sources, such as your school, college, or training provider.
QUALIFICATIONS & LICENCES
If your job requires you to hold certain qualifications, certificates, and licences (e.g. driving licence, car insurance, etc) , you must provide the Company with copies to allow us to verify these. Your continued employment could be conditional upon confirmation of such qualifications or licenses. 
Disclosure and Barring Service (DBS) Check Depending on the nature of the work, you will be required to undergo a Disclosure and Barring Service check (previously called a Criminal Records Bureau or CRB check) before you start work or during the course of your employment. 
This could be at a basic, standard, or enhanced level, depending on the reason for the check being conducted.  The Company requires you to agree to undergo a DBS check.
PROBATIONARY PERIOD
All new employees are subject to a probationary period during which their performance will be regularly monitored. On the satisfactory completion of your probation period, your permanent contractual terms will apply.
 During your probationary period, you will be given feedback, appropriate support, and you may also receive training and development opportunities to help you reach the required standards. 
Extension of your probationary period may be applied to give you more time to enable the required standards to be achieved, but you should be aware that failure to do so could result in termination of your employment. Specific terms of employment may apply during your probationary period.
 On successful completion of your probationary period, your full contract terms will then apply.
PLACE OF WORK AND MOBILITY
Your normal place of work is detailed in your contract of employment. You may, however, be required to attend other locations for training and other purposes. If you have no fixed place of work and are required to be mobile, this will also be detailed in your contract of employment. 
To ensure the business of the Company can continue to operate, the Company may need to consider moving employees from one location to another. If that were the case in your employment, we would consult with you fully. The clause relating to mobility is detailed in your contract of employment. 
WORKING HOURS 
Your normal hours and working pattern will be specified in your contract of employment (also it may be set out in your offer of employment letter). The document will also set out your break entitlement should one be applied. 
The law requires a minimum of 20 minutes' break must be applied within every six hours worked (break times differ for young workers who are deemed as those aged under 18 and will be clearly set out on the contract). 
If you are working for us on a zero-hours basis, you will not have fixed hours or days of work; this will be set out clearly in your contract of employment. You will, however, still be entitled to a break in accordance with the legal requirements (20minutes within every 6 hours worked). 
The Company reserves the right to vary your hours and pattern of working, following consultation and agreement with you, where the business needs demand. Persistent poor timekeeping, poor attendance and unauthorised absences put pressure on your colleagues to cover your duties. It can also affect the customer either directly or indirectly. This is not acceptable and could, therefore, be treated as a potential disciplinary matter.
PERSONAL DETAILS
At the start of your employment, you will have provided us with various personal details. You must notify the Company immediately of any changes to those details, such as changes to your name, address, telephone number, next of kin/emergency contact, bank details, etc. It is in your interest to notify us of any such changes. 
The Company cannot be held responsible for any issues arising out of your failure to notify changes in your personal details, such as non-payment of salary due to your not notifying the Company about a bank account change. 
Lone or Remote Working Some employees may be required to carry out lone or remote working. The Company will ensure, so far as is reasonably practicable, that employees and self-employed contractors engaged by the Company and who are required to work alone or unsupervised are protected from risks to their health and safety.
 Measures will also be adopted to protect anyone else affected by lone or remote working. In order to ensure the safety of our employees, please refer to the Lone Working Policy located in the Policies and Procedures section of this handbook.
FLEXIBLE WORKING
The Company has a policy of trying to assist employees to balance their work and home life and is therefore willing to consider requests to vary their working hours or work pattern in accordance with current legislation. 
Such requests will be taken into account the impact on the Company, work colleagues, customer/client service and any other relevant factors. If you do submit a request for flexible work, we will: 
• Assess the advantages and disadvantages of your application fairly and reasonably
 • Hold a meeting to discuss the request with you 
• Offer an appeal process 
Flexible working requests must be made formally via a written request which sets out clearly what is being asked for. It is important to note that agreeing to a request for flexible working is not an automatic entitlement. Further details on making a flexible working request and our Flexible Working Policy are located in the Policies and Procedures section of this handbook.
PAY AND BENEFITS
 Your salary will be paid in arrears by direct credit transfer to your designated bank or building society account. The day for payment of your salary and the frequency of payment will be set out in your contract of employment. 
 Your basic pay will also be detailed in your contract of employment. Any subsequent amendments to your basic pay will be notified to you in writing by the Company, and you can keep these with your original contract paperwork.
 Part-time employees will be paid on a pro rata basis for the hours they work. In all other aspects, their salaries will be paid in accordance with the pay arrangements for full-time employees of the Company. 
When you are paid, you will receive a pay slip detailing your gross pay, any deductions such as tax, national insurance, pension contributions, and your net pay. If any queries arise regarding pay, or if it looks as if a mistake has been made, speak to your manager immediately so that they can take appropriate action. 
Unless agreed otherwise, any pay errors, whether of over- or underpayment, will be rectified in the next salary payment. Appropriate deductions will be made from pay, including income tax and National Insurance contributions (NICs), which are subject to each employee's earning level, family status and the number of hours worked.
TIMESHEET
If you are required to complete a timesheet to record your hours of work, you must ensure they are signed by your manager and submitted weekly (not at the end of the month). 
This will ensure prompt, accurate payment of hours worked. It is a requirement that you state the reason for working additional hours, beyond your expected/advertised shift hours, and if you finish or leave your shift early.
INCOME TAX 
If there are any changes to your personal circumstances which will affect your tax status, you should notify HMRC, who will automatically inform the Company of any changes to your tax code. 
The link to the HRMC website is given here: Contact HMRC - GOV. UK 
DEDUCTION FROM WAGES 
The Company may deduct from your salary or require payment from you, or from your salary, subject to the terms of the Employment Rights Act 1996. Some of the types of deductions that may apply are listed below, but are not limited to: 
• Loans from the Company under terms agreed between the parties
 • Any money due from you to the Company, including overpayment of salary (see below)
 • Excess of any other payment made to you by the Company, including salary, where you fail to work your full notice as required by your contract of employment, or where you have taken annual leave in excess of your entitlement if you terminate your contract part way through the holiday year 
• Excess of expenditure claimed 
• Attachment of Earnings
Orders and any other statutory deductions orders issued to the Company. Should there, for any reason, be any overpayment of salary/wages recoverable under the terms of the Employment Rights Act 1996, the Company reserves the right to adjust future salary/wages payments until the overpayment has been recovered and/or to require payment upon request. Any adjustment will only be made after consultation with you.
 A deduction from salary does not preclude the consideration of disciplinary action being taken, where appropriate. 
Final salary will only be given to employees once all Company property (such as security/ID passes, travel documents, corporate memberships, passes, manuals, computer equipment, documents, papers, mobile phone and other company property) has been returned, but in any event, no earlier than the next scheduled salary payment date.
 WORKPLACE PENSION 
The Company operates a pension scheme that is compliant with the workplace pension auto-enrolment regulations. Further details of the pension scheme can be obtained from your Line Manager and will be provided by the current pension provider. Eligible employees will automatically be enrolled on the Company’s pension scheme after 3 months of continuous employment. 
Employees have one calendar month to opt out of the pension scheme, and this opt-out period starts three working days from the date they're enrolled. They cannot opt out before they're enrolled. Please note that no member of the Company can advise you on whether you should join or not. If you are unsure, you should seek independent financial advice.
 Who will be automatically enrolled? 
Whether you work full-time or part-time, your employer will have to enrol you in a workplace pension scheme if you:
 • Are not already in a suitable workplace pension scheme 
• Are at least 22 years old, but under State pension age 
• Earn more than £10,000 a year 
• Work in the UK
 Do I have any choice about being enrolled? 
You can opt out of your employer’s workplace pension scheme after you have been enrolled. However, if you do, you will lose out on your employer's contribution to your pension, as well as the UK Government’s contribution in the form of tax relief.
 If you decide to opt out within a month of being enrolled, any payments you have made into your pension pot during this time will be refunded to you. After the first month, you can still opt out at any time, but any payments you have made will stay in your pension pot for retirement rather than be refunded. 
You can re-join your employer’s workplace pension scheme at a later date if you want to. And your employer must by law re-enrol you back into the scheme approximately every three years, as long as you still meet the eligibility criteria.
 How much will I have to contribute? 
There is a minimum total amount that must be contributed by you, your employer, and the UK Government in the form of tax relief. 
For the current minimum contributions, please use the following link https:// pensions BENEFITS 
The Company may offer, from time to time, the following benefits: 
 •Staff Club Membership Scheme: The Club provides eligible employees with a discounted membership. For further information, please contact the Membership Manager. 
• Employee Assistance Program (EAP) 
The Company reserves the right to amend or withdraw the provision of any or all of these benefits at any time with reasonable notice. Speak to your manager if you want more details about any of the benefits provided to you, especially as some may carry a tax obligation for which you may be liable.
SALARY REVIEWS
The Company reviews salaries on an annual basis. In conducting the salary review, the Company takes into consideration the current cost of living, the overall performance of the business during the previous 12 months and any other relevant commercial considerations. The Company cannot guarantee that there will be an increase each year unless there is a requirement to meet national minimum pay requirements.
OVERTIME
Overtime is defined as additional hours worked more than your contracted hours. You must have the explicit approval of your manager to undertake additional hours before you work them. 
The Company reserves the right to give Time Off in Lieu (TOIL) instead of paying overtime where necessary. 

EXPENSES 
The Company will reimburse you for any authorised expenses reasonably incurred during your employment. You should claim expenses by completing an expense claim form, which should be submitted to the Company as instructed by your manager. 
Appropriate VAT receipts must accompany all expense claims, and the Company reserves the right to withhold payment or refuse payment where receipts are not provided. Reimbursements are normally made within your salary/wages at the next appropriate pay date. 
TRAVEL ON COMPANY BUSINESS 
It may be necessary for you to travel on business even when travelling is not a routine part of your job (e.g. to attend meetings or for training purposes). You should obtain your manager’s authority before making any travel arrangements.
 You may use your own car for Company business if you are insured for business mileage and you have made sure you have provided a copy of your insurance certificate and driving license to the Company.
 Alternatively, you may use public transport or other transport as appropriate. Where journeys are undertaken by rail, second-class tickets should be purchased. Where journeys are taken by air, an economical fare will be paid. 
The Company will reimburse authorised expenditure incurred whilst travelling on behalf of the Company, and you should complete an expense claim form to claim any expenses.
Expenditure and travel arrangements should generally be authorised in advance by your manager.
