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Welcome to Friend of Friendless Churches

The Handbook
This handbook contains our current policies and rules and has been designed to help you understand how Friends of Friendless Churches (FoFC) is organised, what standards and procedures you are expected to follow and what you can expect from us in return. The policies and procedures contained within this handbook are non-contractual. We hope this will help our new employees to feel part of the team more quickly and be a gentle reminder to us all of the right way to work here.

The FoFC are small charitable organisations led by their Director reporting into the Chair of the organisation’s Governing Body.

Meaning of ‘Director’ and ‘Chair’ in this handbook 

Throughout this Staff Handbook, where the word “Director” is used, this refers to the 
Director of the FoFC.  

Throughout this Staff Handbook where the word “Chair” is used, this refers to the Chair 
of the FoFC. The Director of the FoFC interacts exclusively with the Chair of the FoFC in 
relation to all matters set out in this handbook.

Everyone is Welcome
We are an organisation made up of many different people with different skills and experiences all making their own contribution to the success of the charity. We want to ensure that everyone in the team feels valued so we can create a happier and more productive environment. We expect all our staff to treat each other our supporters, and suppliers with respect. Discrimination, abuse or harassment will never be tolerated. Our Equality and Diversity policy sets this out in more detail and must be adhered to by all. 

[bookmark: _From_the_Start][bookmark: _Ref409607081][bookmark: _Toc409607441][bookmark: _Toc411438120][bookmark: _Toc411439888][bookmark: _Toc411440316][bookmark: _Toc291762695][bookmark: _Toc8389015]

[bookmark: _Toc218508302]From the Start



References
Your employment with us is subject to the receipt of two satisfactory references. One of these should be from your most recent employer or head teacher if you have just left school. 

If we receive unsatisfactory references, we may end your employment or withdraw an offer of employment.

Medical Assessment
If we have concerns regarding your or an applicant’s health, we may require you or the applicant to undertake a medical examination by a doctor or occupational health professional appointed by us. This will not be until an offer of employment has been made.

We will advise you, or the applicant, on the medical advice received and will consider what, if any, appropriate action is to be taken. We will not unlawfully discriminate against you or any applicant to our Company.

Induction
To welcome you to our team and ensure you settle in as quickly as possible, we will always take the time to introduce you to your colleagues and explain how the business operates day to day. On your first day of work, whether you are an employee or a casual worker, you will receive information on your terms and conditions of work, which include pay, hours of work and how they vary, benefits, leave, training and other key information.
 
As part of your induction, you will receive health and safety training and an overview of all our Company policies. 

Everyone here is happy to help and answer any questions you may have relating to any aspect of your work, so please ask. 

Probationary Period
Starting a new job can be challenging and your employment is subject to the satisfactory completion of a probationary period. This is the time for you to learn about your job and for us to review your progress. During this period either you or the Company may terminate your employment by giving one week’s written notice. The probationary period may be extended if we consider it appropriate to do so. 

The full disciplinary and grievance procedures do not apply during the probationary period.

Upon successful completion of the probationary period, you will continue on the terms and conditions received at the commencement of employment.

Dress Code
We do not have a formal dress code, but employees should dress smartly when in the office, attending meetings, and attending work-related events. 
Employees should be mindful of their r attire when visiting building sites: appropriate clothing should be worn as well as suitable closed footwear, we expect you to use your judgement about your clothing, depending upon the nature of your role and whether you will be on building sites. If you are unsure about what to wear, speak to your line manager.

Protective clothing
If you have been provided with personal protective clothing, these must be worn at all times while working. 

Conduct 
FoFC takes pride in fostering good relationships with our supporters, contractors and associated businesses. Despite their lack of consideration on occasion, it is essential that we always act in a professional manner and in line with our culture and values. We will never tolerate rudeness, disrespectful or off-hand behaviour to our supporters and contractors. However, all employees should know that we will never tolerate supporters or contractors carrying out any form of bullying or harassment to a member of our team.

Flexibility
Your Job Description provides details of your day-to-day duties. However, as a small team we need to work well together and be flexible about our work. We will, from time to time, issue reasonable instructions which you will be expected to follow. This may be asking you to do different tasks to your normal work, to enable us to meet our supporters, contractors expectations or to support the team. We will not ask you to do anything that you are not capable of doing, or to undertake anything that could be considered a health and safety risk. 

Personal Mobile Phones
Please leave these on silent during working hours and ensure that any communication is limited to your break times. 

Company landlines are solely for business use. 

Mail 
The use of the Company's business stationery and headed notepaper for private purposes is strictly prohibited. Any personal use of our mail service should be paid for. 

HR Records 
The Company uses a personnel system for data on employees called Beacon. All employees have access to this system and it records employment details and personal contact details. If your personal details change (such as home address or emergency contact details), it is your responsibility to update these. Training will be provided as part of your induction. The data that is held about you, and how it is used, is covered in our Privacy Statement and Data Protection Policy.


Social Events
We usually hold a number of social events each year. Hopefully these are enjoyable opportunities to mix with your colleagues. We should all remember that we are still representing the Company at these events and behave accordingly.

Health, Safety and Welfare
The FoFC aim to ensure, so far as is reasonably practicable, the health, safety and welfare of its employees in accordance with the Health and Safety at Work etc Act 1974 and its relevant statutory provisions.  
Upon joining the full Health and Safety Policy will be provided to you. You are expected to read and follow the policy throughout your employment with FoFC.
Employees are also responsible for their own health and safety and that of other people who may be affected by their actions or omissions.  
The FoFC will make arrangements to ensure that FoFC employees are provided with:
· Safe and appropriate accommodation and equipment.
· Information, instruction and (where necessary) training on safe procedures and practice.
· Information on procedures for reporting accidents, incidents and work-related ill health 
· Information on building security and fire prevention arrangements (including no smoking policies).
The Director in conjunction with the Governing Body of the organisation will periodically review these arrangements.
First Aider(s)
We maintain appropriate first-aid provisions and currently have two trained and certified first-aiders in the team, you will be informed of who these are during your induction to the organisation.
The full Health and Safety Policy which will be provided to you separately during your induction into the organisation outlines the procedures for reporting accidents, incidents and near misses. This policy should be referred and followed in the event an incident occurs to ensure that any hazards are identified promptly and that appropriate actions can be taken. 
Site visits  
The registered office of FoFC is 70 Cowcross Street, London EC1M 6EJ, however, from time to time, employees will be required to undertake site visits.  
Employees should take particular care around their own health and safety whilst conducting site visits.  
The following are general guidelines for ensuring there is less risk to health and safety during site visits:  
Please conduct a risk assessment before making a visit to a property. (For FoFC sites a basic assessment of each site has been undertaken and should also be consulted before any FoFC site visit).  
Please consider the following questions in your risk assessment and the guidance in the separate Health and Safety policy: 
• Will the journey to the site present any problems?  
• Are weather conditions suitable?  
• Will I need to enter the property or can the survey be conducted externally?  
• Will I be accompanied?  
• Is there a need for any special clothing or equipment?  
• Will I need a mobile phone in case of emergencies?  
• Will a property be derelict or unused? If so:  
• Will services be disconnected?  
• Will the site be contaminated?  
• Are floors, stairs, roofs and walls stable?  
Always leave details of the visit with a Director or other employee of the FoFC. These details should include: where you are going; and when you are due back. Please refer to the Lone Working Policy found in the Health and Safety Policy, for appropriate procedures when lone working.
On arrival at the inspection site, please re-evaluate your risk assessment for any additional factors. Do not let the examination distract you from awareness of hazards.  
At the site – Hazards and hazardous situations  
Typical hazards to be aware of include (but are not limited to): falling/tripping, banging your head, falling objects, cuts/splinters, traffic and noxious substances.  
Whilst making a visit take extra care to avoid any potentially hazardous situations. If you are in any doubt discontinue the visit.  
Completion of site visit  
Once a visit is completed advise your contact that you have left the site and are returning to home/office.  
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Pay
This is one of the most important sections. If you have any questions about your pay, please ask your line manager in the first instance. Your starting salary is outlined in your employment contract, but if it changes, we will write to you to confirm the change. Your contract states when and how you will be paid. 

