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INTRODUCTION
This handbook sets out the main policies and procedures that you will need to be aware of while working for us. You should take the time to familiarise yourself with it and act in accordance with its aims and objectives with it at all times. Any questions you may have with regard to its contents or what you have to do to comply with it should be referred to Contracts Manager or Steve Davies.
Unless otherwise indicated, the policies and procedures set out in this handbook apply to everyone working for us whether employed or self employed but do not form part of the terms of any employment contract, which are provided separately. Your employment contract will set out your job title, hours and place of work, probationary period, salary, holidays and holiday pay, sickness absence reporting procedure and sick pay, your entitlement to and obligation to give notice to terminate your contract and the duties of confidentiality and any restrictions that continue to apply after the termination of your contract.
The Company may vary the policies and procedures, including any time limits, as may be appropriate in any case.

The directors have overall responsibility for the operation of this handbook and will review it from time to time to ensure that its provisions continue to meet our legal obligations and reflect best practice.
.

BUSINESS PROCEDURES

1. gifts

As a general rule you are prohibited from soliciting or accepting gifts from third parties in relation to your employment. Acceptance of non-cash gifts, souvenirs, tickets for sporting events or entertainment events, and other items is permitted, when it is clear that they are unsolicited, unrelated to a transaction and the donor is not attempting to influence you. Any gift from a third party relating to your employment is taxable, the cash equivalent being the cost to the donor.  There is an exemption for gifts up to £150 in value but only if the gift is not in recognition of performance or of services provided.
2. dealing with the media
You must not make any statement to the public (or to any person working for the press or any radio, television or film company) on any subject relating to the Company's business without the prior approval of Steve Davies.
HEALTH AND SAFETY POLICY
3. General principles

3.1 We are committed to ensuring the health and safety of our staff, clients and anyone affected by our business activities and to providing a safe environment for all those attending our premises.

3.2 You must take reasonable care of your own health and safety and that of others by observing safety rules applicable to you and following instructions for the use of equipment (including safety equipment and protective clothing). Any health and safety concern, however trivial it might seem, including any potential risk, hazard or malfunction of equipment, must be reported to The Contracts Manager or Steve Davies.

3.3 Failure to comply with health and safety rules and instructions or with the requirements of this policy may be treated as misconduct and dealt with under our Disciplinary Procedure.

4. Risk Assessments
4.1 We will take all such steps as are reasonably necessary to ensure proper working conditions for our staff and in order to enable this and to enable us to spot potential problems before any damage or accidents occur, we will arrange for suitable and sufficient risk assessments to be undertaken by a suitably trained assessor with sufficient knowledge of both current health and safety legislation and standards, and the work processes operated by the Company. Assessments will be repeated as often as circumstances (including in particular any changes to our work, premises or equipment) may require. General workplace risk assessments are carried out when required or as reasonably requested by members of staff or management and that recommended changes are implemented.

4.2 If you use a computer for prolonged periods of time you can request a workstation assessment by contacting The Contracts Manager or Steve Davies. 

4.3 Information on the use of display screen equipment and the regulation of manual handling can be obtained from The Contracts Manager or Steve Davies.

5. First Aid & Accidents
5.1 The Contracts Manager is a qualified First Aider.
5.2 The First Aid box is situated at each site and in vehicles.
5.3 The Accident Book is maintained by Steve Davies and any accident at work (however trivial) involving personal injury should be reported to The Contracts Manager or Steve Davies so that details can be recorded in the Accident Book. All staff must cooperate with any resulting investigation.
6. National health alerts
6.1 In the event of an epidemic or pandemic alert we will organise our business operations and provide advice on steps to be taken by staff, in accordance with official guidance, to reduce the risk of infection at work as far as possible. Any questions should be referred to The Contracts Manager or Steve Davies.

6.2 It is important for the health and safety of all our staff that you comply with instructions issued in these circumstances. Failure to do so will be dealt with under our Disciplinary Procedure.
7. General fire safety

7.1 Fire Escape Routes and alarms are checked by [Steve Davies] and supervised fire drills will take place in accordance with existing fire certificates.

7.2 Fire Extinguishers are checked on an annual maintenance basis.
7.3 You should familiarise yourself with the instructions about what to do in the event of fire which are on the intranet and available from The Contracts Manager and Steve Davies. You should also know where the fire extinguishers are, ensure that you are aware of your nearest fire exit and alternative ways of leaving the building in an emergency.

7.4 If you discover a fire you should not attempt to tackle it unless you have been trained or feel competent to do so. You should operate the nearest fire alarm and, if you have sufficient time, call reception or The Contracts Manager and report the location of the fire.

7.5 On hearing the fire alarm you should remain calm and walking quickly, not running, evacuate the building immediately following the instructions of the fire wardens. Do not stop to collect personal possessions, use any lifts and do not re-enter the building until you are told that it is safe to do so.
8. equipment

8.1 Everyone uses equipment (including electrical equipment)  as part of their daily work and must use such equipment in accordance with operating instructions, instructions given by managers and any relevant training. If you suspect that equipment, plugs or the supply may be faulty, you must report it at once to The Contracts Manager or Steve Davies.
8.2 Health and safety equipment must not be interfered with and any damage to such equipment must be immediately reported.

8.3 No member of staff should attempt to repair equipment unless trained and designated to do so. Failure to report damage to or a fault with equipment or failure to use it as directed may result in action under our Disciplinary Procedure.

9. Smoking
9.1 Smoking is banned at our workplace and on many of the Company’s customer’s sites. Such bans apply to anything that can be smoked and include, but are not limited to, cigarettes, pipes (including water pipes such as shisha and hookah pipes), cigars and herbal cigarettes.

9.2 When working on a site with designated smoking areas you may only smoke in such designated areas during breaks and must ensure you dispose of cigarette butts and other litter appropriately.