 If you are not sure what to claim or how to claim, speak to your manager. Driving Licence Records If you are required to drive on Company business, you must possess a valid full UK driving licence. 
Copies of the license need to be submitted to your manager along with a license check code. These are to be submitted each year or whenever there is a change made by the DVLA to the licence.
CONDUCT AND BEHAVIOUR IN THE WORKPLACE
The Company expects all its employees to behave in a professional manner and conduct themselves appropriately whilst at work, when going about Company business or working at a client’s site.
The Company has set its own standards and rules, which each employee is expected to follow. Their purpose is to make sure the Company runs efficiently and to provide a safe and pleasant atmosphere in which to work for everyone. 
This section gives details of the rules, regulations and standards that aim to support these objectives. 
 The Company reserves the right to change or amend the standards and rules as may be required to facilitate the continued efficiency of the business and well-being of its employees.
 You will be advised of any amendments or the introduction of new rules in writing. Enforcement of Standards and Rules The Company may choose to address minor breaches of standards, rules, and code of conduct through informal conversations with employees or other communications to employees (e.g. memos, e-mails, or file notes for improvement). 
Serious breaches or repeated breaches will be dealt with through the formal Disciplinary policy and procedures. 
EXPECTATIONS 
The Company has expectations that as its employee, you will carry out your duties fully and diligently, using reasonable care, performing to the best of your ability, and always considering the best interests of the Company. 
You should devote the whole of your time to work during working hours, avoiding any activities that interfere with the proper performance of your duties, such as time wasting or conducting personal work during Company time. 
You are expected to behave in a manner befitting your role in the Company and treat others with respect, consideration, and decency, regardless of their role and/or the situation. Behaviour which causes harm or detriment to others will not be tolerated.
 REST BREAKS 
All employees working a shift of more than 6 hours are entitled to a 20-minute break under the Working Time Regulations 1998. Eating whilst on duty is not permitted unless an employee is on an official break. 
The break should be arranged at the beginning of the shift or in advance as per the rota, with the Bar Supervisor/Duty Manager and recorded correctly on the relevant timesheet. All breaks must be taken in one go; they cannot be split throughout the shift and can only be taken when authorised. 
Breaks will not be approved during busy times. Employees are requested to take their breaks away from their area of work in order to allow them to benefit from their break; they are also requested to remove their badge to make it clear to members that they are not on duty at that time. 
Where an employee does not declare their break when taken, on their timesheet, this will be classed as falsification of records and may lead to disciplinary action. 
SECONDARY OR ADDITIONAL WORK 
As stated, you are expected to devote the whole of your time and attention during working hours to our business and must not, under any circumstances, conduct any business during your working hours to any business other than that carried out for the Employer. 
If you propose taking up employment with an employer or pursuing separate business interests or any similar venture, you must discuss the proposal with the Employer to establish the likely impact of these activities on both you and the Employer.
 You will be asked to give full details of the proposal, and consideration by the Employer will be given to: 
• Working hours 
 • Competition, reputation, and credibility 
• Conflict of interest 
• Health, safety, and welfare. 
You will be notified in writing of the Employer’s decision.
The Employer may refuse to consent to your request. If you work without consent, this could result in the termination of your employment. 
CARE AND PRIDE IN YOUR WORK
 You should work to the best of your abilities and take pride in your work carried out, being professional and aiming for high standards in every aspect of your job role. This includes the quality of your work and striving for a high standard of personal performance, and your job role. 
Working with Colleagues and Others, you should always treat your colleagues and others with respect and consideration. 
This helps to promote a positive and pleasant working environment and encourages co-operation and teamwork. Always treat colleagues and others as you would expect to be treated. 
The Company is an equal opportunity employer and will not tolerate any behaviour that is discriminatory or breaches any policy or procedure that shall be applied by the Company from time to time. 
You should ensure you are familiar with any policies, statements, standards, and rules on equal opportunities, bullying and harassment in (and outside of) the workplace. CUSTOMER/CLIENT CARE
 The Company aims to always deliver the highest level of customer care and service.
 Client care is important when you are dealing with both external and internal customers. Whether dealing with customers or clients face to face, on the telephone or handling paperwork or correspondence, you are representing both the Company and your department. 
You should always be polite and professional, and if in doubt, always treat clients and customers as you would expect to be treated. 
SOCIAL AND CORPORATE EVENTS 
Every social event sponsored or organised by the Company is intended to provide a pleasurable and enjoyable experience for its employees, workers, and any guests. 
To ensure this, the Company has set out a few rules that are applicable to anyone attending social or corporate events.
 All employees attending social or corporate events are reminded that although events may be of a ‘social’ nature and, from time to time, after work and/or outside working hours, they are still related to work and therefore conduct must always be appropriate. 
The following must therefore be adhered to: 
• Everyone attending an event must behave in a manner that does not cause offence or alarm to any other attendee and must behave responsibly
 • Alcohol must not be consumed to excess. Anyone drinking alcohol must arrange for transport to and from the venue, which does not involve them driving a vehicle. If overnight accommodation is not available, arrangements must be made to get home without the need to drive 
• All Company equality, diversity and dignity at work policies still apply at any event, and it is the responsibility of the employee to inform their guests of the Company’s rules of behaviour prior to the event 
 • Where employees are required to work the day after any event, it is the employee’s responsibility to ensure that they are within the legal drink driving limit if they intend to drive to work the next day. Employees must be capable of carrying out their duties without being under the influence of alcohol 
• Prompt time keeping the day after any event must be complied with unless specific authority has been given otherwise. Where an employee is due to work, they must attend work as required (unless they agree otherwise with their manager). If an employee calls in sick the day after an event, this may be treated as an unauthorised absence and dealt with under the disciplinary procedure 
• Health and Safety will always be an important factor where any gathering of people occurs; therefore, it is a requirement that attendees familiarise themselves with the fire exits and fire safety precautions situated at the venue on arrival. If you are invited to attend events provided by clients or suppliers, you are also reminded that you are representing the Company and therefore the conduct outlined above must be adhered to. 
These rules have been put in place to ensure your well-being and safety at any event, and full compliance will help ensure that events pass safely and without incident. Failure to observe this policy may result in disciplinary action and could, in certain circumstances, constitute gross misconduct.
This Employee Handbook is designed both to introduce you to our organisation and to be of continuing use during your employment, and we ask that you carefully study the contents of this Employee Handbook
General amendments to the Employee Handbook will be issued from time to time.
GENERAL TERMS & PROCEDURES
BRIGHT EXCHANGE
We currently subscribe to an online HR tool, Bright HR. Through Bright HR, you have exclusive access to Bright Exchange. Bright Exchange is an online marketplace exclusive to Bright HR users, giving you access to hundreds of products, services and special offers from a wide range of different companies. You can use your Bright HR credentials to log in to Bright Exchange and take advantage of these offers. More details are available from your Line Manager.
DATA PROTECTION
The General Data Protection Regulation (GDPR) and the current Data Protection Act 2018 regulate our use of your personal data. As an employer, it is our responsibility to ensure that the personal data we process in relation to you is done so in accordance with the required principles. Any data held shall be processed fairly and lawfully and in accordance with the rights of data subjects.
CONFIDENTIALITY
All information that:
· is or has been acquired by you during, or in the course of your employment, or has otherwise been acquired by you in confidence.
· relates particularly to our business, or that of other people or bodies with whom we have dealings of any sort; and
· has not been made public by, or with our authority.
· shall be confidential, and (save in the course of our business or as required by law) you shall not at any time, whether before or after the termination of your employment, disclose such information to any person without our prior written consent.
You are to exercise reasonable care to keep safe all documentary or other material containing confidential information and shall at the time of termination of your employment with us, or at any other time upon demand, return to us any such material in your possession.

FINANCIAL REGULATIONS
The Club is committed to maintaining the highest standards of financial integrity, transparency, and accountability. All employees are expected to comply with the following financial regulations.
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 your Line Manager before general use will be permitted.
· Only authorised staff should have access to the Company’s computer equipment;
· Only authorised software may be used on any of the Company’s computer equipment;
· Only software that is used for business applications may be used;
· No software or hardware may be brought onto or taken from the Company’s premises without prior authorisation;
· Under no circumstances should passwords be disclosed or shared with unauthorised individuals 
All hardware issued to staff will be recorded and should not leave the premises without prior authorisation, and proof of personal insurance must be shown.
 Unauthorised access to the computer facility will result in disciplinary action; and
Unauthorised copying and/or removal of computer equipment/software will result in disciplinary action; such actions could lead to dismissal.
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's name. 
Where personal views are expressed, a disclaimer stating that this is the case should be clearly added to all correspondence. 
The intellectual property rights and copyright must not be compromised when publishing on the Internet. The availability and variety of information on the Internet have 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.
The Email system is available for communication and matters directly concerned with the legitimate business of the Company. 
Unauthorised or inappropriate use of the Email system may result in disciplinary action, which could include summary dismissal.
We reserve the right to monitor all email/internet activity by you for the purposes of ensuring compliance with our policies and procedures and of ensuring compliance with the relevant regulatory requirements. 
This includes monitoring of any additional accounts you may be requested to set up for the purposes of performing your work tasks, which are subject to the same rules as your work email account. 
Information acquired through such monitoring may be used as evidence in disciplinary proceedings. Monitoring your usage will mean processing your personal data. You may read more about the data we hold on you, why we hold it and the lawful basis that applies in the employee privacy notice.
EMAIL AND INTERNET MONITORING
The Company reserves the right to monitor employees' emails, but will endeavour to inform an affected employee when this is to happen and the reasons for it.
 The Company considers the following to be valid reasons for checking an employee's email: • if the employee is absent for any reason, and communications must be checked for the smooth running of the business to continue.
 • if the Company suspects that the employee has been viewing or sending offensive or illegal material, such as material containing racist terminology or nudity (although the Company understands that it is possible for employees inadvertently to receive such material and they will have the opportunity to explain if this is the case);
 • If the Company suspects that an employee has been using the email
system to send and receive an excessive number of personal communications; and 
• if the Company suspects that the employee is sending or receiving emails that are in any way detrimental to the Company. 
When monitoring emails, the Company will, save in exceptional circumstances, confine itself to looking at the address and heading of the emails. Employees should mark any personal emails as such and encourage those who send them to do the same. 
The Company will avoid, where possible, opening emails clearly marked as private or personal. 
The Company reserves the right to monitor employees' internet usage, but will endeavour to inform an affected employee when this is to happen and the reasons for it. 