If you have any queries about income tax, the best thing to do is contact the tax office on 0300 200 3300.

Remember to let us know your bank details when you start. If these change, let us know as soon as possible so your payments go through smoothly. 

The rate of salary payable to you may be reviewed by the Employer and may be increased by such amount, if any, as the Employer decides. There is no guaranteed increase at any time.

General Policy 
When we create new roles and carry out salary reviews, we aim for levels which:

· Enable us to recruit and retain quality employees who will perform their roles effectively. 
· Motivate employees to achieve the objectives set by their managers so that the goals are met.
· Provide progression for employees assuming greater responsibility and duties that are more demanding.
· Are non-discriminatory. 

Pensions
If you are eligible, you will be automatically enrolled into the Company pension scheme. Full details will be given during your induction including the right to opt out.

If you have been automatically enrolled into the workplace pension scheme, you will receive a letter telling you:

· The date you were added to the pension scheme.
· The type of pension scheme and who runs it.
· How much we will contribute and how much you will have to pay in.
· How to leave the scheme, should you want to.
· How tax relief applies to you.

If you have any questions about pensions, please speak to the Director or a contact in our payroll provider, Xeinadin who will help you.

Hours of Work and Time Keeping
Your hours of work are set out in your employment contract. It is your responsibility to attend work punctually. Being respectful to each other is an important value to us so please be ready to commence work at your start time, not arrive then. If you need to leave before your usual finish time, ask your manager’s permission first.

Time Off in Lieu
You may be asked to work overtime outside of your normal working hours, including weekends, public holidays, or evenings, when deemed necessary by the Company. The Company will endeavour to provide reasonable notice of any required overtime; however, you may be asked to work additional hours at short notice. 

With prior written approval from your line manager, you may choose to take time off in lieu. The accrual of TOIL is limited to 10 hours per month, and any accrued TOIL must be used within three months from the date it was earned, or it will be forfeited.

Recording and Approval
All overtime worked and any TOIL arrangements must be pre-approved by your manager and accurately recorded in the TOIL tab of your personal time-keeping spreadsheet. Overtime that has not been authorised in advance will not be allowed to be accrued as TOIL.


Expenses
Depending on your job, you may need to claim expenses. Your line manager will discuss this with you when you start.

Every expense claim must be accompanied by a valid VAT receipt.

It is also important that you are clear that if the cost hasn’t been approved by your manager beforehand, then it may not be paid, so always make sure you get permission.

As a rule, if you need to travel on business to a destination other than your normal place of work, you will be repaid for public transport fares/mileage/reasonable taxi costs, accommodation, meal costs and all reasonable out-of-pocket expenses. 

All expenses must be submitted monthly. 

Should your role be applicable, please refer to our Company Credit Card Policy & Agreement which will be provided to you on your first day. You are expected to read and follow the policy throughout your employment with FoFC, failure to adhere to these rule will be dealt with in accordance with the disciplinary policy. 


Subsistence allowances

	B&B outside M25
	Actual costs up to £110 per night, inclusive of VAT

	B&B inside M25
	Actual costs up to £150 per night, inclusive of VAT

	Breakfast
	Actual costs up to £10, inclusive of VAT

	Lunch
	Actual costs up to £10, inclusive of VAT

	Evening meal
	Actual costs up to £30, inclusive of VAT

	Late meal after 20:00
	Actual costs up to £10, inclusive of VAT




Room service & minibar
We do not reimburse for room service as this usually attracts an extra charge – if there is no other option though, explain this to your line manager. We also will not reimburse for minibar purchases – you will be able to find a more economical way of buying food and drinks.

Other hotel bills
Where the bill does not provide a breakdown, or there is an ambiguous description, these will not be accepted as expenses; for example, paid TV channels, minibar expenses, dry cleaning, etc.

Meal allowances

Breakfast allowance 
Breakfast can be claimed if it was not included in the accommodation rate, or if you left home to travel before 06:00 hours. For B&B rates, your accommodation cost plus breakfast cannot exceed the limits set; £110/£150 per night.

Lunch allowance 
You are expected to buy your own lunch when working or travelling to at a FoFC office/property or any other location for agreed FoFC business. You may claim for lunch (including a non-alcoholic drink) if you have stayed overnight away from home before working at your non-usual place of work. Lunch may be claimed for development/training events which do not take place at your usual place of work. 

Evening meal allowance 
Claims for an evening meal, including a maximum of one alcoholic drink, can be made when staying away from home if it is not included with accommodation.

Expenses for food of up to £10 can be claimed if a journey from a temporary workplace necessitated arriving home after 20:00.

Snacks
There will be no expense claims allowed for other snacks. 

Hybrid Working Policy

All employees can adopt hybrid working arrangements to suit their own circumstances. Certain roles do require regular attendance in the office to manage post, process memberships, receive deliveries and so on. 

We are a dispersed team with a wide geographical brief. The key to success for the business and employees is the need to maintain good team interaction and communication, therefore all staff will be required to attend the workplace at our six-weekly catch-up days. Your contractual working hours are not being changed. 

We recognise that some employees may wish to attend work more frequently or for all their working hours, which is totally acceptable provided there is sufficient desk space available. Please discuss this with your line manager. 

Whilst we believe this is an effective way of working, it is with the understanding that in the future there may be times due to customer demand or business needs such as training or staff meetings, that we will need more flexibility from you. Your line manager will explain the reasons and give you as much notice as possible.

We can also not rule out that in the future, due to external events, that all employees should work from home where possible.

Whilst the company provide the necessary equipment to undertake your role, such as a laptop, phone/mobile phone and other materials, these will not be duplicated for both workspaces.