9.3 Staff using our vehicles, whether as a driver or passenger, must ensure the vehicles remain smoke-free. Any of our vehicles that are used primarily for private purposes are excluded from the smoking ban. Any questions concerning these provisions should be directed to The Contracts Manager or Steve Davies.
9.4 Failure to comply with any smoking bans may be dealt with under our Disciplinary Procedure and you should also be aware that smoking in smoke-free premises or vehicles is a criminal offence and may result in a fixed penalty fine and/or prosecution
10. Safety of personnel
We are concerned to ensure the personal safety and security of all personnel, whether in the office, or elsewhere on the Company’s business. All personnel should comply with such security precautions as are provided, such as locking and access control arrangements, and burglar alarms. 
11. Security of premises and property
11.1 Our premises protection vary by site. Details of the operation of this, and of the access control system, will be given to those who need to know about them. 
11.2 When leaving the premises, you should check that all windows in your area are closed, and that all electrical equipment is switched off (unless notices indicate that particular machines should be left on).
11.3 You are responsible for the security of your own property and should be aware that this might not be covered by our insurance as the Company will not accept liability for missing or damaged personal property. If you use your own or someone else’s private vehicle on Company business you are solely responsible for ensuring there is appropriate cover for business use.
GRIEVANCE PROCEDURE
12. General principles
12.1 Most grievances can be resolved quickly and informally through discussion with The Contracts Manager or Steve Davies.   If this does not resolve the problem you should initiate the formal procedure (which applies to all employees but not agency workers or the self-employed) below reasonably promptly.
12.2 The Company seeks to conduct its business honestly and with integrity at all times.  However, we acknowledge that all organisations face the risk of their activities going wrong from time to time, or of unknowingly harbouring malpractice.  If you have a genuine belief based on reasonable grounds that an act or omission is or may be illegal, contrary to our established policies or procedures or outside the scope of an individual's authority, or could damage our business or reputation or amount to a conflict of interest you should raise your concerns with The Contracts Manager or Steve Davies either orally or in writing. In doing so you should specify whether you wish your identity to be kept confidential. We may ask you to formalise your concerns in writing in which case we will acknowledge receipt of your formal written disclosure and keep a record of further action taken. We are committed to investigating disclosures fully, fairly, promptly and confidentially where circumstances permit.
13. Step 1: written grievance
You should put your grievance in writing setting out the nature of the complaint, including any relevant facts, dates, and names of individuals involved and submit it to The Contracts Manager or Steve Davies.
14. Step 2: meeting
14.1 We will arrange a grievance meeting, normally within one week of receiving your written grievance. You should make every effort to attend.
14.2 You may bring a companion to the grievance meeting if you make a reasonable request in advance and tell us the name of your chosen companion. The companion may be either a trade union official or a colleague, who will be allowed reasonable paid time off from duties to act as your companion. If you or your companion cannot attend at the time specified you should let us know as soon as possible and we will try, within reason, to agree an alternative time.
14.3 We may adjourn the meeting if we need to carry out further investigations, after which the meeting will usually be reconvened.
14.4 We will write to you, usually within one week of the last grievance meeting, to confirm our decision and your right of appeal if you are not satisfied with it. We will notify of you of any further action that we intend to take to resolve the grievance.
15. Step 3: appeals
15.1 If the grievance has not been resolved to your satisfaction you may appeal in writing to Steve Davies, stating your full grounds of appeal, within one week of the date on which the decision was sent or given to you.
15.2 We will hold an appeal meeting, normally within two weeks of receiving the appeal (you have a right to bring a companion (see paragraph 3.2) and will confirm our final decision in writing, usually within one week of the appeal hearing. Unless it is appropriate to refer the matter to an independent third party there is no further right of appeal.

LEAVE POLICY

16. Time off for appointments
16.1 There is no general statutory right to time off, either paid or unpaid, to attend routine medical or dental appointments. 
16.2 Hospital, doctor or dentist appointments taking part of a working day should not be counted as sick leave and therefore not counted for statutory sick pay. You should try, if possible, to arrange such appointments outside your normal working hours (or at least at the beginning or end of the working day) and must get approval from your manager in advance of taking time off and should provide documentation confirming the appointment where appropriate. When the appointment requires a whole day’s absence, this will be recorded as sickness absence. 
16.3 Appointments relating to surgery or dentistry for cosmetic purposes should be arranged outside working hours or taken as annual leave.
16.4 Medical or dental emergencies requiring urgent, unforeseen medical or dental attention are likely to fall within the remit of sickness absence, as are cases where you are to be admitted to hospital as an inpatient, for example to undergo an operation. In this case, either statutory or contractual sick pay will be due.
17. Time off for Dependents
You may take a reasonable amount of unpaid time off work in the following circumstances:-
(a) to help when a dependant (e.g. spouse, child, parent or someone who lives with you (but not your employee, lodger or boarder) or anyone who relies on you, when ill or injured, either to assist them or to make arrangements for someone else to assist them) gives birth, falls ill, is injured or assaulted;
(b) to make arrangements for the care of a sick or injured dependant;
(c) to deal with the death of a dependant;
(d) to cope when care arrangements for a dependant are unexpectedly disrupted; or
(e) to deal with an unexpected incident involving a dependant child at school.