The Company considers the following to be valid reasons for checking an employee's internet usage:
 • if the Company suspects that the employee has been viewing offensive or illegal material, such as material containing racist terminology or nudity (although the Company understands that it is possible for employees inadvertently to view such material and they will have the opportunity to explain if this is the case); and 
• If the Company suspects that the employee has been spending an excessive amount of time viewing websites that are not work-related. 
The Company reserves the right to retain information that it has gathered on employees' use of email and the internet for a period of one year.
USE OF MOBILE PHONES AND SOCIAL NETWORKING SITES
Any work-related issue or material that could identify an individual who is a customer/client or work colleague, and/or which could adversely affect the Company, a customer/client or our relationship with any customer/client, must not be placed on a social networking site. 
This means that work-related matters must not be placed on any such site at any time, either during or outside of working hours and includes access via any computer equipment or mobile device.
The possession of personal mobile phones is strictly not permitted during working hours outside of the employee's official break time.
Due to insurance requirements, all employees are now required to store their personal mobiles in the designated locker within their respective welfare facility, and they are not permitted to have them in their possession whilst carrying out their duties. This is to minimise the distraction caused by personal mobile use within our busy environment.
COMPANY-ISSUED MOBILE PHONES
If the Company issues you with a mobile telephone for your role, it should not be used for personal calls or other usage unless instructed otherwise by the Company. If you do make excessive personal calls or undertake other usage which incurs costs without permission, and this is deemed by the Company to be unrelated to your duties, you may be asked to reimburse the Company. How you will reimburse the Company will be advised by your manager. However, the Company reserves the right to make a deduction from your salary.
HEALTH AND SAFETY

You should make yourself familiar with our Health and Safety Policy (which can be located in the Company Documents Folder in BrightHR) and your own health and safety duties and responsibilities, as shown separately. 
You should report all accidents and injuries at work, no matter how minor, to your Line Manager. You must ensure that you are aware of our fire and evacuation procedures and the action you should take in the event of such an emergency.

HEALTH & SAFETY
The Company takes its health and safety responsibilities very seriously, and you are expected to do the same. Everyone in the Company has a shared responsibility for keeping themselves, their colleagues, clients/customers, and members of the public, visitors, or contractors, safe and well. 
The Company will: 
• Establish and implement Health and Safety Management systems/processes to manage the risks associated with premises and activities
 • Regularly monitor performance and revise any Health and Safety Management systems/processes as necessary to ensure we achieve our objective of continuous improvement 
• Provide sufficient resources to meet the requirements of current Health and Safety legislation and aim to achieve the standards of 'Good Practice' applicable to our activities
 • Actively promote an open attitude to Health and Safety issues, encouraging staff to identify and report hazards so that we can all contribute to creating and maintaining a safe working environment 
• Communicate and consult with our staff on all issues affecting their health and safety and, in doing so, bring this policy to their attention
 • Provide adequate training for our staff to enable them to work safely and effectively, and to ensure they are competent and confident in the work they carry out 
• Carry out and regularly review risk assessments to identify hazards and existing control measures. We will prioritise, plan, and complete any corrective actions required to reduce risk to an acceptable level 
• Maintain our premises and work equipment to a standard that ensures that risks are effectively managed 
• Ensure that responsibilities for Health and Safety are allocated, understood, monitored, and fulfilled 
• Retain access to competent advice and assistance, ensuring that we are aware of relevant changes in legislation and 'Good Practice'
 • Co-operate with other organisations to ensure that they are aware of any risks to their employees and other people posed by our activities, that we are aware of any risks to our employees from their activities, and that we comply with the relevant requirements of legislation. It is the duty of all of us when at work:
 • To take reasonable care of our own safety 
• To take reasonable care of the safety of others who may be affected by what we do or fail to do 
• To co-operate so that we can all comply with our legal duties 
• To ensure we do not interfere with or misuse anything provided in the interests of health and safety.
 For further information, the Health and Safety Policy is located in the Policies and Procedures section of this handbook.
COMPLAINTS
If you have concerns or complaints about the way in which an alcohol and drug test was determined and/or conducted, you can raise this informally with your manager.
 If you prefer to raise the matter more formally, you should refer to the Company's formal grievance procedures. The Alcohol and Drugs Policy is in the Policies and Procedures section of this Handbook. 
CONDUCTING SEARCHES 
The Company reserves the reserve the right to conduct searches with all employees if there is a reasonable belief that the employee may have items in their possession illegally or without the appropriate consent or authorisation. 
 This applies to their person, their belongings, and their workplace, including other storage facilities in the workplace, such as lockers, desks, and cupboards. The Company will seek to gain consent where a reasonable belief is held. 
However, they also reserve the right to search without consent except for personal searches (e.g. of the person). Searches may be conducted from time to time with no advance notice given. 
If you are found with items in your possession and there is a question regarding how it came to be there, you may find yourself subject to the Company's disciplinary procedures. If it is serious enough, the police may also be involved.
 By accepting employment with the Company and signing the contract of employment, you are accepting the Company’s terms and conditions of employment, whether in this Handbook, in policy or in contract. In so doing, you have given your consent to searches of facilities (e.g. lockers), personal possessions (e.g. bags) and personal search (yourself) being carried out. 
All searches must be authorised by a named person who is either a manager, a director, or another senior employee of the Company. 
You have the right to request that a work colleague be present during the search, and you can also request to have any personal search conducted by a colleague or third party of the same sex. 
If you refuse to allow the search to be carried out, then you will be in breach of contract, and we can take disciplinary action in respect of that. In addition, if we have reasonable grounds to believe that you are guilty of some other misconduct and we want to conduct the search to assist in that investigation, then we are entitled to use your refusal as additional evidence in our investigation.
EQUALITY, DIVERSITY, AND INCLUSION
The Company is committed to equality of opportunity and to providing a service and following practices which are free from unfair and unlawful discrimination. 
We aim to ensure that no applicant or employee receives less favourable treatment on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation, or is disadvantaged by conditions or requirements which cannot be shown to be relevant to performance. It also seeks to ensure that no person is victimised or subjected to any form of bullying or harassment. 
The personal commitment of every employee to the principles and application of the principles is essential to eliminate discrimination and provide equality throughout the Company. 
The Company has responsibility for implementing and monitoring the equality and diversity policies and, as part of this process, all other policies and procedures are administered with the objective of promoting equality of opportunity and eliminating unfair or unlawful discrimination. 
There will be monitoring and reviews of the effectiveness of the Company’s approach to equality, diversity, and inclusion.
including occasional reviews or audits of job applicants, as well as the benefits/career progression of existing employees. 
The Company is committed to the principles of equality, diversity, and inclusion in all aspects of its operations. We are committed to creating an environment that is successful, caring, and welcoming for all employees. 
We want to create a supportive and inclusive environment where our employees can reach their full potential without prejudice and discrimination.
 We are committed to a culture where respect and understanding are fostered, and the diversity of people's backgrounds and circumstances will be positively valued. 
Equality of opportunity, valuing diversity and compliance with the law are to the benefit of all individuals in our Company as it seeks to develop the skills and abilities of its people. 
While specific responsibility for eliminating discrimination and providing equality of opportunity lies with managers and supervisors, individuals at all levels have a responsibility to treat others with dignity and respect.
 Through the Company’s processes and procedures, which could include the training and development of managers and others, the Company will do all it can to promote good practice in this area to eliminate discrimination and harassment as far as is reasonably possible. 
The Company will also continue to work towards its dedicated goal of encouraging and promoting equality and diversity within the workforce. 
 We aim to achieve equality by removing any potential discrimination in the way that our employees are treated by fellow employees or the Company, including:
· People with disabilities
· People of different sexual orientations
· Transgender and transsexual people
· People of different races
· People on the grounds of their sex
· Those of faith and of no faith (philosophical belief)
· In relation to their age
· In relation to their social class or medical condition 
·  People who work part-time
· Those who are married or in a civil partnership
· Women who are pregnant, have recently given birth or are breastfeeding.
Discrimination can be either direct or indirect discrimination. Some of the above are protected characteristics under the Equality Act 2010, and discrimination is prohibited unless there is a legal exception under the Equality Act. 
DIRECT DISCRIMINATION
 This is where someone is treated less favourably due to one (or more) protected characteristics. It can be intentional or unintentional discrimination.
 Occasionally, the discrimination may occur due to a protected characteristic of another person, so the discrimination may be because of association. An example is an advert for a job that requires ‘men only’ or ‘under 30s only’.
INDIRECT DISCRIMINATION
This is where someone is disadvantaged by an apparently neutral provision, criterion, or practice (PCP) that is applied ‘across the board’ or ‘equally across a particular group’. The PCP may have the consequence (usually unintended) of causing a disadvantage, which then actually affects somebody. 
For example, a PCP relating to clothing or headwear could be applied ‘equally’ but may cause someone with a protected characteristic to be disadvantaged. The PCP could be justified if it is a proportionate means of achieving a legitimate aim.
VICTIMISATION
Victimisation in the workplace is defined as being treated unfairly because you made or supported a complaint related to do with a ‘protected characteristic’, or someone thinks you did. Protected characteristics under the law are: 
• Age 
• Disability 
• Gender reassignment 
• Marriage and civil partnership 
• Pregnancy and maternity 
• Race 
• Religion or belief 
• Sex  
• Sexual orientation
 For example, your colleague makes a sexual harassment claim against your manager. After you give evidence as a witness to support your colleague’s claim, your manager starts treating you unfairly.
TRANSGENDER 
We recognise that terminology around gender identity is evolving as awareness increases and more people choose to self-define. 
Transgender is an umbrella term describing the diverse range of people whose gender identity differs from the sex that they were assigned at birth.
 An individual may identify as transgender but may not identify with the binary concept of woman or man.
 We acknowledge that gender identity and sexual orientation are not interchangeable concepts. 
Gender identity is about a person's internal perception of their gender.
 Sexual orientation, or sexuality, is about to whom someone is physically and/or emotionally attracted.
This may be to someone of the same sex ("lesbian" or "gay"), a different sex ("heterosexual" or "straight") or more than one sex ("bisexual"). We will not assume that a transgender colleague has a particular sexual orientation. 
Managers and colleagues should respect how an individual chooses to describe themselves and, if in doubt, should ask rather than assume. 
Using inappropriate language and terminology can cause offence and distress and undermine our efforts to create an inclusive workplace. 
Gender Recognition Act 2004 The Gender Recognition Act 2004 allows an individual to apply for a gender recognition certificate (GRC), which will give them legal recognition in their acquired gender and enables them to obtain a new birth certificate. 