Working from Home Policy 
Home working may be a result of an individual request, a response to an event outside of our control, such as extreme weather or a pandemic or as part of a reasonable adjustment under the Equality Act.

Home working requests
Home working can be difficult. If you are considering putting in a request for home working, you should initially think about the impact on colleagues and any tasks that you would not be able to do. You also need to consider whether your skills and attributes include:

· The ability to motivate yourself to work consistently without supervision.
· Good IT skills.
· The ability to manage work and family demands.
· Good time management and organisational skills.

If you have these and the role can be performed from a home environment, then you should put your request in writing to your line manager stating how you believe this can work satisfactorily for both you and the company. You should follow the ‘Flexible Working Request’ policy in order to make such a request.

Your line manager will meet with you to discuss your application. If agreed in principle, they will arrange a self-assessment so that a health and safety and a data security risk assessment can be carried out in addition to a DSE assessment. You will need to demonstrate that all data used at home is secure and in line with the data protection policy, both in the way that you use it, but also others that share your home.

We will also need to be assured that you have adequate broadband provision and lockable storage to protect hard copy data.

Should your request be accepted, we will confirm in writing and the rest of this policy will apply.

Attendance at Meetings
Similarly with the Hybrid Working Policy there may be times due to customer demand or business needs such as training or staff meetings, that we will need flexibility from you in attending the office. You will be given as much notice as possible in such instances.

Change in Circumstances
Any changes in circumstances should be communicated to your manager to determine whether they affect the working arrangement, such circumstances could include change of address for example.



Mortgage and rental agreements
It is your responsibility to check that there is no restriction on you working from home, and if necessary, obtaining written consent.

Equipment and expenses
The Company will provide some of the necessary equipment such as a laptop and mobile phone and other materials necessary for the completion of your work. These will not be in addition to your office workspace equipment. These items are on loan and must be returned to the Company on demand. They must not be used by other family members or friends under any circumstances.

Where the Company has agreed to you using your own equipment, you remain responsible for the maintenance of it. This will include having appropriate anti-virus measures installed and that you comply with our IT policy.

It is the responsibility of the homeworker to ensure the items are looked after and any maintenance issues reported to the Company immediately.

Trial period
We usually like to set a three month trial period to assess the impact of the arrangement. During this period the arrangement may be terminated at any time by either party.

Hours of work
Your hours of work will have been set out in the letter confirming the acceptance of your request.

Please remember to take adequate breaks away from your work station in line with the Working Time Regulations. 

Sickness absence
If you are unwell, you should inform your line manager that you are unable to work in line with the current sickness reporting rules as detailed in this handbook.

Childcare and working from home
When you are working from home you are expected to devote your time and attention to your work. Therefore, the care of children should not be combined with your work. If your child is unwell and at home, you should discuss with your line manager the arrangements for that day of work. 

Requests to work from home purely to be able to combine childcare will not be approved.

Performance of your role
We do ask that you contact your line manager at the start of the day and remain available during your working hours.

It is easy to feel isolated from the team. So, attendance at team meetings on a regular basis will be required for both virtual meetings and attending meetings held at the Company or other premises.

You may be required to attend work for meetings, training, appraisals or other reasons to ensure the most efficient delivery of work and information.

Working from home because of a crisis
Where the Company has had to close their premises due to fire or flood or similar, they may ask staff to work from home. Similarly, when weather conditions mean it is unsafe or impossible for staff to get in to work, the Company may approve that they work from home on a temporary basis. Where schools are closed, issues around childcare need to be agreed with the Company.

Flexible Working Policy 
We recognise that having flexibility within your working life is important to many employees. This policy sets out how we manage flexible working requests under the statutory procedure. 

All employees have the right to make two requests in a 12-month period. If you have already requested one you must wait until that has been dealt with, including any appeal, before submitting another.

We will consider all requests fairly and try to find alternatives if your request is not possible for business reasons. The type of request may be to:

1. change hours i.e. working less than normal hours and or fewer days
1. compressed hours
1. change to the place of work i.e., to work from home
1. a different pattern of work i.e. start and finish times or days
1. job share

To make an application you must submit a written request setting out the change to the working conditions you want, when this change would be effective from, a statement that this is a statutory request, and if and when you have made a previous application for flexible working.

An accepted application will mean a permanent change to your contract of employment. 

Your Line Manager will hold a meeting with you as soon as possible and complete the process, including any appeal, within two months of your request unless you both agree to extend this period. You are entitled to be accompanied at the meeting by a work colleague.

At this meeting a practical business assessment of how the proposed arrangement can work will be undertaken. The changes you have proposed, the effect of the proposed changes and any possible alternative work patterns that might suit both parties will be discussed. 

The Company will properly consider the request and will make a practical business assessment on whether, and if so how, the flexible working request could be accommodated. 

If your request is rejected it will be because the Company believes there would be:

· a burden of additional costs
· an inability to reorganise work among existing staff
· an inability to recruit additional staff
· a detrimental impact on quality
· a detrimental impact on performance
· a detrimental effect on ability to meet customer demand
· insufficient work for the periods the employee proposes to work
· a planned structural change to the business.

Following the meeting and consideration, your manager will write to you to either:

1. Accept the request, setting out any action on which agreement is dependent and establishing a start date. You will receive a contract amendment detailing the change. Or
1. Agree to the request on a temporary basis.
Or
1. Reject the request, explaining the business reasons surrounding this and setting out the appeals procedures. 

Each request for flexible working will be dealt with individually, considering the likely effects the changes will have on the Company, the work of the department in which the employee making the request is employed and the employee’s colleagues. This means that if the Company agrees to one employee’s request, this does not set a precedent or create a right for another employee to be granted the same or a similar change to their work pattern.
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This policy applies to all employees entitled to use a business mobile phone. It is your responsibility to use your mobile phone legally. The Company will not be liable for any misuse of a mobile phone where it contravenes the law.

Your mobile phone has been issued for work purposes. Therefore, private use of the mobile phone should be kept to a minimum. The Company has the right to monitor phone use and if it is found that you are using their phone irresponsibly, or using it excessively for personal use, the Company may take the phone back, proceed with disciplinary action and deduct the costs of calls from your wages.

Company mobiles which are provided to you that can take and send photographs or videos may not be used in this way whilst on duty unless authorised by your line manager and with the prior consent of the subject(s) to be photographed or videoed.

You must treat your Company mobile phone like any other piece of IT equipment (laptop, PC, etc.) so please familiarise yourself with our IT and Data Protection policy and do not download any apps that have not been previously authorised by your line manager. Keep the phone safe at all times and ensure that there is a high level of security to stop unauthorised access.

You must not access social media on your Company mobile phone unless it is an approved Company account, and you are posting on behalf of the company.

Lost, stolen or broken phones 
Please take care of your mobile phone. If a phone is lost, it should be reported to your manager as soon as it is noticed missing.