providing that you inform us as soon as possible why you need time off and agree how long you expect to be away from work.
18. Other Leave
Requests for leave for reasons other than those referred to above should be made in writing to Steve Davies for consideration as far in advance as possible.
19. Maternity leave
19.1 The Company will respect the rights of pregnant employees and new mothers in respect of time off and benefits during the maternity period. If you are pregnant please inform us of this as soon as possible so that we can let you know in detail what your entitlements and obligations are.
19.2 If you are pregnant you may take reasonable paid time off during working hours for ante-natal care including any relaxation or parentcraft classes that your doctor, midwife or health visitor has advised you to attend. You should try to give us as much notice as possible of the appointment. Unless it is the first appointment we may ask you to provide a certificate from the doctor, midwife or health visitor stating that you are pregnant and an appointment card.
19.3 All employees are entitled to up to 52 weeks' maternity leave (during which the terms and conditions of employment remain in force, except for the terms relating to pay) which is divided into ordinary maternity leave of 26 weeks (OML); and additional maternity leave of a further 26 weeks immediately following OML (AML). You are normally entitled to return to work in the same position as you held before commencing leave and your terms of employment shall be the same as they would have been if you had not been absent. However, if you have taken any period of AML or more than four weeks' parental leave, and it is not reasonably practicable for us to allow you to return into the same position, we may give you another suitable and appropriate job on terms and conditions that are not less favourable.
19.4 If you have been continuously employed for at least 26 weeks at the end of the 15th  week before the expected week (commencing on a Sunday) of the birth of your child and are still employed by us during that week then you may be entitled to receive statutory maternity pay (SMP). Steve Davies will provide further details of applicable terms and conditions on request following OML. 
19.5 We will deal with any requests by employees to change their working patterns (such as working part-time) after maternity leave on a case-by-case basis. There is no absolute right to insist on working part-time, but you do have a statutory right to request flexible working and we will try to accommodate your wishes unless there is a justifiable reason for refusal, bearing in mind the needs of the business. It is helpful if requests are made as early as possible.
20. PATERNITY LEAVE 
20.1 The Company will respect the rights of new fathers in respect of time off and benefits.
20.2 If:
(a) you have at least 26 weeks' continuous employment by the end of the 15th week before the expected week of the birth of your child; and
(b) you are the father of the child and have responsibility for bringing up the child, or you are married to, or the partner of, the child's mother and you have the main responsibility (apart from the mother) for bringing up the child.
then within a period of 56 days beginning with either the child's birth date, or, if later, the first day of the expected week of its birth you are entitled to take up to two weeks' paternity leave (either as a single block of one week or two consecutive weeks) for the purpose of caring for the child or supporting the child's mother.
20.3 You must give us notice of your intention to take paternity leave by the end of the 15th week before the expected week of the child's birth, or, if this is not reasonably practicable, as soon as is reasonably practicable. You must specify:
(a) the expected week of the child's birth;
(b) the length of period of leave that you have chosen to take; and
(c) the date you have chosen for your leave to start.
20.4 If you have at least 26 weeks' service by the end of the 15th week before your child is born and your normal weekly earnings are not less than the lower earnings limit applying to national insurance contributions, you will be entitled to receive statutory paternity pay (SPP) at the lower of either the statutory rate or 90% of your average weekly earnings which will be paid into your bank account subject to the usual deductions for tax, national insurance and pension contributions. To claim SPP you must give notice in writing to us at least 28 days before the date from which you expect to start your paternity leave. This notice is quite separate from the notice you are required to give of your intention to take paternity leave pursuant to paragraph 5.3.
21. PARENTAL LEAVE 
21.1 You are eligible to request parental leave if you 
(a) are a parent named on the birth certificate of a child; or have adopted a child under the age of 18; or have acquired formal parental responsibility for a child; and
(b) have 1 year's continuous service with the Company at the beginning of the requested leave period.
21.2 Parental leave may only be taken for the purposes (formal parental responsibility or the date on which you acquire) of caring for such child and must be taken within 5 years of the birth of the child or, (where you are adopting a child), within 5 years of the date when the child is placed for adoption or until the child's 18th birthday, whichever is the sooner. Where disability living allowance is awarded in respect of your child, your parental leave entitlement may be taken up to the child's 18th birthday.
21.3 Parental leave can be taken for a maximum of 13 weeks (18 weeks where disability living allowance is awarded in respect of the child) for each child as follows:
(a) you may take parental leave in blocks of one week. You may not take more than 4 weeks in any year. If you are permitted to take leave in 
blocks of one week but, you actually take leave for a shorter period (e.g. one or two days) that will constitute a week's leave for the purposes of calculating your 13 weeks' leave entitlement although you will continue to be paid as normal for the time you work; or
(b) if you work part-time or variable hours you have an entitlement to 13 weeks' leave, but a week's leave for these purposes is the average hours you work in a week.
(c) the period of 13 weeks' (or 18 weeks where disability living allowance is awarded) leave is the maximum you can take and periods of leave taken with a previous employer will be taken into account in calculating this period.
21.4 If you wish to take parental leave you should notify The Contracts Manager or Steve Davies of the dates when you wish your parental leave to start and end, at least 28 days (21 days where disability living allowance is awarded in respect of the child) in advance in order to account for unpaid leave on the payroll. If you wish to take parental leave immediately on the birth or adoption of a child you must request parental leave in the normal way and, in addition, give us 28 days' (21 days where disability living allowance is awarded in respect of the child) notice of the expected week of the birth or adoption of the child. At the time of requesting parental leave, you should:
(a) provide the name of the child in respect of whom you wish to take leave, stating his/her date of birth and your relationship to him/her;
(b) produce an appropriate birth or adoption certificate or such other documentation as we may reasonably request;
(c) produce evidence of your child's entitlement to a disability living allowance (where relevant);
(d) complete the absence request form and specify parental leave as the reason for absence; and
(e) declare any periods of parental leave you have taken with a previous employer.
21.5 We reserve the right to postpone parental leave where the needs of the business make this necessary and in such cases notify you of such decision within 7 days of receipt of your request giving you the reason for postponement and alternative dates on which you may take the leave. The leave will not be postponed to a date later than 6 months from the original date requested and will not be postponed if you wish your parental leave to start immediately on the birth or adoption of a child providing you give the notice stipulated at paragraph 6.4.
21.6 During parental leave your contract of employment will continue but there are very few contractual obligations which operate during this period. However, where the parental leave period is 4 weeks or less you are entitled to return to the job in which you were employed before your absence unless you took leave immediately after taking additional maternity leave and it would not have been reasonably practicable for you to return to that job if you had returned at the end of your additional maternity leave; and it is not reasonably practicable to permit you to return to that job at the end of your parental leave period in which case you are entitled to return to another job which is both suitable and appropriate in the circumstances.
21.7 Where the parental leave period is more than 4 weeks:
(a) you are entitled to return to the job in which you were employed before your absence, or, if it is not reasonably practicable, to another job which is both suitable and appropriate in the circumstances; and
(b) when you return to work your remuneration will not be less favourable than it would have been if you had not been on parental leave. Your seniority, pension rights and other similar rights will be treated as if the period of your employment immediately before your parental leave was continuous with your period of employment immediately following your return to work. This means that the period of your parental leave will not count towards these rights. Your other terms and conditions of employment will not be less favourable than those which would have applied to you if you had not been on parental leave.