The Act safeguards the privacy of an individual with a GRC by defining information relating to the gender recognition process as "protected information" and, except in certain specific circumstances (for example, for the purpose of preventing or investigating crime), it is a criminal offence to disclose such information without the individual's consent. 
An application for a GRC will be made to the Gender Recognition Panel.
Individuals are required to provide a medical diagnosis of gender dysphoria and evidence that they have lived in their acquired gender for two or more years and intend to do so permanently. We will never ask an employee if they have a GRC or require anyone to apply for one for employment purposes. 
HOW DO WE SUPPORT TRANSGENDER EQUALITY
We recognise that job applicants and employees are not required to tell us their gender identity or gender history. The gender in which an individual chooses to present will always be acknowledged and respected. This extends to individuals who identify as non-binary, i.e. they do not regard their gender identity as exclusively male or female. We commit to promoting a workplace that is inclusive of people, regardless of their gender identity.
EX-OFFENDERS
We will prevent discrimination against our employees regardless of their offending background (except where there is a known risk to children or vulnerable adults).
EQUAL PAY
We will ensure that all employees, male or female, have the right to the same contractual pay and benefits for carrying out the same work, work rated as equivalent work or work of equal value.
 UNCONSCIOUS BIAS 
The Company recognises the dangers of unconscious bias arising at work, which is where an opinion is formed on an individual by a manager or colleague without them necessarily being aware they have formed it. 
There are many different forms of unconscious bias, ranging from an affinity towards those of a similar background to placing too much significance on what has been identified as a negative trait. 
The Company will work against forms of unconscious bias in all decisions taken for employment, including recruitment, promotion, and training opportunities, with a focus on promoting diversity and inclusion. 
The Company may implement some or all of the following: 
• Omission of all personal questions from job interviews
 • Referring to specific job criteria when making recruitment decisions 
• Discounting any favourable personal relationships with employees
 • Making decisions based on merit
 • Ensure all employees at all levels are fully aware of the Company’s equality, diversity and inclusion policy
 TYPES OF UNLAWFUL DISCRIMINATION
 DIRECT DISCRIMINATION
 This is where a person is treated less favourably than another because of a protected characteristic (for example, refusing to employ a woman because she is pregnant). In very limited circumstances, employers can directly discriminate against an individual for a reason related to any of the protected characteristics where there is an occupational requirement. 
The occupational requirement must be crucial to the post and a proportionate means of achieving a legitimate aim. Indirect discrimination 
This is where a provision, criterion or practice is applied that is discriminatory in relation to individuals who have a relevant protected characteristic compared with people who do not, and it cannot be shown to be a proportionate means of achieving a legitimate aim (for example requiring employees to have held a driving licence for 10 years may be indirect age discrimination, unless that requirement could be objectively justified).
STANDARDS OF DRESS
As you are liable to come into contact with members of the public/customers/clients, it is important to present a business-like and professional image through your attire and personal appearance at work. If you have been issued with a Club shirt and workwear, this must be worn at all times whilst on duty. Speak with your line manager if you have any questions about work work-provided uniform. Black trousers must be worn, no open-toe shoes or modest attire.
CHANGES IN PERSONAL DETAILS
You must notify us of any change of name, address, telephone number, etc., so that we can maintain accurate information on our records and make contact with you in an emergency, if necessary, outside normal working hours.
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 Line Manager and will normally be without pay.
BEHAVIOUR AT WORK
You should behave with civility towards fellow employees, and no rudeness will be permitted towards customers or members of the public. Objectionable or insulting behaviour, or bad language, will render you liable to disciplinary action.
You should use your best endeavours to promote the interests of the business and shall, during normal working hours, devote the whole of your time, attention and abilities to the business and its affairs.
Any involvement in activities which could be construed as being in competition with us is not allowed.
BEHAVIOUR OUTSIDE OF WORK
Because the business demands employees of the highest integrity, we have the right to expect you to maintain these standards outside of working hours. Activities that result in adverse publicity to ourselves or which cause us to lose faith in your integrity may give us grounds for your dismissal.
MATERNITY/PATERNITY/ADOPTION LEAVE AND PAY
You may be entitled to maternity/paternity/adoption leave and pay in accordance with the current statutory provisions. If you (or your partner) become pregnant or are notified of a match date for adoption purposes, you should notify your Manager at an early stage so that your entitlements and obligations can be explained to you.
PARENTAL/SHARED PARENTAL LEAVE
If you are entitled to take parental leave or shared parental leave in respect of the current statutory provisions, you should discuss your needs with your Manager, who will identify your entitlements and look at the proposed leave periods dependent upon your child’s/children’s particular circumstances and the operational aspects of the business.
PARENTAL BEREAVEMENT LEAVE
In the unfortunate event that you experience the loss of a child, you may be entitled to parental bereavement leave and pay in accordance with the current statutory provisions. You should discuss your circumstances with your Line Manager and agree on time off.
NEONATAL CARE LEAVE
Eligible employees are entitled to neonatal care leave and pay in line with current statutory provisions. If you need time off in these circumstances, you should speak with your Line Manager, who will explain your entitlements and agree on time off.
TIME OFF FOR DEPENDENTS
You may be entitled to take a reasonable amount of unpaid time off during working hours to take action that is necessary to provide help to your dependents. Should this be necessary, you should discuss your situation with your Line Manager, who, if appropriate, will agree on the necessary time off.
BEREAVEMENT LEAVE
Reactions to bereavement may vary greatly according to individual circumstances and the setting of fixed rules for time off is therefore inappropriate. You should discuss your circumstances with your Line Manager and agree appropriate time off.
In the case of you requiring time off for bereavement of an immediate family member (e.g. spouse, partner, civil partner, child, parent, sister, or brother), compassionate leave with pay will be considered. Further leave may be taken as holiday or unpaid leave, or further compassionate leave is at the discretion of the Company. In the first instance, you should speak to your manager about requesting bereavement leave.
CARER’S LEAVE
Employees with caring responsibilities may be entitled to take Carer’s Leave in line with current statutory provisions. You should discuss your situation with your Line Manager, who will explain your entitlements and, if appropriate, agree on time off.
SHORTAGE OF WORK
In the event that the Company is faced with a shortage of work or is unable to provide you with work for any other reason, then you agree that the Company may temporarily:
place you on short-time working, in which case you will be paid for those hours worked; or
lay you off from work, in which case you will be paid in accordance with the statutory guarantee pay provisions in place at that time; or
designate you as a furloughed (or similar) worker, in accordance with the terms of any Government furlough (or similar) scheme in place from time to time, in which case, during such period, if required, you will cease to carry out any work for the Company.
(For this purpose, you agree that the Company may adjust your salary and benefits by an appropriate amount to ensure that it receives reimbursement of such salary and benefits under the said scheme to the fullest extent possible)
The entirety of this section, entitled “Shortage of work” forms part of your contractual terms and conditions.
KEYHOLDING/ALARM SETTING
If you are an allocated key holder, you must ensure that all procedures and guidelines are followed when securing the building prior to leaving. The keys and any security measures, such as alarm codes, must be kept safe at all times. You must not give the keys or alarm code to any third party unless authorisation is obtained from your Manager. 
Any loss or damage caused as a result of your failure to follow procedures or your negligence in ensuring the safekeeping of the keys and alarm code will result in disciplinary action, which could lead to your summary dismissal. We also reserve the right to deduct the cost of any loss, repair or replacement from any monies owing to you.
Any breaches or security issues, including the loss or theft of keys, must be reported immediately to the Operations Manager.
To satisfy the requirements of our insurers and to protect us from fire and theft, you must secure all properties and premises when unattended. The last person to leave the premises must ensure lights and appropriate electrical equipment are switched off, windows and doors are secure, and alarms are set accordingly.
CLOSED CIRCUIT TELEVISION
Closed-circuit television cameras are used on our premises for security purposes. We reserve the right to use any evidence obtained in this manner in any disciplinary issue. We will ensure all personal data obtained in this way is processed in line with the current Data Protection Act. You may refer to the employee privacy notice for more information on the data we hold, the reasons we hold it and the lawful basis which applies.
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.
WASTAGE
We maintain a policy of "minimum waste" which is essential to the cost-effective and efficient running of our organisation.
INCLEMENT WEATHER/TRAVEL ARRANGEMENT DISRUPTION 
Every reasonable effort should be made to attend work in accordance with your contract. In the event that you are unable to attend work owing to inclement weather conditions and/or severe disruption to your travel arrangements, you should report your absence through the normal absence reporting procedures. *Your absence will be unpaid unless you have sufficient annual leave, in which case you may request to use this.
WORK PERMITS
All employees are required by law to provide evidence of their eligibility to work in the UK. As an employer, we have the legal obligation to comply with the applicable immigration legislation, which includes ensuring that employees provide the appropriate documentation prior to the commencement of employment.
In the event that an employee is unable to provide satisfactory evidence of their eligibility to work in the UK, the Company reserve the right to terminate the employment without notice. Acceptable evidence is set out in our Work Permits and Eligibility to Work Policy.
All costs relating to any immigration application must be borne by the employee in question and will be deducted from your salary. Eligibility to Work in the UK
Prior to your first day of employment, you will have been asked to produce original, valid evidence of your right to work in the UK, e.g. passport. 
If you do not hold a UK passport, you will have been asked to provide acceptable means of proof of right to work in the UK in accordance with the UK Government rules applicable 16 at that time. 
A full list of acceptable documents under the Immigration, Asylum and Nationality Act 2006 can be accessed here: Employers' right to work checklist - GOV.UK 
Please be aware that no payment of salary can be provided for you until your work eligibility has been substantiated, and your continued employment is subject to your continuing to have the right to work in the UK in accordance with legislation.
The Company may undertake Right to Work audits during your employment, where you will be asked to present your right to work documentation for review. 
If you have a time limit on your right to work, for example through a work permit or visa, the Company will carry out repeat document checks at least once every 12 months. Similarly, if you have a restriction on the type of work you can do, or the number of hours you can work, then the Company will take the necessary steps to ensure we do not employ you in breach of these work conditions.
 Although the Company will conduct its own checks, it is important to stress that it is your personal responsibility to manage any time-limited right to work documentation, such as visas or permits, that apply to your employment. 
The Company would take reasonable steps to prompt you if your time-limited right to work documentation is close to expiry and would seek your consent to check with the UK Home Office whether you still retain the right to work if your document had expired.