Depending on the circumstances in which the phone was lost, we will be responsible for replacing the phone unless carelessness on your part can be shown as the cause of the loss. In circumstances where it has been shown that your carelessness contributed to the loss of the phone, you will be required to reimburse the Company for the full replacement cost of the handset.
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Controlling Risks


General 
It is everyone’s responsibility to prevent the theft or damage of goods, Company property or resources from the business and protect their own and others health and safety.

The security rules are designed to minimise the risks of loss and your fullest co-operation in implementing, maintaining and improving our procedures is required. These rules and procedures are also designed to protect you. Failure to follow the rules may, on its own, lead to the inference that you have acted dishonestly.

We may use a variety of security and surveillance techniques for the protection and management of the business and its employees, including monitoring communication. These are also outlined in our Privacy Notice of which you should have a copy.

If you notice anything suspicious, report it to your manager or another available member of management as soon as possible. Any suggestions for improvements in the security procedures are always most welcome – these should be taken up with your manager in the first instance.


Right of Search
In the interests of security, we reserve the right of search. Searches of employees, their bags, other possessions and vehicles may take place from time to time. You may, if you wish, be accompanied by a colleague during the search. If you refuse to allow yourself or possessions to be searched, this may be treated as gross misconduct because without reasonable explanation wrongdoing could be assumed.


Visitors
All visitors must report to the reception at 70 Cowcross Street. If you are expecting a visitor, please let the receptionist know. It is your responsibility to ensure that your visitor is looked after during the time they are in our premises, and they should be made aware of our fire procedure and escape routes.

Personal Property
Please do not bring valuables or large sums of money to work with you as we cannot accept responsibility for your money, clothing or other property on our premises.

Building Security
Generally, employees should report any security-related incidents, be aware of anyone trying to gain access to areas they shouldn’t, and ensure that windows, doors, cabinets and cupboards are locked when unoccupied.


Lone Working
Please refer to the lone working policy, which can be found in the full Health and Safety Policy.
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Holidays 
The Company holiday year runs from 1 April to 31 March.

All our employees are entitled to 28 days paid holiday per holiday year in addition to the usual statutory bank and public holidays, part-time workers are entitled to a pro rata equivalent. Holiday must be taken during the holiday year in which it is accrued otherwise it will be lost. A total of two days per year can be carried over into the next financial year.

In addition to your holiday entitlement, the office will close for a short period from around the 23 December, over the Christmas period each year and will re-open on the first working day in January. The exact dates of the Christmas closure will be confirmed to you ahead of time. This will vary from year to year. You will be paid your normal rate during this closure period.

Booking holidays
To book a holiday you must gain approval in advance from your line manager by completing the Holiday Request Form. Please give as much notice as possible and as a minimum one weeks’ notice of holiday requested.

All holiday is to submitted via a written request to your line manager at least one week in advance, who will then confirm whether the request has been approved.

Holiday must be timed to minimise disruption to work schedules and although we will try to accommodate your request your manager may refuse to authorise it if it causes severe disruption to work schedules, if other employees are absent or for another substantial reason. Therefore, no bookings should be made before approval is received, as the Company is not liable for any losses. Your manager will explain any refusal. Unless required by law, all holiday must be taken during the holiday year in which it is accrued otherwise it will be lost.


Holiday Pay
You will receive your normal pay during any holiday taken as part of your holiday entitlement.  

You are not entitled to pay in lieu of holiday not taken, except on termination.

For those working irregular hours or on part-year contracts we will calculate your holiday entitlement and pay at each pay period. We will pay 12.07% of your pay as holiday pay. This will appear as a separate line on your pay slip.

Bank and Public Holidays
Employees are not normally required to work Bank holidays and will be paid their normal salary as part of their holiday entitlement (with a pro-rata share for part-time employees).


Holiday entitlement and sick leave
If you fall sick or are injured before the start or during a period of planned holiday, you may choose to take this time as sick leave and postpone your holiday. To do this, you must contact your line manager by telephone or email as soon as possible and provide qualified medical evidence confirming that you are unfit, or are likely to be unfit, to take the holiday for the whole period. You must confirm in writing the amount of holiday that was affected by your illness and the amount of leave you wish to take later. 

Subject to the correct notification and certification, the Company will pay Statutory Sick Pay (SSP). You must follow the absence reporting procedure and provide the Company with a relevant medical certificate covering the whole period of incapacity.

Long term sickness absence
If you have been unable to take your holiday in the holiday year due to long term sickness absence you may carry over the amount up to the four weeks’ statutory entitlement or you may request to take holiday and be paid for that period provided you inform your manager in writing.

Sickness Absence, Maternity, Adoption or Parental Leave 
You will continue to accrue your holiday entitlement during any period of leave.

Holiday Pay on Termination
Where you start or terminate your employment part way through a holiday year the entitlement will be calculated on a pro rata basis. Holiday accrued but untaken will be paid in lieu in your final salary.

If you have taken more holiday than you have accrued a deduction from your final salary will be made. 

You may be required to take outstanding holiday during your notice period.

Sickness & Absence Rules
As a Company we need to measure and record sickness absence, and to know when and why we need to do something about it. This is why we record and keep all records relating to absence, in line with our Data Protection policy and Privacy Notice. As an employee, you need to know that you work for someone who cares about your health and welfare and as such we need you to follow this policy.

Your Responsibilities
You must take responsibility for your own attendance at work and, if you are ill, your recovery and return to work. We expect you to:

· Comply in a timely manner with our notification and certification procedures, whether set out in this policy or as notified from time to time, and maintain communication with us while you are absent from work.
· Co-operate with a reasonable request for, and undergo, a medical and/or occupational health examination to produce a report from your GP and/or another doctor nominated by us and/or an occupational health adviser. 
· Provide sufficient information to us, as and when required, to keep us informed of your condition and prognosis.
· Co-operate with us to implement any advice from medical and/or occupational health practitioners in order to facilitate a timely return to work.
· Adhere to the policy and do nothing to aggravate or delay recovery, such as working for another employer or taking part in inappropriate social or sporting activities.

Reporting
All unauthorised absence must be reported to your line manager by 10am on your first day of absence. Contact should be made directly by you, not by text message. Only in exceptional circumstances should partners, parents or friends ring on your behalf. You will be asked to give the reason for your absence, an indication of when you may return and details of any outstanding work that needs to be attended to in your absence.

If your absence continues for more than one day you must keep your manager informed on every subsequent day for the first seven days, and then as agreed with your manager, but as a minimum on a weekly basis until your return.

If the absence is due to sickness and continues for seven days or less (Saturday and Sunday included), you must complete a Self-Certification form and give it to your manager. A copy of the Self-Certification form can be found at the end of this handbook.

If absence continues for more than seven days (Saturday and Sunday included), a ‘Statement of Fitness for Work’ (also known as a ‘Fit Note’) signed by your doctor or other treating doctor must be sent immediately to your manager, and thereafter for as long as the absence continues. 

During all periods of absence your manager will maintain contact with you.