SICKNESS ABSENCE POLICY
22. General principles
22.1 This Policy sets out our procedures for reporting sickness absence and for the management of sickness absence in a fair and consistent way. 
22.2 If, at any time we consider that you have taken or are taking sickness absence when you are not unwell, we may refer matters to be dealt with under our Disciplinary Procedure.
22.3 We are aware that sickness absence may result from a disability and if you consider that you are affected by a disability or any medical condition which affects your ability to undertake your work, you should inform The Contracts Manager or Steve Davies.
23. Sickness absence reporting procedure
23.1 If you are taken ill while at work you should report or be taken to The Contracts Manager or Steve Davies to obtain permission to leave work.
23.2 If you cannot attend work because you are ill you should normally telephone The Contracts Manager, Steve Davies or the office as early as possible and no later than 9.00 am including the nature of your illness; and expected length of your absence from work; contact details and any outstanding or urgent work that requires attention.
23.3 If you expect to be absent for more than 7 calendar days you must obtain a medical certificate from your GP covering the period of your absence and stating the reason(s) for your absence. This should be forwarded to The Contracts Manager or Steve Davies as soon as possible. If your absence continues, further medical certificates must be obtained and submitted to cover the whole period.
23.4 If you are absent for less than 7 calendar days you must complete an absence self-certification form and submit it to The Contracts Manager or Steve Davies as soon as possible on your return.
24. Unauthorised absence
24.1 Absence that has not been notified according to the sickness absence reporting procedure will be treated as unauthorised absence and dealt with under our Disciplinary Procedure.
24.2 If you do not report for work and have not telephoned to explain the reason for your absence, we will make every reasonable effort to contact you, by telephone and in writing. This should not be treated as a substitute for reporting sickness absence.
25. Sick pay
25.1 Whilst absent from work, you may be entitled to Statutory Sick Pay (SSP) provided the relevant requirements are satisfied. Qualifying days for SSP purposes are Monday to Friday.
25.2 If a period of sickness absence is or appears to be occasioned by actionable negligence, nuisance or breach of any statutory duty on the part of a third party, in respect of which damages are or may be recoverable, you must immediately notify The Contracts Manager or Steve Davies of that fact and of any claim, compromise, settlement or judgment made or awarded in connection with it and all relevant particulars that we may reasonably require. If we require you to do so, you must cooperate in any related legal proceedings and refund to us that part of any damages or compensation you recover that relates to lost earnings for the period of sickness absence as we may reasonably determine, less any costs you incurred in connection with the recovery of such damages or compensation, provided that the amount to be refunded to us shall not exceed the total amount we paid to you in respect of the period of sickness absence.
26. Keeping in contact during sickness absence
26.1 If you are absent on sick leave you should expect to be contacted from time to time in order to discuss your wellbeing, expected length of continued absence from work and any of your work that requires attention. Such contact is intended to provide reassurance and will be kept to a minimum in view of the needs of our business.
26.2 In the event that you have any concerns, whether about the reason for your absence or your ability to return to work, you should feel free to contact The Contracts Manager or Steve Davies at any time.
27. Medical advice
We may, at any time in operating this policy, ask you to consent to a medical examination by a doctor nominated by us (at our expense). You will be asked to agree that any report produced in connection with any such examination may be disclosed to us and that we may discuss the contents of the report with our advisers and the relevant doctor.
28. Return-to-work interviews
If you have been absent on sick leave we may arrange for you to have a return-to-work interview with The Contracts Manager or Steve Davies which gives us the opportunity to confirm that we have correctly recorded the reason for and number of days of your absence. It also gives you the opportunity to raise any concerns or questions you may have on your return to work, and to bring any matters that you consider relevant to our attention.
29. Returning to work from long-term sickness absence

We are committed to helping members of staff return to work from long-term sickness absence. As part of our sickness absence meetings procedure, we will, where appropriate and possible, support returns to work by obtaining medical advice; making reasonable adjustments to the workplace, working practices and working hours; and agreeing a return to work programme with everyone affected.
30. Sickness absence meetings
30.1 We may ask you to attend a sickness absence meeting whenever we consider it necessary, including, for example, if you have been absent due to illness on a number of occasions or have discussed matters at a return to work interview that require investigation; and/or have been absent for more than 7 days. We will put any concerns about your sickness absence and the basis for those concerns in writing or otherwise advise why the meeting is being called. A reasonable opportunity for you to consider this information before a meeting will be provided.
30.2 Meetings will follow our Hearings & Appeals Procedure and usually involve three stages:-
(a) Stage 1: First sickness absence meeting
(b) Stage 2: Further sickness absence meeting(s). Depending on the matters discussed at the first stage of the sickness absence procedure, a further meeting or meetings may be necessary
(c) Stage 3: Final sickness absence meeting. Where you have been warned that you are at risk of dismissal, we may invite you to a Stage 3 meeting to:-
(i) review the meetings that have taken place and matters discussed with you;
(ii) where you remain on long-term sickness absence to consider whether there have been any changes since the last Stage 2 meeting either as regards your possible return to work or opportunities for return or redeployment;