Although the Company will conduct its own checks, it is important to stress that it is your personal responsibility to manage any time-limited right to work documentation, such as visas or permits, that apply to your employment. 
The Company would take reasonable steps to prompt you if your time-limited right to work documentation is close to expiry and would seek your consent to check with the UK Home Office whether you still retain the right to work if your document had expired.
You should be aware, however, that if you lose the right to work in the UK with no mitigating circumstances, such as awaiting the result of an appeal, the Company will have no option but to consider terminating your employment in accordance with the UK Home Office.
THIRD PARTY INVOLVEMENT
We reserve the right to allow third parties to chair any meeting, for example, disciplinary, capability, grievance; this is not an exhaustive list. Where we are required to share special category data with any third parties as part of that hearing, we ensure that a relevant condition of processing is met, and we do not rely upon your consent for the processing.
INFORMATION FOR APPRENTICES
TIME OFF FOR LEARNING
As an apprentice, you have joined the Company for a fixed period during which you will receive training from the Company in the skill/trade/occupation specified in your Apprenticeship Agreement. 
The Company will permit you time off during working hours to undertake your studies at your place of learning. You may be requested to provide proof of your required attendance at your place of learning.
Where applicable, you will also be permitted time off to attend examinations (this includes all examinations/tests that are required by your course). 
You will be expected to attend work both before and after examinations, where this is reasonably required by the Operations Manager. 
You may be required to undertake workplace assessments where it is a requirement of your apprenticeship that you do so. The conditions attached to attendance/performance in these examinations and/or assessments are set out in your Apprenticeship Agreement. Alternatively, your learning will take place on the job.
You are expected to use annual leave to cover any time off you may require during working time for examination revision.
EXAMINATIONS AND ASSESSMENTS
As the Company is investing in your learning, you are expected to apply due diligence in your examinations and/or assessments in order to perform at the required level. The conditions attached to your attendance at and performance in those examinations and/or assessments are set out in your Apprenticeship Agreement. Failure to meet those standards is likely to result in the termination of your Apprenticeship Agreement.
You are required to provide notification to the Operations Manager of the date/time of any examinations or assessments within two working days of your being informed that an examination will take place. 
If the date subsequently changes, or the examination or assessment is cancelled for any reason, you are required to inform the Operations Manager at the earliest opportunity, and in all circumstances, before the examination or assessment was due to take place. 
If, upon attendance for an examination or assessment, you are informed that it will not take place, you must contact the Operations Manager immediately and attend work, unless instructed otherwise by the Operations Manager.
You are subsequently required to provide notification of your examination results to the Operations Manager at the soonest possible opportunity. Photocopies of hard copy results will be taken. If you are informed by e-mail, you must forward the e-mail to the Operations Manager, and this e-mail will be stored.
COMMUNICATION WITH LEARNING PROVIDER
Where necessary, the Company will undertake communications with your learning provider regarding, amongst other matters, which may arise, your performance.
SICKNESS REPORTING PROCEDURE
NOTIFICATION OF INCAPACITY FOR WORK
You must notify us by telephone on the first day of incapacity at the earliest possible opportunity and by no later than 1 hour before your start time. Text messages and e-mails are not an acceptable method of notification. Other than in exceptional circumstances, notification should be made personally to your Line Manager.
You should try to give some indication of your expected return date and notify us as soon as possible if this date changes. The notification procedures should be followed on each day of absence unless you are covered by a medical certificate.
If your incapacity extends to more than seven calendar days, you are required to notify us of your continued incapacity once a week thereafter, unless otherwise agreed.
EVIDENCE OF INCAPACITY
In cases of incapacity of less than 7 calendar days, you will be required to self-certify.
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 obtain a medical certificate and forward this to us without delay. Subsequently, you must supply us with consecutive medical certificates to cover the whole of your absence.
PAYMENTS
You are entitled to statutory sick pay (SSP) if you are absent for four or more consecutive days because of sickness or injury, provided you meet the statutory qualifying conditions. SSP is treated like 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.
RETURN TO WORK
Upon returning to work after any period of sickness/injury absence, you will be required to attend a “return to work” interview to discuss the state of your health and fitness for work. Information arising from such an interview will be treated with the strictest confidence.
GENERAL
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 addition, we will take a serious view if you are found to be undertaking any activity during sickness absence which we reasonably believe is inconsistent with being incapable of work at that time, despite the presence of an illness, injury or medical condition. Disciplinary action will be taken in this instance.
HOLIDAY BOOKING PROCEDURE
Your annual holiday entitlement is shown in your individual contract of Employment.
It is our policy to encourage you to take all of your holiday entitlement in the current holiday year. We do not permit holidays to be carried forward, and no payment in lieu will be made in respect of untaken holidays other than in the event of termination of your employment.
We operate an online system for booking holidays via Rotacloud/BrightHR. You will be given the right to request absence online, and you will also be able to view your holiday entitlement online at any time. This is to give you the facility to easily plan your holidays throughout the year.
Once you have registered your holiday request online, you will receive an email from Rotacloud/BrightHR authorising or declining your request. If you feel that your request has been unreasonably refused for any reason, you should refer the matter to your Line Manager. They will endeavour to ensure that you have every opportunity to take your holidays at the time you request them, but they will need to balance your requests with the needs of the department.
You should give at least 1 month’s notice of your intention to take holidays of a week or more, and a reasonable amount of notice is required for odd single days.
You may not normally take more than 2 working weeks consecutively.
Your holiday pay will be at your normal basic pay unless shown otherwise on your Statement of Main Terms.
WHISTLEBLOWING
POLICY STATEMENT
This organisation encourages a free and open culture in dealings between its managers, employees and all people with whom it engages in business and legal relations. In particular, this organisation recognises that effective and honest communication is essential if concerns about breaches or failures are to be effectively dealt with and the organisation’s success ensured.
This policy is designed to provide guidance to all those who work with or within the organisation who may, from time to time, feel that they need to raise certain issues relating to the organisation with someone in confidence.
Workers who, in the public interest, raise genuine concerns under this policy will not, under any circumstances, be subjected to any form of detriment or disadvantage as a result of having raised their concerns.
PROCEDURE
The Employment Rights Act 1996 provides protection for workers who ‘blow the whistle’ where they reasonably believe that some form of illegality, injustice or breach of health and safety has occurred or is likely to occur. The disclosure has to be “in the public interest”. We encourage you to use the procedure to raise any such concerns. The matters that may be disclosed in this way are:
· the committal of a criminal offence
· a failure to comply with any legal obligation
· a miscarriage of justice
· a breach of health and safety rules causing danger to any individual
· damage to the environment
· concealment of information tending to show any matter falling within any one of the preceding paragraphs.
There is no need for a worker to prove that the breach or failure that they are alleging has occurred or is likely to occur; a reasonable suspicion will suffice, i.e. where the worker reasonably believes that the information disclosed is substantially true.
 Workers should, however, note that they are not entitled to make a disclosure if in so doing they commit a criminal offence.
If a worker wishes to raise or discuss any issues which might fall into one of the categories listed in the clause, they should contact the Operations Manager, or, in their absence, a Safeguarding Welfare Officer. 
This person will, insofar as is possible, treat the matter in confidence. It is likely that an investigation will be necessary, and the worker who has made the disclosure may be required to attend an investigatory hearing and/or a disciplinary hearing (as a witness). Appropriate steps will be taken to ensure that the worker’s working relationships are not prejudiced by the fact of the disclosure.
If a worker reasonably believes that the relevant failure (ie one of the set of circumstances listed above under clause (1)) relates wholly or mainly to the conduct of a person other than someone who works for Ipswich Sports Club, then they should make that disclosure to that other person’s employer. 
Also, a worker may make such a disclosure to the leading authority on public interest whistleblowing if they consider that it has an interest in the matter and, despite the best efforts of the organisation, the worker believes that disclosure within the organisation is inappropriate or has been unsuccessful. Disclosures made to workers' legal advisors in the course of obtaining legal advice will be protected.
Workers should be aware that the policy will apply where they reasonably believe that the information disclosed and any allegation contained in it are substantially true.
 If any disclosure concerns information which the worker does not substantially believe is true, or indeed if the disclosure is made for personal gain, then such a disclosure will constitute a disciplinary offence for the purposes of the organisation’s disciplinary policy and procedures and may constitute gross misconduct for which summary dismissal is the sanction.
While the organisation hopes that such disclosures will never be necessary, it also recognises that it may find itself in circumstances which are new to it. Each case will be treated on its own facts.
A worker who makes a disclosure is protected from detrimental treatment by the organisation, by a co-worker or by an agent of the organisation.
 An employer is vicariously liable for detrimental treatment. If this occurs, it should be raised immediately with the line manager so that the matter can be investigated thoroughly without undue delay. 
Detrimental treatment includes, for example, harassment and bullying, or not complying with a person’s rights and entitlements under their contract of employment.
A worker is also protected from dismissal by the organisation for making a protected disclosure.
CAPABILITY PROCEDURES
INTRODUCTION
We recognise that during your employment with us, your capability to carry out your duties may deteriorate. This can be for a number of reasons, the most common ones being that either the job changes over a period of time and you fail to keep pace with the changes, or you change (most commonly because of health reasons) and you can no longer cope with the work.
IF YOU HAVE APPRENTICES - Apprentices should read this procedure in conjunction with clause B) Examinations and Assessments under Information for Apprentices in this Handbook, and also the corresponding section on Examinations and Assessments in your Apprenticeship Agreement.
JOB CHANGES/GENERAL CAPABILITY ISSUES
If the nature of your job changes or if we have general concerns about your ability to perform your job, we will try to ensure that you understand the level of performance expected of you and that you receive adequate training and supervision. Concerns regarding your capability will normally first be discussed in an informal manner, and you will be given time to improve.
If your standard of performance is still not adequate, you will be warned in writing that a failure to improve and to maintain the performance required could lead to your dismissal.
If such improvement is not forthcoming after a reasonable period of time, you will be dismissed with the appropriate notice.
PERSONAL CIRCUMSTANCES/HEALTH ISSUES
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.
There may also be personal circumstances which prevent you from attending work, either for a prolonged period(s) or for frequent short absences. 
Under these circumstances, we will need to know when we can expect your attendance record to reach an acceptable level. 
This may again mean asking your own doctor for a medical report or making whatever investigations are appropriate in the circumstances. 
When we have obtained as much 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.
APPEAL
You have the right to lodge an appeal in respect of any capability action taken against you.