Statement of Fitness to Work (Fit Note)
Where a Fit Note indicates that you may be partially fit for work, the doctor may have suggested ways of helping you get back to work; your line manager will discuss this with you. If you return to reduced hours, your pay would reflect this. If we aren’t able to make any adaptations or adjustments to help you return to work, your line manager will explain the reasons to you and will set a date for review. You may then use the doctor’s certificate as if the doctor had advised ‘not fit for work’. 

Statutory Sick Pay (SSP)
You will be entitled to receive Statutory Sick Pay (SSP), subject to regulations, for a maximum of 28 weeks in any period of entitlement. Payment of Company Sick Pay, if any, includes any SSP. 

You will only receive SSP when you are absent for four or more days’ sickness, and only on days on which you would normally be working. SSP is not payable for the first three days of absence (called waiting days). The rate of SSP will vary depending on your normal weekly earnings and the statutory rate. You must also comply with our sickness absence reporting procedures and provide either a Self-Certificate – for absence of seven days or less, or a Fit Note – for over seven days. 

Company Sick Pay 
After the successful completion of the probationary period, and subject to the correct notification and certification process, the Company may, at its absolute discretion, pay full pay of your basic salary up to a maximum of one month in any 12-month rolling window which will include any SSP.

Further amounts of sick pay may be made at the Company’s absolute discretion. 

If you are absent due to incapacity caused by a third party, or for an accident covered by insurance, any payments made by us under the Sick Pay scheme will be a loan. You or your personal representatives must include in any claim you make against a third party or insurance company, a claim in respect of that loan.

Holidays during Absence 
If you wish to take holiday whilst absent (in receipt of Company Sick Pay or SSP), you should book leave and have it authorised in the usual way. Sick Pay will not be paid in respect of any period that is taken as holiday.

The normal restrictions on carrying over holiday entitlement will apply. As such, any holiday accrued but not taken by the end of the holiday year will be lost. The exception to this is if you have not had the opportunity to take your minimum statutory holiday entitlement due to being absent for the whole or part of the holiday year. If this is the case, please speak to us.

Return-to-Work and Absence Meetings
When you return to work following any period of absence, your line manager will usually conduct a return-to-work interview. We want to establish: the reason for and because of your absence; that you are in fact fit to return to work; any medication that you may be taking; and whether we can do anything to assist you. 

Our disciplinary procedures will be used if an explanation for absence is not forthcoming or is not thought to be satisfactory.

Where your line manager is concerned about the level or pattern of absence, they may conduct an informal meeting with you, and/or monitor your attendance and/or deal with the situation under our disciplinary procedure.

Long-term Absence or Absences
In cases of long-term absence, we will normally keep in regular contact with you via your line manager, in order to keep up to date with your state of health and when you might be expected to return. The frequency of such contact will vary according to the particular circumstances and may, for example, be weekly, fortnightly or monthly. 

We may seek to understand your medical condition by obtaining a medical report. We will then meet with you to discuss the content and any recommendations made, and your own view on the situation.

Termination of Employment
Whilst the Company will endeavour to support employees throughout periods of prolonged sickness, a heavy burden is thrown onto colleagues and the Company is unable to plan work effectively. It may therefore be necessary to terminate employment so that a replacement may be recruited. 

Medical/Dental Appointments
Appointments should be made where possible outside working hours, or at the start or end of the day where this is not possible. You must inform your line manager in advance of any appointments and may be asked to make the time up.

Jury Service
If you must attend court for Jury Service or as a witness, please let us know as soon as possible and provide a copy of the court summons to support your request for time off work. Payment of salary during this period is at the absolute discretion of the Company. You will be able to claim an amount for loss of earnings and we need you to provide us with this amount so that it can be deducted from any discretionary pay.

If you attend court and are told your services are not required that day, you must telephone us immediately and then return to work.

Time Off Work
There are a number of occasions where  employees are entitled to take periods of time off to deal with a variety of family and dependant issues. We normally consider family and dependants to cover your spouse or civil partner, child, parent or grandparent or a person who lives in the same household or normally relies on the employee for their care.	
	
Time Off for Dependent Emergencies
We recognise the right of all employees to reasonable amounts of unpaid leave to deal with incidents or emergencies that occur: You may use this leave:

· When a dependant or family member is ill, injured, gives birth or is assaulted.
· When care arrangements unexpectedly break down.
· When a dependant or close family member dies.
· To deal with an unexpected incident involving a child at school.

You should contact your line manager personally prior to the start of their working day or immediately you are aware of the problem if it is during working hours and give the reason for, and expected duration of, the absence.

Carer’s Leave
All employees have a statutory right to take unpaid carer’s leave to provide or arrange planned care for a dependant or family member as detailed.

This may be because the person has:

· A physical or mental illness that will require care for at least three months
· Have a disability as defined in the Equality Act 2010
· Require care because of old age

This entitlement does not cover usual childcare needs.

You are entitled to take one week, unpaid, in a rolling 12 month period. A week is your normal working week and the leave may be taken as one week or individual days or half days.

To take this leave please put the request in writing  to your line manager explaining the situation in full. You must give at least three days notice or twice the number of working days whichever is earlier.

We will always try to approve any request for leave but occasionally due to the needs of the business we may ask you to postpone it.  We will consult with you to find a suitable date within one month of your original request. This will be confirmed in writing to you.
Should you require longer we may agree to you using your holiday entitlement.

Compassionate Leave
An appropriate period of paid leave will be granted at the discretion of management in cases of bereavement involving immediate family. Apart from this, days off for attending funerals or religious services, etc. will be treated as being part of holiday entitlement unless otherwise agreed.

Statutory Parental Bereavement Leave and Pay
If, sadly, you lose a child under 18 and were the legal parents or had primary caring responsibilities, you are entitled to two weeks’ bereavement leave. This also applies if you are a parent who has suffered a still birth after 24 weeks. You will be paid Statutory Parental Bereavement Pay if you have been continuously employed for 26 weeks up until the week preceding the death and meet the qualifying criteria for National Insurance limits.

Leave must be taken in a block of two weeks, or two single weeks, and must be taken within 56 weeks from the date of the child’s death. Notice in the first seven weeks after the death can be given any time before you are due to start on the first day. From the eighth week up until 56 weeks, the notice required is one week. You can cancel or change leave using the notice periods above.
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The Company acknowledges that you may occasionally have problems travelling to and from work due to either severe weather conditions or major disruptions to public transport (for example, train strikes or accidents on the roads). Whilst we understand and are committed to protecting the health and safety of all our employees, we must also ensure that the business and our supporter and contractors are not unduly disrupted by external factors. 

We expect you to report for work regardless of the situation and should therefore make every effort to attend work in all circumstances. You should take steps to obtain advice on the situation from the appropriate external agencies, allow extra time for your journey or make alternative travel arrangements where appropriate. You will still be expected to attend work on time. 