(iii) consider any further matters that you wish to raise;
(iv) consider whether there is a reasonable likelihood of you returning to work or achieving the desired level of attendance in a reasonable time;
(v) consider the possible termination of your employment.
30.3 Termination will normally be with full notice or payment in lieu of notice.
Substance misuse policy

31. General principles

31.1 Misuse of alcohol and drugs can lead to reduced levels of attendance, reduced efficiency and performance, impaired judgement and decision making and increased health and safety risks, not only for the individual but also for others. Irresponsible behaviour or the commission of offences resulting from the misuse of alcohol or drugs may damage our reputation and, as a result, our business.
31.2 The purpose of this policy is to increase awareness of the effects of alcohol and drug misuse and its likely symptoms and to ensure that all staff are aware of their responsibilities regarding alcohol and drug misuse and related problems.
31.3 Failure to comply with this policy may be dealt with under our Disciplinary Procedure.

32. Alcohol and drugs at work

32.1 All staff are expected to arrive at work fit to carry out their jobs and to be able to perform their duties safely without any limitations due to the use or after effects of alcohol or drugs (whether prescribed, over the counter or illegal).

32.2 You should not drink alcohol during the normal working day, at lunchtime, at other official breaks and at official work-based meetings and events. Drinking alcohol while at work without authorisation or working under the influence of alcohol may be considered serious misconduct.

32.3 We will not accept staff arriving at work under the influence of alcohol or drugs, and/or whose ability to work is impaired in any way by reason of the consumption of alcohol or drugs, or who consume alcohol or take drugs (other than prescription or over the counter medication, as directed) on our premises. You will be deemed to be under the influence of alcohol or drugs where that is the reasonable opinion of your supervisor.

32.4 We expect all our staff to comply with the drink-driving legislation at all times. Our reputation will be damaged if you are convicted of a drink-driving offence and, if your job requires you to drive and you lose your licence, you may be unable to continue to do your job. Committing a drink-driving offence outside or during working hours or while working for us may lead to disciplinary action and could result in dismissal in accordance with our Disciplinary Procedure.

32.5 If you are prescribed medication you must seek advice from your GP or pharmacist about the possible effect on your ability to carry out your job and whether your duties should be modified or you should be temporarily reassigned to a different role. If so you must tell The Contracts Manager or Steve Davies without delay.

33. Searches

33.1 We reserve the right to conduct searches for alcohol or drugs, including, but not limited to, searches of vehicles, lockers, filing cabinets and desks. 

33.2 Any alcohol or drugs found as a result of a search will be confiscated and disciplinary action may result.

34. Drug screening

34.1 In cases where there is reasonable cause to suspect that an individual's performance is impaired as the result of drug misuse such individual may be asked to participate in a drug screening programme.

OR
We will operate a rolling programme of random drug testing.
34.2 Drug screening will be conducted by an external provider. Arrangements will be discussed with affected members of staff at the start of each screening programme.

35. Management of suspected substance misuse

35.1 If we have reason to believe that you are suffering the effects of alcohol or drugs misuse, for example, due to a deterioration in your work or behaviour, we will invite you to an investigatory interview to discuss the reason for the investigation and seek your views on, for example, the deterioration of your work performance and/or behaviour and where appropriate, we may ask for your consent to approach your GP for advice. 

35.2 If, having acknowledged an alcohol or drug related problem, you undertake treatment and/or rehabilitation, any related performance or disciplinary action may be suspended pending the outcome of the treatment. 

PERFORMANCE IMPROVEMENT AND DISCIPLINARY PROCEDURES
36. General principles 
36.1 The primary aim of these procedures (which do not apply to agency workers or the self employed) is to set out the standards of conduct expected and provide a framework within which we can work with our staff to maintain satisfactory performance standards and to encourage improvement where necessary. They do not apply to cases involving genuine sickness absence, proposed redundancies or misconduct.
36.2 Our aim is to deal with performance or disciplinary matters sensitively and with due respect for the privacy of any individuals involved. All employees must treat as confidential any information communicated to them in connection with a matter which is subject to these procedures. 
performance improvement procedure

37. Identifying performance issues

37.1 In the first instance, performance issues should normally be dealt with informally between you and your supervisor as part of day-to-day management. Where appropriate, a note of any such informal discussions may be placed on your personnel file but will be ignored for the purposes of any future performance improvement hearings. The formal procedure should be used for more serious cases, or in any case where an earlier informal discussion has not resulted in a satisfactory improvement.
37.2 If we have concerns about your performance, we will undertake an assessment to decide if there are grounds for taking formal action under this procedure. The procedure involved will depend on the circumstances but may involve reviewing your personnel file including any appraisal records, gathering any relevant documents, monitoring your work and, if appropriate, interviewing you and/or other individuals confidentially regarding your work.
37.3 Consideration will be given to whether poor performance may be related to a disability and, if so, whether there are reasonable adjustments that could be made to your working arrangements, including changing your duties or providing additional equipment or training. We may also consider making adjustments to the procedures in appropriate cases.
38. Performance improvement hearing
38.1 If we consider that there are grounds for taking formal action over alleged poor performance, you will be required to attend a performance improvement hearing which will follow the Hearings & Appeals Procedure.
38.2 If we decide that your performance is unsatisfactory following a performance improvement hearing then the usual outcome will be:-
(a) Stage 1 - First written warning 
(b) Stage 2 – Final written warning. A Stage 2 hearing will usually be held if your performance has not improved within the review period set out in a first written warning, or if there is further evidence of poor performance while your first written warning is still active.
(c) Stage 3 – Dismissal. A Stage 3 hearing will usually be held if your performance has not improved sufficiently within the review period set out in a final written warning; your performance is unsatisfactory while a final written warning is still active; or your performance has been grossly negligent such as to warrant dismissal without the need for a final written warning. Following the hearing, if we find that your performance is unsatisfactory, we may consider a range of options including dismissal. You will not normally be dismissed for performance records without previous warnings.
38.3 A warning will usually set out the areas in which you have not met the required performance standards; targets for improvement; any measures, such as additional training or supervision, which will be taken with a view to improving performance; the reasonable period during which time your performance will be monitored, the likely consequences of failing to improve within the review period, or of further unsatisfactory performance which will normally be progression to the next stage. Warnings normally remain active for six months from the end of the review period, after which time they will remain permanently on your personnel file but will be disregarded in deciding the outcome of future performance improvement proceedings. Where your conduct has not improved sufficiently at the end of a review period we may decide to extend the review period.
disciplinary procedure