If you wish to exercise this right, you should apply either verbally or in writing, normally within five working days, to your Manager
SHORT SERVICE STAFF
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.
DISCIPLINARY PROCEDURES
INTRODUCTION
It is necessary to have a minimum number of rules in the interests of the whole organisation.
The rules set standards of performance and behaviour, whilst the procedures are designed to help promote fairness and order in the treatment of individuals. It is our aim that the rules and procedures should emphasise and encourage improvement in the conduct of individuals, where they are failing to meet the required standards, and not be seen merely as a means of punishment. We reserve
the right to amend these rules and procedures where appropriate.
Every effort will be made to ensure that any action taken under this procedure is fair, with you being given the opportunity to state your case and appeal against any decision that you consider to be unjust.
The following rules and procedures should ensure that:
· The correct procedure is used when requiring you to attend a disciplinary hearing;
· you are fully aware of the standards of performance, action and behaviour required of you;
· disciplinary action, where necessary, is taken speedily and in a fair, uniform and consistent manner;
· You will only be disciplined after careful investigation of the facts and the opportunity to present your side of the case. On some occasions, we may implement temporary measures in order that an uninterrupted investigation can take place. These measures may include, for example:
· working in a different department, or from a different office or site
· a change to your usual duties
· working with different customers/clients, or away from customers/clients
· working from home
· suspension of contractual pay.
This list is not exhaustive, and we may implement other measures which are appropriate to the circumstances. None of these measures is to be regarded as disciplinary action or a penalty of any kind.
Where an employee on temporary suspension tells us that they are sick, the employee will be considered to be on sickness absence, rather than suspension, until the employee notifies us that they are no longer sick, at which point suspension will resume where appropriate.
other than for an "off the record" informal reprimand, you have the right to be accompanied by a fellow employee at all stages of the formal disciplinary process;
You will not normally be dismissed for a first breach of discipline, except in the case of gross misconduct; and
If you are disciplined, you will receive an explanation of the penalty imposed, and you will have the right to appeal against the finding and the penalty
DISCIPLINARY RULES
It is not practicable to specify all disciplinary rules or offences that may result in disciplinary action, as they may vary depending on the nature of the work.
 In addition to the specific examples of unsatisfactory conduct, misconduct and gross misconduct shown in this handbook, a breach of other specific conditions, procedures, rules, etc. that are contained within this handbook or that have otherwise been made known to you, will also result in this procedure being used to deal with such matters.
RULES COVERING UNSATISFACTORY CONDUCT AND MISCONDUCT
You will be liable to disciplinary action if you are found to have acted in any of the following ways (These are examples only and not an exhaustive list.):
· failure to abide by our general health and safety rules and procedures;
· 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 Email and the Internet;
· failure to carry out all reasonable instructions or follow our rules and procedures.
SERIOUS MISCONDUCT
Where one of the unsatisfactory conduct or misconduct rules has been broken and if, upon investigation, it is shown to be due to your extreme carelessness or has a serious or substantial effect upon our operation or reputation, you may be issued with a final written warning in the first instance.
You may receive a final written warning as the first course of action if, in an alleged gross misconduct disciplinary matter, upon investigation, there is shown to be some level of mitigation resulting in it being treated as an offence just short of dismissal.
RULES COVERING GROSS MISCONDUCT
Occurrences of gross misconduct are very rare because the penalty is dismissal without notice and without any previous warning being issued.
 Examples of offences that will normally be deemed as gross misconduct include serious instances of:
· theft or fraud;
· physical violence or bullying;
· deliberate damage to property;
· deliberate acts of unlawful discrimination or harassment;
· possession, or being under the influence, of drugs* at work; and
· breach of health and safety rules that endangers the lives of, or may cause serious injury to, employees or any other person.
· (if you are an apprentice) failure to attend an examination or assessment; and
· (if you are an apprentice) failure to pass an examination or assessment.
*For this purpose, the term ‘drugs’ is used to describe both illegal drugs and other psychoactive (mind-altering) substances which may or may not be illegal.
DISCIPLINARY ACTION
1) Disciplinary action taken against you will be based on the following: 1st Occasion, 2nd Occasion, 3rd Occasion, 4th Occasion
PERIOD OF WARNINGS
Formal verbal warning: A formal verbal warning will normally be disregarded for disciplinary purposes after a three-month period.
Written warning: A written warning will normally be disregarded for disciplinary purposes after a six-month period.
FINAL WRITTEN WARNING: 
A final written warning will normally be disregarded for disciplinary purposes after a twelve-month period.
DISCIPLINARY AUTHORITY
The operation of the disciplinary procedure contained in the previous section is based on the following authority for the various levels of disciplinary action. However, the list does not prevent a higher or lower level of seniority, in the event of the appropriate level not being available or suitable, progressing any action at whatever stage of the disciplinary process.
APPEAL
You have the right to lodge an appeal in respect of any capability action taken against you.
If you wish to exercise this right, you should apply either verbally or in writing, normally within five working days, to your Line Manager.
The appeal procedure will normally be conducted by a member of staff not previously connected with the process so that an independent decision on the severity and appropriateness of the action taken can be made.
SHORT SERVICE STAFF
We retain discretion in respect of the disciplinary 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.
GRIEVANCE PROCEDURE
It is important that if you feel dissatisfied with any matter relating to your employment, you should have an effective means by which such a grievance can be aired and, where appropriate, resolved.
If you feel aggrieved at any matter relating to your work, you should first raise the matter with your Manager, either verbally or in writing, explaining fully the nature and extent of your grievance. 
You will then be invited to a meeting at which your grievance will be investigated fully. You will be notified of the decision, in writing, normally within ten working days of the meeting, including your right of appeal.
If you wish to appeal, you must inform your Manager in writing, within five working days. You will then be invited to a further meeting.
Following the appeal meeting, you will be informed of the final decision, which will be confirmed in writing.
PERSONAL HARASSMENT POLICY AND PROCEDURE
INTRODUCTION
Harassment or victimisation on the grounds of the following protected characteristic: age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation is unacceptable.
Personal harassment takes many forms, but whatever form it takes, it is unlawful under the Equality Act 2010 and will not be tolerated.
This policy will be reviewed regularly to ensure it remains up to date and in order to monitor its effectiveness.
SCOPE
We deplore all forms of personal harassment and seek to ensure that the working environment is sympathetic to all those who work for us. This includes employees, workers, agency workers, volunteers and contractors in all areas of our Company, including any overseas sites.
DEFINITIONS
Harassment
This is unwanted conduct related to a relevant protected characteristic that has the purpose or effect of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that person.
Unwanted conduct can include:
· spoken words
· banter
· written words
· posts or contact on social media
· imagery
· graffiti
· physical gestures
· facial expressions
· mimicry
· jokes or pranks
· acts affecting a person’s surroundings
· aggression, and
· physical behaviour towards a person or their property.
· Sexual harassment
This is unwanted conduct of a sexual nature which has the purpose or effect of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that person.
· sexual comments or jokes
· displaying sexually graphic pictures, posters or photos
· suggestive looks, staring or leering
· propositions and sexual advances
· making promises in return for sexual favours
· sexual gestures
· intrusive questions about a person’s private or sex life, or a person discussing their own sex life
· sexual posts or contact on social media
· spreading sexual rumours about a person
· sending sexually explicit emails or text messages, and
· unwelcome touching, hugging, massaging or kissing.
· Less favourable treatment for rejecting or submitting to unwanted conduct
This occurs when:
· Someone is subjected to unwanted conduct:
· of a sexual nature
· related to sex, or
· related to gender reassignment
· the unwanted conduct has the purpose or effect of:
· violating their dignity, or
· creating an intimidating, hostile, degrading, humiliating or offensive environment for them, and
· They are treated less favourably because they submitted to, or rejected the unwanted conduct.
CIRCUMSTANCES WHICH ARE COVERED
This policy covers behaviour which occurs in the following situations:
· a work situation
· a situation occurring outside of the normal workplace or normal working hours, which is related to work, for example, a working lunch or social event with colleagues;
· outside of a work situation but against a colleague or other person connected to the Company, including on social media;
· against anyone outside of a work situation where the incident is relevant to their suitability to carry out the role.
COMPLAINING ABOUT PERSONAL HARASSMENT
INFORMAL COMPLAINT
We recognise that complaints of personal harassment, and particularly of sexual harassment, can sometimes be of a sensitive or intimate nature and that it may not be appropriate for you to raise the issue through our normal grievance procedure. In these circumstances tances you are encouraged to raise such issues with a senior colleague of your choice (whether or not that person has a direct supervisory responsibility for you) as a confidential helper. This person cannot be the same person who will be responsible for investigating the matter if it becomes a formal complaint.
If you are the victim of minor harassment, you should make it clear to the harasser on an informal basis that their behaviour is unwelcome and ask the harasser to stop. If you feel unable to do this verbally, then you should hand a written request to the harasser, and your confidential helper can assist you in this
SEXUAL HARASSMENT POLICY
HARASSMENT (INCLUDING SEXUAL HARASSMENT)
The Company is committed to taking proactive measures to prevent all forms of bullying and harassment, including sexual harassment, of our employees by:
· requiring all employees to attend regular equality, diversity and inclusion training and anti-bullying and anti-harassment training on at least an annual basis;
· providing additional training for long-term managers to ensure that they understand how to implement this policy effectively and their role in preventing and stopping bullying and harassment from occurring in the workplace;
· monitoring our workplace culture through anonymous surveys, exit interviews, one-to-one conversations, return-to-work meetings and employee resource groups to identify and address any issues;
· undertaking regular risk assessments to determine reasonable measures that can be implemented to minimise the risk of exposure to sexual harassment in the workplace; and 
· • ensuring that our zero approach to all forms of discrimination, bullying and harassment is communicated to all workers and third parties that you may have contact with. 
We believe that a culture of equality, diversity and inclusion not only benefits our organisation but supports wellbeing and enables our people to work better because they can be themselves and feel that they belong. 
We are committed to providing a safe and respectful workplace and promoting a working environment based on dignity and trust, and one that is free from discrimination, harassment, bullying or victimisation. 
A toxic workplace culture, where bullying or harassment is tolerated, is harmful to the well-being of the workforce as well as the wider organisation. We therefore adopt a zero-tolerance approach to instances of bullying or harassment.
 We expect you, and every one of our people, to take personal responsibility for observing, upholding, promoting and applying this policy. 
Whatever your job is, this is part of your role. If any of our people is found to have committed, authorised or condoned an act of bullying or harassment, we will take action against them (for those to whom it applies) under our Disciplinary procedure, up to and including dismissal.