Arriving Late for Work or Leaving Early 
Where the Company accepts that you have used your best endeavours to attend work, but you are unable to do so, we will assess your individual circumstances. If disruptions to travel occur during the working day, your manager will decide whether to allow you to leave early, depending on your individual circumstances. The following will be considered:

· Make up the time at a later date.
· Take any absence from work as part of your annual leave entitlement.
· Take any absence from work as special unpaid leave (in this case, your pay will reduce accordingly to take account of the hours/days you have not worked).
· Be paid as if you had attended work on the day(s) of absence.
· Work from home or otherwise work remotely.

Should the Company decide to close your place of work and it deems that you are unable to carry out work at alternative places or from home, it will pay you your normal working hours. 

Falsifying Claims
In the event of an employee taking time off fraudulently under any of the above sickness and absence policies, we will investigate, and disciplinary action may be taken.


[bookmark: _Toc218508306][bookmark: _Hlk66968553]Family-Friendly Policies


Maternity & Paternity, Surrogacy and Adoption Leave
If you are pregnant or using a surrogate, by the 15th week before the baby is due, you need to provide the following information to us (preferably in writing):
 
· Your expected week of childbirth.
· The date on which you intend to start your maternity leave. You can start your maternity leave anytime from 11 weeks before the baby is due. You can change this date, but you must give us 28 days’ notice of the change. 

If you are adopting, you need to provide the following information to us (in writing):

· Notification of the match with the child, which is provided by the adoption agency. This must be provided no later than seven days after the date you received notification. 
· The date you were notified of having been matched with the child, the date the child is expected to be placed with you for adoption and when you want your adoption leave to start. Adoption leave can start on the day the child is placed with you for adoption or on a date that is up to 14 days before the expected date of placement. You can change this date, but you must give us 28 days’ notice of the change. 

If you are adopting, to qualify for the right to take adoption leave, you must be adopting a child through an approved UK adoption agency. Surrogacy parents may be entitled to adoption leave if they fulfil eligibility requirements. If you are jointly adopting a child with your spouse, partner or civil partner, only one of you will be entitled to take adoption leave. 

All employees are entitled to 52 weeks’ maternity leave and this is made up of 26 weeks’ ordinary leave and 26 weeks’ additional leave. The first two weeks after the birth are compulsory. Or for adoption leave, assuming you are eligible, you may take up to 26 weeks’ ordinary adoption leave and up to 26 weeks’ additional adoption leave, making a total of 52 weeks.

Throughout the maternity and adoption leave you are entitled to all your non-pay related contractual benefits.

If you are not planning to take all your maternity or adoption leave, you must let us know when you will return. You can change your mind but must give us eight weeks’ notice of a change. 

If you decide not to return to work, you are required by law to give the correct notice if you are resigning. However, giving longer is helpful. You are still entitled to statutory maternity pay or adoption pay even if you are not returning to work.

We reserve the right in any event to maintain reasonable contact with you from time to time during your leave. This may be to discuss your plans for return to work, to discuss any special arrangements to be made or training to be given to ease your return to work, or simply to update you on developments at work during your absence.

You are encouraged to take any outstanding annual leave due to you before the commencement of your leave. 

If you are pregnant, we need you to provide us with your MATB1 Maternity Certificate which your midwife will give you when you are about 25 weeks pregnant. 

Adoptive parents must give us the matching certificate or notification that one is being issued within seven days of having been matched with a child or as soon as is practicable.

For any other further information about maternity or adoption leave, please speak to your manager. 

Health and Safety
We have a duty to assess any risks that may affect you at work during your pregnancy. We will provide you with information as to any risks identified in any risk assessment and look at ways in which we can minimise the risk. 

IVF 
You will be entitled to paid time off for antenatal care only after the fertilised embryo has been implanted. From that point onwards, all entitlements are the same. 

Antenatal Care
All pregnant employees are entitled to paid time off to receive antenatal care, provided such care is on the advice of a doctor, midwife or health visitor. Where such appointments can be arranged to take place outside working hours, you should do so. Copies of all appointment times should be given to your line manager. If you are adopting, then the main adopter is allowed up to five paid adoption appointments.

Prospective fathers to be and partners of pregnant women, as well as surrogacy parents and the secondary adopter, are allowed unpaid time off to attend two antenatal appointments. 

Pay & Benefits during Maternity Leave
To receive Statutory Maternity Pay (SMP) you must have been:

· Earning before tax an average that is no less than the lower earnings limit, which applies to National Insurance (NI). This is the amount you must earn to qualify for benefits. You must earn more than this amount before you actually start paying NI.
· Employed by the same employer continuously for at least 26 weeks up to and into the 15th week before the week your baby is due. 

The earliest date that SMP can start is from the 11th week before the week your baby is due and the latest from the day following the birth.

If you continue to work after the 11th week before the week your baby is due, you can choose when you want your SMP to start. SMP will start from any day you choose, once you have stopped work to have your baby. This means that your SMP should start from the first day of your maternity leave.

The start of your SMP will change if:

· Your baby is born before the start of the 11th week, or before the start of your SMP period. If this happens, SMP will start from the day following the birth of your baby. 
· You are off sick from work with a pregnancy-related illness at the start of, or in the four weeks before, your baby is due. SMP will start from the day following the first complete day you are off sick from work for that reason. 

If you are entitled to SMP and you leave your employment with us:

· After the start of the 15th week before your baby is due, but before the start of the 11th week, SMP will start from the beginning of the 11th week before the week your baby is due.
· At any time after the start of the 11th week before the week your baby is due and before the start of your maternity pay period, your SMP will start from the day after you left employment. 

Statutory Adoption Pay (SAP)
Paid adoption leave is available for a child approved by a UK agency. However, some details may vary for parents adopting outside the UK. 

To receive Statutory Adoption Pay (SAP) you must:
· Be the child’s adopter.
· Earn before tax an average that is no less than the lower earnings limit which applies to National Insurance (NI). This is the amount you must earn to qualify for benefits. You must earn more than this amount before you start paying NI.
· Be employed for a continuous period of at least 26 weeks ending before the placement of the child.
· Have received the official matching certificate or notification that it is being issued.

SMP and SAP is paid for a continuous period of up to 39 weeks:
· First six weeks – 90% of your average weekly earnings with no upper limit.
· Remaining 33 weeks – statutory rate or a rate equal to 90% of your average weekly earnings, whichever is lower. 

Maternity Allowance 
If you are not eligible for Statutory Maternity Pay, you may be entitled to Maternity Allowance (MA). To claim Maternity Allowance, ask your local Jobcentre Plus for form MA1.

Pension 
Pension contributions will continue to be made during the period when you are receiving SMP and SAP, but not during any period of unpaid additional maternity or adoption leave. Your contributions will be based on your actual pay, whilst the Company’s contributions will be based on the salary you would have received had you not gone on maternity leave.