39. Rules of conduct

39.1 While employed by us you should at all times maintain professional and responsible standards of conduct. In particular you should observe the terms and conditions of your contract; and observe all policies, procedures and regulations included in this handbook or notified to you from time to time; comply with appropriate professional guidelines and all reasonable instructions given by us; and act at all times in good faith and in the best interests of the Company, its clients and employees.
39.2 Misconduct. The following (which are intended as a guide and are not exhaustive) are examples of matters that will normally be regarded as misconduct:
(a) minor breaches of your employment contract or company policies;
(b) damage to, or unauthorised use of, company property;
(c) poor timekeeping or time wasting;
(d) unauthorised absence from work;
(e) refusal to follow instructions;
(f) excessive use of company telephone for personal calls or excessive personal e-mail or internet usage;
(g) obscene language or other offensive behaviour;
(h) negligence in the performance of your duties; or
(i) smoking in no-smoking areas.
39.3 Gross misconduct is a serious breach of contract and includes misconduct which, in our opinion, is likely to prejudice our business or reputation or irreparably damage the working relationship and trust between employer and employee. Gross misconduct will normally lead to dismissal without notice or pay in lieu of notice. The following (which are intended as a guide and are not exhaustive) are examples of matters that are normally regarded as gross misconduct:
(a) fraud, forgery or other dishonesty, including fabrication of expense claims and time sheets or gives false information as to qualifications or entitlement to work in order to gain employment or other benefits; 

(b) theft or unauthorised removal of our property or the property of a third party; 

(c) unauthorised entry into an area to which access is prohibited or deliberate damage to or misuse of our buildings, fittings, property or equipment, or those of a third party; 

(d) actual or threatened violence, or behaviour which provokes violence or other harassment or discrimination;
(e) conviction for a criminal offence that in our opinion may affect our reputation or our relationships with our employees, clients or the public, or otherwise affects your suitability to remain an employee;
(f) knowing breach of statutory rules affecting your employment, serious neglect of duties, or a serious or deliberate breach of your employment contract or the Company’s policies and procedures including a refusal to disclose any of the information required by your employment or any other information that may have a bearing on the performance of your duties;
(g) repeated or serious disobedience of instructions, or other serious act of insubordination;
(h) being under the influence of alcohol, illegal drugs or other substances during working hours or possession, use, supply or attempted supply of illegal drugs whether or not during working hours;
(i) improperly using your position for personal gain for you, your family or other person or acceptance of bribes or other secret payments arising out of your employment or accepting a gift from a client, supplier, contractor or other third party in connection with your employment without prior consent from your supervisor;
(j) unauthorised use or disclosure of confidential information or failure to ensure that confidential information in your possession is kept secure;
(k) knowingly taking parental, paternity or adoption leave when not eligible to do so or for a purpose other than supporting a child;
(l) making untrue allegations in bad faith against another employee or victimising another employee who has raised concerns, made a complaint or given evidence information under any of our policies or procedures or otherwise;
(m) undertaking unauthorised paid or unpaid employment during your working hours; 
(n) bringing the Company into serious disrepute.
40. Investigations