 There is no justifiable reason to bully or harass someone else. For example, observing a particular religion is not a legitimate reason for bullying or harassing a colleague because of their sexual orientation. Even if you do not intend to bully or harass someone else, this does not legitimise your behaviour, as it is the impact on the recipient that is important.
 You should be aware that you can be personally liable for harassment. If you experience bullying or harassment, we encourage you to speak up without delay and to ask for appropriate support. 
Any dealings you have with third parties, including customers, suppliers, contractors, agency staff and consultants, must be free from discrimination, harassment, victimisation or bullying. 
You are entitled to enjoy a work environment free from any form of harassment and to be treated with dignity and respect. You should not be subject to, nor subject any other person to, unwanted physical, verbal, or non-verbal conduct which has the purpose or effect of affecting that person's dignity and/or creates an intimidating, hostile, degrading, or offensive environment. 
 Harassing another person on the grounds of sex, sexual orientation, marital status, gender reassignment (i.e. transgender status), race (which includes colour, nationality and ethnic or national origins), religion, colour, nationality, ethnic or national origin, disability, or age of the victim, including abuse or insults about culture, customs, appearance, and dress will not be tolerated at any time by the Company. 
This applies to employees, workers, customers/clients, those working for the Company (e.g. contractors) and all other persons (e.g. members of the public). Some harassment is unlawful discrimination, and serious harassment may be a criminal offence. 
Conduct may be harassment whether or not the person behaving in that way intends to offend. Something intended as a "joke" may offend another person. Everyone has the right to decide what behaviour is acceptable to them and to have their feelings respected by others. 
Behaviour that any reasonable person would realise would be likely to offend will be harassment without the recipient having to make it clear in advance that it is unacceptable, e.g. sexual touching. 
It may not be so clear that some other forms of behaviour would be unwelcome to, or could offend, another person, e.g. certain "banter", flirting or asking someone for a private drink after work. In these cases, first-time conduct that unintentionally causes offence will not be harassment, but it will become harassment if the conduct continues after the recipient has made it clear, by words or conduct, that such behaviour is unacceptable to them.
 A single incident can be considered harassment if it is sufficiently serious.
 Harassment can take varying forms, including it: 
• has the purpose of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that person; or 
• is reasonably considered by that person to have the effect of violating their dignity or of creating an intimidating, hostile, degrading, humiliating or offensive environment for them, even if this effect was not intended by the person responsible for the conduct. 
Examples of harassment could include: 
• unwanted physical conduct of any type, ranging from touching, stroking, pinching, pushing, or brushing past someone or invading their personal space, to grabbing, shoving, punching or more serious forms of physical or sexual assault and even rape; 
• unwelcome sexual behaviour, which the harasser may perceive as harmless (e.g. flirting), and which may involve unwanted sexual suggestions, questions about the other person's sex life, sexual advances, or pressure for sexual activity; 
• demeaning comments about a person's appearance;
 • unwelcome jokes or comments of a sexual or racial nature or about a person's age;
 • treating a person differently because they are associated or connected with someone with a protected characteristic, e.g. their child is gay, their spouse is black, or their parent is disabled;
 • repeated name-calling related to a person's religion or belief; 
• ignoring a person because they are perceived to have a protected characteristic (whether or not they do, in fact, have that protected characteristic), e.g. an employee is thought to be Jewish, or is perceived to be transgender; 
• asking questions or making comments that may indicate a bias (often referred to as microaggressions), e.g. persistent questions about where a colleague comes from, or commenting that a colleague of a particular ethnicity should be good at maths; 
• inappropriate behaviour, whether in the form of offensive or intimidating comments or
gestures or insensitive jokes, or practices;
 • the open display of pictures or objects with sexual or racial overtones, even if not directed at any particular person or relating to their actual or perceived protected characteristic, e.g. magazines or calendars; 
• the sending or displaying of material that is pornographic or obscene or that some individuals or groups may find offensive on the grounds of any of the protected characteristics (including emails, text messages, video clips and photographs); 
• suggestions that sexual favours may further a career or that refusal of sexual favours may hinder it;
 • suggestions for social activity within or outside the workplace after it has been made clear that such suggestions are unwelcome;
 • ignoring or shunning someone, for example, by deliberately excluding them from a conversation or workplace activity; 
• mocking, mimicking, or belittling a person's disability or other protected characteristic;
 • racist, sexist, homophobic or ageist jokes or derogatory or stereotypical remarks about a particular ethnic or religious group or gender; 
• outing or threatening to out someone as lesbian or gay, regardless of their sexual orientation.
SEXUAL HARASSMENT 
Sexual conduct that is consensual, mutual, and invited is not harassment. However, the conduct may become unwanted (for example, where a sexual relationship ends) and, if it continues, amount to harassment. 
The legislation around sexual harassment was strengthened in 2024, and the Company will comply with its duty to proactively take all reasonable steps to prevent sexual harassment from taking place. 
The law defines sexual harassment as: 
• conduct of a sexual nature that has the purpose or effect of violating someone's dignity, or creating an intimidating, hostile, degrading, humiliating or offensive environment; and
 • less favourable treatment related to sex or gender reassignment that occurs because of a rejection of, or submission to, sexual conduct. Sexual harassment can occur in many forms and can take place either at work, outside work, in person, or online. While this is not an exhaustive list, examples include: 
• physical conduct of a sexual nature, unwelcome physical contact or intimidation; 
• persistent suggestions to meet up socially after a person has made clear that they do not welcome such suggestions;
 • showing or sending offensive or pornographic material by any means (eg by text, video clip, email or by posting on the internet or social media); 
• unwelcome sexual advances, propositions, suggestive remarks, or gender-related insults;
 • offensive comments about appearance or dress, innuendo or lewd comments;
 • leering, whistling or making sexually suggestive gestures; and 
• gossip and speculation about someone's sexual orientation 
Sexual harassment, based on the grounds set out in this policy, will not be tolerated by the Company and is grounds for disciplinary action, which may result in summary dismissal if proven. 
Furthermore, for any allegations raised which relate to sexual or physical assault or threats, the matter may be reported to the police. 
 Any such acts of harassment by a person not employed by the Company, e.g. a customer, supplier or contractor, could be similarly reported to the police, and the Company would reserve the right to take other action, such as they felt necessary and proportionate.
 Sexual harassment can be reported in several ways. You can report it to your manager or to another senior employee. If the Company has a Human Resources department, you can also report it to them or to a trusted colleague at the Company. 
If there is an internal whistleblowing hotline or email, you can also report it there. 
The Company takes all complaints of harassment seriously and will investigate fully, fairly and sensitively.
 BULLYING 
Bullying is offensive, intimidating, malicious or insulting behaviour, and/or an abuse or misuse of power that is meant to undermine, humiliate, or injure the person on the receiving end. 
For example, picking on someone or setting them up to fail or making threats or comments about someone's job security without good reason. It is a negative and persistent behaviour or act that consciously or unconsciously results in the recipient feeling vulnerable, upset, humiliated, or threatened. 
The misuse of ‘power' by a more senior or dominant personality at work includes both personal strength and positional power that threatens, coerces, or intimidates another person or persons. 
Bullying is often a form of harassment and can undermine an individual's self-confidence, competence and self-esteem, leading to long-term psychological damage. It may be carried out as a deliberate act or unconsciously, but the impact on the recipient is negative, unwelcome and leaves the individual feeling unable to defend themselves. 
Bullying can take varying forms, including: 
• shouting at, being sarcastic towards, ridiculing or demeaning others;
 • physical or physiological threats; 
• overbearing and intimidating levels of supervision; 
• inappropriate and/or derogatory remarks about someone's performance;
 • abuse of authority or power by those in positions of seniority; 
• unjustifiably excluding colleagues from meetings or communications; 
• deliberately excluding someone from meetings or communications without good reason; 
• taking credit for other people’s work without referencing their contribution. 
As with harassment, bullying is defined largely by the impact of the behaviour on the recipient, not its intention. 
All employees are responsible for their individual compliance with the terms of this policy and for the development of a working environment in which the dignity of all employees is respected. 
Similarly, employees should expect to be able to work in an environment which is free from bullying, regardless of who the alleged perpetrator may be, e.g. customer, client, contractor, member of the public, etc.
 Bullying, based on the grounds set out above, will not be tolerated by the Company and is grounds for disciplinary action, including summary dismissal. Employees must also comply with the Company’s Data Protection Policy located in the Policies and Procedures section of this handbook.
INTRODUCTION
All members of staff are entitled to be treated with dignity and respect in our place of work. This means freedom from sexual harassment, feeling safe and supported, and having access to redress if such behaviour does arise.
Sexual harassment takes many forms, but whatever form it takes, it is unlawful under the Equality Act 2010 as amended. We will not tolerate it.
The law requires employers to take reasonable steps to prevent sexual harassment of their workers. We take action to prevent sexual harassment from occurring and have clear reporting procedures for our staff to make a complaint about sexual harassment. If you have been sexually harassed or you have witnessed sexual harassment, we encourage you to tell us so that we can deal with the matter swiftly.
The Board has overall responsibility for the operation of this policy and will delegate elements of implementation or decision making to the Operations Manager. 
Our managers will maintain an open-door policy. All of our staff have a responsibility to behave in line with the requirements of this policy.
Instances of sexual harassment or victimisation may lead to disciplinary action, including termination of employment.4
This policy is reviewed regularly to ensure it remains up to date and in order to monitor its effectiveness. Any changes required will be implemented and communicated to our workforce.
SCOPE
We deplore all forms of sexual harassment and seek to ensure that the working environment is safe and supportive to all those who work for us. This includes employees, workers, agency workers, volunteers and contractors in all areas of our Company, including any overseas sites.
DEFINITIONS
Sexual harassment is unwanted conduct of a sexual nature which has the purpose or effect of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that person. It also covers treating someone less favourably because they have submitted to or refused to submit to unwanted conduct of a sexual nature, or that is related to gender reassignment or sex.
Sexual harassment may be committed by a fellow worker, an agent of an organisation, or a third party. It does not need to occur in person. It can occur via digital means, including social media sites or channels, e.g. WhatsApp. Someone may be sexually harassed even if they were not the target of the behaviour. 