Keeping in Touch Days
Whilst you are on leave, we will try to keep you up to date with all that is happening here. This may be to let you know about any changes, to invite you to attend a particular event or to offer a training opportunity. You have the right to refuse to attend. 

If we offer and you wish to accept, you can work up to 10 days during your leave without this affecting your statutory pay.

Returning to Work
Whilst you are under no obligation to do so, it would assist us if you could confirm as soon as convenient during your leave that you will be returning to work as expected.

If you plan to return to work before the end of your additional leave, you must give us eight weeks’ notice. If you come back to work after the ordinary leave, you may return to the same job with the same terms and conditions as you had before your leave. If you return after additional leave, you are entitled to return to the same job on the same terms and conditions. However, if for a good reason we cannot provide this, we will find a position which is at the same level and with terms and conditions at least as good as your previous role.

If you are planning to breastfeed when you return to work, please let us know so that we can carry out a risk assessment and provide suitable rest facilities for you.

Paternity Leave 
To qualify for the right to take paternity leave, you must meet each of the following eligibility criteria:

· You have, or expect to have, responsibility for the upbringing of the child.
· You are either the biological father of the child; or you are married to, are the civil partner or the cohabiting partner of the child's mother; or you are married to, are the civil partner or the cohabiting partner of the child's adopter; or you are one of a couple jointly adopting a child. 
· You are taking the leave to care for the child or to support the child’s mother or adopter.
· You have worked continuously for the Company for 26 weeks calculated as at the 15th week before the expected week of childbirth, or, in respect of an adopted child, calculated as at the week in which the child's adopter is notified of having been matched with the child.

A cohabiting partner is a person, whether of a different sex or the same sex, who lives with the mother or adopter and the child in an enduring family relationship but is not an immediate relative of the mother or adopter. 

If you wish to take paternity leave and are eligible, you are entitled to two weeks from the birth or adoption of a child. You are entitled to take one- or two-weeks’ paternity leave, which can be non-consecutive.  It cannot be taken as odd days. 

You are required to inform the Company of your intention to take paternity leave 28 days before the expected week of childbirth; or in the case of an adopted child, no later than seven days after the date on which notification of the match with the child was given by the adoption agency, unless this is not reasonably practicable. If you wish to change the date of your leave you should give 28 days’ notice.  You are required to provide the following information in writing to the Company: 

· The date the child is expected to be born or adopted.
· Whether you wish to take one- or two-weeks’ paternity leave.
· When you want your paternity leave to start. 

In the case of an adopted child, your notice should also specify the date on which the adopter was notified of having been matched with the child.

Paternity leave can start on any day of the week on or following the child’s birth or placement for adoption. But it must be completed either within the first year of the actual date of childbirth or adoption or, if the child is born early, within the period from the actual date of childbirth up to the first year after the first day of the expected week of childbirth. 

In the case of multiple births from the same pregnancy, only one period of paternity leave is available.

On resuming work after paternity leave, you are entitled to return to the same job on the same terms and conditions of employment as if you had not been absent. 

Statutory Paternity Pay (SPP)
During the period of paternity leave you will receive Statutory Paternity Pay (SPP) if you are eligible to receive it. You are eligible if:

· You have been continuously employed by your employer for at least 26 weeks up to any day in the ‘qualifying week’.
· Earn the statutory minimum.

Your contract of employment continues in force, and you are entitled to receive all your contractual benefits, except for salary. 

Shared Parental Leave (SPL) 
This policy applies to a parent wishing to share traditional maternity or adoption leave. Unpaid parental leave remains, as does the right to take 52 weeks’ maternity or adoption leave. Surrogacy parents may be able to take Shared Parental Leave (SPL) if they fulfil the eligibility requirements.

To take advantage of this provision the mother must commit, in writing, to ending their maternity/adoption leave and pay at a set date, and to share the untaken balance of leave and pay as SPL and pay with their partner. Alternatively, the mother must commit to return to work early from maternity or adoption leave and opt in to SPL and pay at a later date. 

The timescales and process involved to plan SPL is quite complex, so please speak to your line manager if you have any queries or wish to discuss possible arrangements. 

To help understand this policy we have listed the meaning of the following terms:

Mother: the woman who gives birth to a child, or the adopter. 

Adopter: the male or female who is eligible for adoption leave and/or pay. 

Partner: the child’s biological father or the partner of the mother/adopter. This may be a spouse, civil partner or a partner who is in an enduring relationship with the mother and the child.

SPL: Shared Parental Leave.

ShPP: Statutory Shared Parental Pay.

Continuous leave: a period of leave that is taken in one block, for example, four weeks’ leave.

Discontinuous leave: a period of leave that is arranged around weeks where the employee will return to work. For example, an arrangement where an employee will work every other week for a period of three months.

SPLIT day: Shared Parental Leave in touch day.

Match: when an adopter is approved to adopt a named child or children.

Curtail: where an eligible mother brings their maternity/adoption leave and, if appropriate, pay or allowance entitlement to an end early.

This policy applies to employees whether they are the mother or the partner. If it is the mother who is employed by the Company, a partner must follow his/her own employer’s policy if he/she wishes to take a period of SPL. If it is the partner who is employed by us, then their partner must follow their own Company policy. 

Good communication is essential with both employers to ensure requests are dealt with properly.

Are you eligible?
There are some criteria which must be met for this policy to apply. The mother is eligible for SPL if they:

· Have at least 26 weeks' continuous employment ending with the 15th week before the expected week of childbirth or matching date of the child and remains in continuous employment with the organisation until the week before any period of SPL that is taken.
· Have, at the date of the child's birth or placement, the main responsibility, apart from the partner, for the care of the child.
· Are entitled to statutory maternity/adoption leave in respect of the child.
· Comply with the relevant leave curtailment requirements (or have returned to work before the end of statutory maternity/adoption leave), and SPL notice and evidence requirements. 

In addition, for the mother to be eligible for SPL, the partner must:

· Have been employed or been a self-employed earner in at least 26 of the 66 weeks immediately preceding the expected week of childbirth.
· Have average weekly earnings meeting the lower earnings test for any 13 of those 66 weeks.
· Have, at the date of the child's birth or placement, the main responsibility, apart from the mother, for the care of the child.

Partner's eligibility for Shared Parental Leave (SPL)
The partner is eligible for SPL if he/she:

· Has at least 26 weeks' continuous employment ending with the 15th week before the expected week of childbirth or placement of the child, and remains in continuous employment with the organisation until the week before any period of SPL that he/she takes,
· Has, at the date of the child's birth or placement, the main responsibility, apart from the mother, for the care of the child,
· Complies with the relevant shared parental/adoption leave notice and evidence requirements.

In addition, for the partner to be eligible for SPL, the mother must:

· Have been employed or been a self-employed earner during at least 26 of the 66 weeks immediately preceding the expected week of childbirth or placement of the child.
· Have average weekly earnings meeting the lower earnings test for any 13 of those 66 weeks.
· Have, at the date of the child's birth or placement, the main responsibility, apart from the partner, for the care of the child.
· Comply with the relevant leave or pay curtailment requirements (or have returned to work before the end of statutory maternity/adoption leave).