40.1 It will often be necessary for us to carry out an investigation to establish a fair and balanced view of the facts relating to any disciplinary allegations against you, before deciding whether to proceed with a disciplinary hearing. The amount of investigation required will depend on the nature of the allegations and will vary from case to case. It may involve interviewing and taking statements from you and any witnesses, and/or reviewing relevant documents. You must co-operate fully and promptly in any investigation including informing us of the names of any relevant witnesses, disclosing any relevant documents to us and attending investigative interviews if required.
40.2 Investigative interviews are solely for the purpose of fact-finding and no decision on disciplinary action will be taken until after a disciplinary hearing has been held. You do not normally have the right to bring a companion to an investigative interview. However, we may allow you to bring a companion if it helps you to overcome any disability, or any difficulty in understanding English. 
40.3 Following any investigation, if we consider there are grounds for disciplinary action, you will be required to attend a disciplinary hearing and the Hearing and Appeals Procedure in the Staff Handbook will apply to such hearing.
41. Criminal charges
Where your conduct is the subject of a criminal investigation, charge or conviction we will investigate the facts before deciding whether to take formal disciplinary action but will not usually wait for the outcome of any prosecution before deciding what action, if any, to take. Where you are unable or have been advised not to attend a disciplinary hearing or say anything about a pending criminal matter, we may have to take a decision based on the available evidence.
42. Suspension
42.1 In cases where your continued presence in the office would hinder an investigation we may need to suspend you from work. The suspension will be for no longer than is necessary to investigate the allegations and we will confirm the arrangements to you in writing. While suspended you should not visit our premises or contact any of our clients, customers, suppliers, contractors or employees, unless you have been authorised to do so by Steve Davies.
42.2 Suspension of this kind is not a disciplinary penalty and does not imply that any decision has already been made about the allegations. You will continue to receive your full basic salary and benefits during the period of suspension.
43. Disciplinary penalties
43.1 The usual penalties for misconduct are set out below. 
(a) Informal resolution
Minor conduct issues can often be resolved informally between you and your supervisor. Where appropriate, a note of any such informal discussions may be placed on your personnel file but will be ignored for the purposes of any future performance hearings. In some cases an informal verbal warning may be given, which will not form part of your disciplinary records. Formal steps will be taken under this procedure if the matter is not resolved, or if informal discussion is not appropriate (for example, because of the seriousness of the allegation).
(b) Formal Procedure:
Stage 1 - First written warning. This will usually be appropriate where the matter cannot be resolved under paragraph (a) or where the act of misconduct is sufficiently serious to merit formal action.
Stage 2 - Final written warning. This will usually be appropriate for misconduct where there is already an active written warning on your record; or misconduct that we consider sufficiently serious to warrant a final written warning even though there are no other active warnings on file.
Stage 3 - Dismissal. Dismissal must be authorised by Steve Davies and will usually only be appropriate for any misconduct during your probationary period; further misconduct where there is an active final written warning on your record; or any gross misconduct regardless of whether there are active warnings on your record. Gross misconduct will usually result in immediate dismissal without notice or payment in lieu of notice (summary dismissal). In some cases we may at our discretion consider alternatives to dismissal which will usually be accompanied by a final written warning.
43.2 No penalty should be imposed without a hearing. We aim to treat all employees fairly and consistently, and a penalty imposed on another employee for similar misconduct will usually be taken into account but should not be treated as a precedent. Each case will be assessed on its own merits. You will not normally be dismissed for a first act of misconduct, unless we decide it amounts to gross misconduct or you have not yet completed your probationary period. 
43.3 Written warnings will set out the nature of the misconduct, the change in behaviour required, the period for which the warning will remain active, and the likely consequences of further misconduct in that active period. A first written warning will usually remain active for six months and a final written warning will usually remain active for 12 months. In exceptional cases verging on gross misconduct, a final written warning may state that it will remain active indefinitely.  Your conduct may be reviewed at the end of a warning's active period and if it has not improved sufficiently we may decide to extend the active period. After the active period, the warning will remain permanently on your personnel file but will be disregarded in deciding the outcome of future disciplinary proceedings. 
HEARINGS AND APPEALS PROCEDURE
44. general principals

This procedure applies to sickness absence hearings, performance improvement hearings and disciplinary hearings.