Examples of sexual harassment include, but are not limited to:
· sexual comments or jokes, which may be referred to as ‘banter’
· displaying sexually graphic pictures, posters or photos
· suggestive looks, staring or leering
· propositions and sexual advances
· making promises in return for sexual favours
· sexual gestures
· intrusive questions about a person’s private or sex life, or a person discussing their own sex life
· sexual posts or contact in online communications, including on social media
· spreading sexual rumours about a person
· sending sexually explicit emails, text messages or messages via other social media
· unwelcome touching, hugging, massaging or kissing
Victimisation is subjecting someone to detriment because they have done, are suspected of doing, or intend to do an act which is protected under discrimination and harassment laws. It is not necessary for the person to have done the protected act in order for detrimental treatment to be considered as victimisation.
The protected acts are:
· making a claim or complaint under the Equality Act 2010 (for example, for discrimination or harassment)
· helping someone else to make a claim by giving evidence or information in connection with proceedings under the Equality Act 2010
making an allegation that someone has breached the Equality Act 2010, or doing anything else in connection with the Equality Act 2010. Examples of victimisation may include:
· Failing to consider someone for promotion because they have previously made a sexual harassment complaint
· Dismissing someone because they accompanied a colleague to a meeting about a sexual harassment complaint
· Excluding someone from work meetings because they gave evidence as a witness for another employee as part of an employment tribunal claim about harassment.
CIRCUMSTANCES WHICH ARE COVERED
This policy covers behaviour which occurs in the following situations:
· A work situation
· a situation occurring outside of the normal workplace or normal working hours which is related to work, for example, a working lunch, a business trip or social functions
· outside of a work situation but involving a colleague or other person connected to the Company, including on social media
· against anyone outside of a work situation where the incident is relevant to your suitability to carry out the role.
WHAT TO DO IF YOU ARE SUBJECT TO SEXUAL HARASSMENT OR VICTIMISATION
We are committed to ensuring that there is no sexual harassment or victimisation in our workplace. Allegations of sexual harassment and victimisation will be treated as a disciplinary matter, although every situation will be considered on an individual basis and in accordance with the principles of our disciplinary procedures, a copy of which is available from BrightHR Company Documents.
INFORMAL COMPLAINT
We recognise that complaints of sexual harassment or victimisation can be of a sensitive or intimate nature and that it may not be appropriate for you to raise the issue through our normal grievance procedure. 
In these circumstances, you are encouraged to raise such issues with a senior colleague of your choice (whether or not that person has a direct supervisory responsibility for you) as a confidential helper. 
This person cannot be the same person who will be responsible for investigating the matter if it becomes a formal complaint.
If you are the victim of minor sexual harassment, you should make it clear to the harasser on an informal basis that their behaviour is unwelcome and ask the harasser to stop. 
If you feel unable to do this verbally, then you should hand in a written request to the harasser, and your confidential helper can assist you in this.
In addition, you may also choose to raise concerns during your regular communication with your manager, for example, in a 1-2-1 meeting. Your manager will listen to you and take your concerns seriously if you do this, but may encourage you to follow the reporting procedures set out below.
FORMAL COMPLAINT
Where the informal approach fails or if the sexual harassment or victimisation is more serious, you should bring the matter to the attention of the Operations Manager as a formal written complaint and again, your confidential helper can assist you in this. Alternatively, you can report instances by email. Our online means of reporting sexual harassment are continually monitored, and you will be contacted within 3 days.
If possible, you should keep notes of what happened so that the written complaint 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 complaint, we will take action to separate you from the alleged harasser to enable an uninterrupted investigation to take place. This may involve a temporary transfer of the alleged harasser to another work area or suspension with contractual pay until the matter has been resolved.
The person dealing with the complaint will invite you to attend a meeting, at a reasonable time and location, to discuss the matter and carry out a thorough investigation. The meeting will normally be held within five working days in receipt of your complaint. 
You have the right to be accompanied at such a meeting by your confidential helper or another work colleague of your choice, and you must take all reasonable steps to attend. Those involved in the investigation will be expected to act confidently, and any breach of confidence may be dealt with under the disciplinary procedure.
On conclusion of the investigation, which will normally be within ten working days of the meeting with you, the decision of the investigator, detailing the findings, will be sent in writing to you.
You have the right to appeal against the findings of the investigator. If you wish to appeal, you must inform the Safeguarding Officer within five working days. You will then be invited to a further meeting.
 As far as reasonably practicable, the Company will be represented by a more Senior Manager than attended the first meeting (unless the most Senior Manager attended that meeting).
Following the appeal meeting, you will be informed of the final decision, normally within ten working days, which will be confirmed in writing.
Regardless of the outcome of the procedure, we are committed to providing the support you may need. This may involve mediation between you and the other party or some other measure to manage the ongoing working relationship.
You will not be victimised for having brought a complaint.
WHAT TO DO IF YOU WITNESS SEXUAL HARASSMENT OR VICTIMISATION
If you witness sexual harassment or victimisation, you are encouraged to take appropriate action to address it. 
You should not take any action that may put you at risk of sexual harassment or other harm. If you feel able, you should intervene to prevent the matter from continuing.
 If you are not able to do this, your action may include offering support to the victim and encouraging them to report the incident or reporting the incident yourself.
If reporting the incident, you should bring the matter to the attention of your Line Manager in writing. Alternatively, you can report instances of sexual harassment by emailing your Line Manager.
Your concerns will be handled by the Line Manager, who will sensitively talk to the person subject to sexual harassment to determine how they want the matter to be handled.
THIRD-PARTY SEXUAL HARASSMENT
Third-party sexual harassment occurs when one of our workforce is subjected to sexual harassment by someone who is not part of our workforce but who is encountered in connection with work. This includes our customers, suppliers, members of the public,
Third-party sexual harassment of our workforce is unlawful and will not be tolerated. The law requires employers to take steps to prevent sexual harassment by third parties.
The law does not provide a mechanism for individuals to bring a claim of third-party harassment alone. However, failure for an employer to take reasonable steps to prevent third-party sexual harassment may result in legal liability in other types of claims.
To prevent third-party sexual harassment from occurring, we will:
· Attach signage to the walls of the areas within the workplace where customers are present to warn that sexual harassment of our staff is not acceptable
· Inform third parties, i.e. suppliers, of our zero-tolerance sexual harassment policy within our supplier documentation
If you have been subjected to third-party sexual harassment, you are encouraged to report this as soon as possible to the Operations Manager. Alternatively, you can report instances of third-party sexual harassment by emailing. This online means of reporting sexual harassment is continually monitored.)
Should a customer sexually harass a member of our workforce, we will take one of the following steps: warn the client or customer about their behaviour/ban the customer/share information relating to the incident with our other offices/branches. Any criminal acts will be reported to the police.
We will not tolerate sexual harassment by any member of our workforce against a third party. Instances of sexual harassment of this kind may lead to disciplinary action, including termination of employment
DISCIPLINARY ACTION
If the decision is that the allegation of sexual harassment or victimisation is well-founded, the harasser/victimiser will be liable to disciplinary action in accordance with our disciplinary procedure up to and including summary dismissal. An employee who receives a formal warning or who is dismissed for sexual harassment/victimisation may appeal by using our disciplinary appeal procedure.
When deciding on the level of disciplinary sanction to be applied, we will take into consideration any aggravating factors affecting the case. One example of aggravating factors is an abuse of power over a more junior colleague.
If, due to the investigation, it is concluded that your complaint is both untrue and has been brought with malicious intent, disciplinary action will be taken against you.
TRAINING
We provide training to all our staff on sexual harassment to ensure there is a clear understanding of, amongst other things, what sexual harassment is and how it may occur, that it will not be tolerated, expected levels of behaviour, how they can report any incidents of having been sexually harassed or having witnessed it and that acts of harassment will be dealt with under the disciplinary procedure potentially resulting in dismissal.
We ensure that all levels of management are trained on implementing this policy, including preventing and managing sexual harassment in the workplace, and the procedure to follow if an allegation is reported.
We will regularly review the effectiveness of our training.
We provide refresher training as appropriate.
EMPLOYEE ASSISTANCE PROGRAMME
We would like to remind you that further support is available by contacting our Employee Assistance Programme, a confidential 24-hour telephone counselling service, which can be accessed via BrightHR.
As part of our Employee Assistance Programme, you also have access to an online wellbeing tool, Wisdom AI, which you can use to find fast answers to any wellbeing questions you have. You can access Wisdom AI at any time via the Health Assured portal. The link in the menu bar will take you directly to the Wisdom AI homepage, where you can ask your question. More details of this service are available from BrightHR.
EQUAL OPPORTUNITIES POLICY
STATEMENT OF POLICY
We recognise that discrimination is unacceptable, and although equal opportunity has been a long-standing feature of our employment practices and procedures, we have made the decision to adopt a formal equal opportunities policy. Breaches of the policy will lead to disciplinary proceedings and, if appropriate, disciplinary action.
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 maintain a neutral working environment in which no employee or worker feels under threat or intimidated.
RECRUITMENT AND SELECTION
The recruitment and selection process is crucially important to any equal opportunities policy. We will endeavour through appropriate training to ensure that employees making selection and recruitment decisions will not discriminate, whether consciously or unconsciously, in making these decisions.
Promotion and advancement will be made on merit, and all decisions relating to this will be made within the overall framework and principles of this policy.
Shortlisting and interviewing will be carried out by more than one person, where possible.
Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.
We will not disqualify any applicant because they are unable to complete an application form unassisted unless personal completion of the form is a valid test of the standard of English required for the safe and effective performance of the job.
TRAINING AND PROMOTION
Senior staff will receive training in the application of this policy to ensure that they are aware of its contents and provisions.
All promotions will be in line with this policy.
TERMINATION OF EMPLOYMENT
RESIGNATIONS
All resignations must be supplied in writing, stating the reason for resigning your post.
TERMINATING EMPLOYMENT WITHOUT GIVING NOTICE
If you terminate your employment without giving or working the required period of notice, as indicated in your contract, you will have an amount equal to any additional cost of covering your duties during the notice period not worked deducted from any termination pay due to you. 
This is an express written term of your contract of employment.
RETURN OF OUR PROPERTY
On the termination of your employment, you must return all our property 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 an express written term of your contract of employment.
RETURN OF UNIFORM
Upon termination of your employment, you will be required to return any uniform which has been provided to you. Failure to return such items will result in the company making a deduction for the cost of the uniform from your wages/salary. This is an express written term of your employment.
GARDEN LEAVE
If either you or the Company serves notice on the other to terminate your employment, the Company may require you to take “garden leave” for all or part of the remaining period of your employment.
During any period of garden leave, you will continue to receive your full salary and any other contractual benefits.
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