45. Notification of a hearing
45.1 We will notify you in writing that we require you to attend a hearing, the reasons for the hearing, and the possible consequences. We will also include the following where appropriate:
(a) A summary of relevant information gathered as part of any investigation;
(b) A copy of any relevant documents which will be used at the hearing;
(c) A copy of any relevant witness statements, except where a witness's identity is to be kept confidential, in which case we will give you as much information as possible while maintaining confidentiality.
45.2 We will give you written notice of the date, time and place of the hearing which will be held as soon as reasonably practicable, but you will be given a reasonable amount of time to prepare your case based on the information we have given you.
46. Right to be accompanied at hearings
46.1 You may bring a companion to any hearing or appeal hearing under this procedure. The companion may be either a trade union representative or a colleague. You must tell the person conducting the hearing who your chosen companion is, in good time before the hearing. A companion is allowed reasonable time off from duties without loss of pay but no-one is obliged to act as a companion if they do not wish to do so.
46.2 If your choice of companion is unreasonable we may require you to choose someone else, for example:
(a) if in our opinion your companion may have a conflict of interest or may prejudice the hearing; or
(b) if your companion works at another site and someone reasonably suitable is available at the site at which you work; or
(c) if your companion is unavailable at the time a hearing is scheduled and will not be available for more than five working days.
46.3 We may, at our discretion, allow you to bring a companion who is not a colleague or union representative (for example, a member of your family) where this will help overcome a particular difficulty caused by a disability, or where you have difficulty understanding English.
46.4 Your companion may make representations, ask questions, and sum up your case, but will not be allowed to answer questions on your behalf. You may confer privately with your companion at any time during the hearing.
47. Procedure at hearings
47.1 If you or your companion cannot attend the hearing you should inform us immediately and we will usually arrange an alternative time. You must make every effort to attend the hearing, and failure to attend without good reason may be treated as misconduct in itself. If you fail to attend without good reason, or are persistently unable to do so (for example, for health reasons), we may have to take a decision based on the available evidence. 
47.2 You may ask relevant witnesses to appear at the hearing, provided you give us sufficient advance notice to arrange their attendance. You will normally be told the names of any witnesses whose evidence is relevant to your hearing, unless we believe that a witness's identity should remain confidential and will be given the opportunity to respond to any information given by a witness. 
47.3 You, and anyone accompanying you (including witnesses), must not make electronic recordings of any meetings or hearings. 
47.4 The aims of a hearing will usually include:
(a) In the case of a sickness absence meeting:-
(i) discussing the reasons for absence and where you have been absent on a number of occasions, determining the likelihood of further absences;
(ii) where you are on long-term sickness absence, determining how long the absence is likely to last, the likelihood of you being able to return to work and where you are returning to work agreeing a return to work programme;
(iii) considering whether medical advice is required or, if it has been obtained considering the advice given and whether further advice required;
(iv) considering what, if any, measures might improve your health and/or attendance, your ability to return to/remain in your job in view both of your capabilities and our business needs and any adjustments that can reasonably be made to your job to enable you to do so.
(b) in the case of a performance improvement hearing:-
(i) setting out the required standards that we believe you may have failed to meet; 
(ii) establishing the likely causes of poor performance including any reasons why any measures taken so far have not led to the required improvement and identifying whether there are further measures, such as additional training or supervision, which may improve performance.
(c) in the case of a disciplinary hearing setting out the allegations against you and, in each case, going through any relevant evidence that we have gathered.
(d) In all cases:-
(i) allowing you to ask questions, present evidence, call witnesses, respond to evidence and make representations;
(ii) agreeing a way forward, action that will be taken and/or required and a time-scale for review and/or a further hearing;
(iii) if dismissal is a possibility, establishing whether there is any likelihood of a significant improvement being made within a reasonable time and whether there is any practical alternative to dismissal.
47.5 A hearing may be adjourned if we need to gather any further information or give consideration to matters discussed at the hearing. You will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened.
47.6 We will inform you in writing of our decision and our reasons for it, usually within one week of the hearing. Where possible we will also explain this information to you in person.
48. Appeal
48.1 If you feel that a decision about poor performance or disciplinary action taken against you under this procedure is wrong or unjust you should appeal in writing, stating your full grounds of appeal, to Steve Davies within one week of the date on which you were informed in writing of the decision. If you are appealing against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if your appeal is successful you will be reinstated with no loss of continuity or pay.
48.2 If you raise any new matters in your appeal, we may need to carry out further investigation. If any new information comes to light we will provide you with a summary including, where appropriate, copies of additional relevant documents and witness statements. You will have a reasonable opportunity to consider this information before the hearing.
48.3 We will give you written notice of the date, time and place of the appeal hearing. This will normally be two to seven days after you receive the written notice and the appeal 
may be a complete re-hearing of the matter or it may be a review of the fairness of the original decision in the light of the procedure that was followed and any new information that may have come to light. This will be at our discretion depending on the circumstances of your case. In any event the appeal will be dealt with as impartially as possible. 
48.4 The appeal hearing will usually be conducted by Steve Davies. You may bring a companion with you to the appeal hearing (see paragraph 3). 
48.5 A hearing may be adjourned if we need to gather any further information or give consideration to matters discussed at the hearing. You will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened. 
48.6 Following the appeal hearing we may confirm or revoke the original decision; or substitute a different penalty and will inform you in writing of our final decision as soon as possible, usually within one week of the appeal hearing. Where possible we will also explain this to you in person. There will be no further right of appeal.
RETIREMENT POLICY
49. General Principles
The aim of this policy is to set out our procedure for compulsory retirement of employees (it does not apply to agency workers or the self employed) and reflects the requirements of the Employment Equality (Age) Regulations 2006 (Age Regulations).
50. Normal retirement age
50.1 The normal retirement age for all employees of the Company is 65 unless a different retirement age is specified in your contract of employment. 
50.2 Compulsory retirement under this policy cannot take place before you have reached the normal retirement age applicable to you but can take place at any point thereafter.
50.3 This Policy does not affect your ability to take voluntary early retirement.
51. Notification of Intended Retirement Date
Between 6 and 12 months before the date on which we intend you to retire (Intended Retirement Date) we will give you written notice that your employment will terminate by reason of retirement on the Intended Retirement Date. Such notice will not be less than any notice of termination to which you are entitled under your contract. At the same time, we will give you written notice of your right to make a request to carry on working beyond your Intended Retirement Date.
52. Request to work beyond Intended Retirement Date
52.1 If you wish to continue working after the Intended Retirement Date, you should send a request in writing to The Contracts Manager or Steve Davies 3 to 6 months before the Intended Retirement Date. You should state whether you would like to continue working indefinitely, for a specific period or until a specific date.
52.2 Only one request may be made with respect to any Intended Retirement Date and if you do not make a request, your employment will terminate on the Intended Retirement Date.
53. Meeting to deal with the request
53.1 On receiving a request to work beyond the Intended Retirement Date, we will arrange a meeting with you to discuss it. We will aim to hold the meeting no more than 14 days after receiving the request if possible. If you cannot attend the meeting at the specified time, please let us know and we will endeavour to rearrange it.  If a meeting cannot be arranged at all within a reasonable time, we may ask you to make representations in writing to enable us to consider your request without a meeting.  A meeting will not be necessary where we write to inform you that we agree to your request in full.
53.2 You may bring a colleague to the meeting as a companion if you wish. You companion will be entitled to speak during the meeting and confer privately with you but may not answer questions on your behalf. If you inform us that your chosen companion is unable to attend the meeting at the time specified, we will try to rearrange it but if the meeting cannot be rearranged within 7 days of the original date, we may suggest that you bring a different companion or come alone. 
54. Decision
54.1 We will give you our decision in writing, normally within 14 days of the meeting. If we agree to your request, either in full or with modifications, we will set out the arrangements in writing. We will confirm whether your employment will continue indefinitely or for a fixed period, in which case we will confirm the new retirement date. Any agreed changes to your contract of employment will also be set out as appropriate.  If we refuse the request, we will write to confirm the date on which your employment will terminate.  We will also include written confirmation of your right of appeal.
54.2 We are not obliged to give reasons for refusing a request but may do so at our discretion.
55. Appeal
55.1 If we refuse your request or we agree to a shorter period of continued employment than you had requested, you may appeal against the decision. Appeals should be sent in writing to Steve Davies, normally no more than 7 days after receiving the decision.  On receiving your appeal, we will arrange an appeal meeting with you and the provision of paragraph 5 will apply.
55.2 We will give you our final decision in writing, normally within 14 days of the meeting. If we agree to change our original decision, we will set out the new arrangements in writing. We will confirm whether your employment will continue indefinitely or for a fixed period, in which case we will confirm the new retirement date. Any agreed changes to your contract of employment will also be set out as appropriate. If we refuse your appeal, we will write to confirm the date on which your employment will terminate. 
55.3 We are not obliged to give reasons for refusing an appeal but may do so at our discretion.
56. Retirement after request has been granted
56.1 Following your request, if your employment is extended for a fixed period of six months or less beyond the Intended Retirement Date, your employment will terminate automatically at the end of that period without the need for any further procedure.
56.2 If your employment is extended for a fixed period of more than six months or without fixing a new retirement date, this procedure will be followed again before compulsory retirement can take place.