How to Calculate the Amount of Leave Available
The amount of SPL to which an individual is entitled will depend on when the mother brings her maternity/adoption leave period to an end and the amount of leave that the other parent takes in respect of the child. 

The first two weeks following birth are the compulsory maternity leave period and may only be taken by the mother. 

The mother's partner can begin a period of SPL at any time from the date of the child's birth or placement. However, they would lose their entitlement to the two-weeks’ paid paternity leave if this has not been taken before the start of any SPL.

Notice Requirements for Shared Parental Leave
SPL may only be taken in complete weeks but may start on any day of the week. It may be taken in continuous or discontinuous blocks. An employee may only make three leave notice requests, or variations of leave notices, during a period of SPL. A notice for discontinuous leave that has been withdrawn before it is agreed does not count towards the total number of requests for leave that an employee can make.

If the employee submits a period of leave notice requesting discontinuous periods of leave, the Company, in the two weeks beginning with the date the period of leave notice was given, can:

· Consent to the pattern requested.
· Propose an alternative pattern. 
· Refuse the pattern of leave requested.

If the mother wishes to take SPL, a curtailment notice must be provided stating the date the maternity/adoption leave is to end.

A full list of the information and dates to be provided will be provided by the Company; in the first instance ask your line manager. 

Rights during Shared Parental Leave (SPL)
During SPL, all terms and conditions of the employee's contract except remuneration will continue. Pay will be replaced by ShPP if the employee is eligible for it.

Communication and SPLIT Days 
Whilst an employee is on SPL, the Company will try to keep them up to date with important changes and developments within the Company. It is also helpful to discuss the employee’s plans to return to work during this time.

An employee can agree to work for the Company (or to attend training) for up to 20 days during their SPL without that work bringing the period of his/her SPL and pay to an end. These are known as ‘Shared Parental Leave in touch’ (SPLIT) days. If you are entitled to receive ShPP for any week during which you attend work for SPLIT days, you will still receive this in the usual way. In addition, we will also pay you an agreed rate for the work you do during a SPLIT day. 

There is no obligation on the Company to offer work or on the employee to accept it.

Returning to Work following Shared Parental Leave
The employee has the right to return to the same job when returning to work from SPL if the period of leave is 26 weeks or less.

If the employee is returning to work from SPL and the period of leave taken is more than 26 weeks, they have the right to return to the same job unless this is not reasonably practicable. In these circumstances the Company will find another job that is suitable and appropriate for him/her.

Neonatal Care Leave and Pay
If your baby needs neonatal care, you may be entitled to Statutory Neonatal Care Leave (SNCL) and Statutory Neonatal Pay (SNCP). Neonatal care means your baby is getting medical treatment in a hospital or specialized care under healthcare professionals after hospital discharge and remains in neonatal care for a minimum of seven consecutive days, beginning the day after admission.
[bookmark: _Toc218508307]Are you eligible?
Statutory Neonatal Care Leave (SNCL): You can take this leave from day one of your employment if your baby is born on or after 6 April 2025, is admitted to neonatal care within 28 days of birth and you take the leave to care for them. If you have twins or multiples needing neonatal care, your total SNCL remains capped at 12 weeks per parent.
Statutory Neonatal Care Pay (SNCP): You need to have worked for us for at least 26 weeks before your baby’s expected birth, and your earnings must meet the National Insurance Lower Earnings Limit.
[bookmark: _Toc218508308]Statutory Neonatal Care Leave Entitlement
You can take up to 12 weeks of neonatal leave if needed. You get one week of SNCL for each week your baby is in neonatal care after the first 7 days. Leave must be taken within 68 weeks of birth; it can only be taken in whole weeks and can be split into 2 phases or Tiers. Let your line manager know as soon as possible and give them your baby’s birth date, date neonatal care started (and ended if applicable), start date, and duration of leave you want to take.
· Tier 1 Leave (during/immediately after care): you can take non-consecutive weeks if leave starts while your baby is still in care or within 7 days after discharge. Inform your manager before the leave starts, or as soon as possible.
· Tier 2 Leave (after care ends): if leave is taken more than 7 days after neonatal care ends, it must be taken in one continuous block. To take, or cancel booked SNCL you should provide at least 15 days’ notice; for 2+ weeks of leave: provide at least 28 days’ 
If your baby’s care period extends, let us know ASAP. We may request evidence of neonatal care (such as a hospital admission note) to process your request. While on leave, you still accrue annual leave and your non-pay benefits remain unchanged.

[bookmark: _Toc218508309]Statutory Neonatal Care Pay
If eligible, you get up to 12 weeks of SNCP, paid at the statutory rate or 90% of your average weekly earnings. If you don’t qualify for SNCP, you can still take unpaid leave.


Parental Leave
Unpaid parental leave may be taken to look after a child or make arrangements for the good of the child.

[bookmark: _Toc218508310]Eligible employees: 

· All employees employed by the Company for a minimum of one year.
· Employees who have a child or children under the age of 18. 
· Employees who have become the adoptive parents of a child under the age of 18.

A maximum of 18 weeks per child (pro rata for part-time employees) may be taken in total. 

[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: OLE_LINK5][bookmark: OLE_LINK6]If you wish to take parental leave, you should submit an application to your line manager. Leave should normally be taken in one-week blocks (unless your child is disabled), up to a maximum of four weeks in a year. Requests for longer periods will be dealt with on an individual basis. 

You should submit an application to take the time off 21 days prior to leave being taken. The Company must respond in two weeks. We will respond sympathetically to all requests but on occasion may ask you to postpone the leave for business reasons. However, this cannot be for more than six months. Any leave at the time of childbirth or adoption cannot be postponed. 

We will keep a record of parental leave taken. 


[bookmark: _Toc218508311][bookmark: _Toc8389024]Equality & Diversity Policy


Everyone is Welcome
Every person in the Company brings different work and life experiences, skills and knowledge with them to work.

As an equal opportunities employer we actively support human rights, all equality legislation and promote diversity and inclusion throughout the company. Our ethos is to respect and value people’s differences, and to help everyone achieve more at work as well as in their personal lives so that they feel proud of who they are and of the part they play in our success. 

Each employee has the right to be valued, respected and work in an environment which is free from discrimination or harassment and every employee must adhere to these principles. Any form of discrimination, abuse or harassment will result in disciplinary action being taken, including dismissal for serious cases. 

The policy will also be drawn to the attention of supporters / subcontractors / visitors as no member of our staff should be subjected to abuse.

We believe that all decisions about people at work should be based on the individual’s abilities, skills, performance, behaviour and our business requirements. We accept our legal obligations under the Equalities Act 2010, which makes it unlawful to discriminate directly or indirectly in recruitment, employment or after employment on the grounds of:

•	Age. 
•	Disability. 
•	Gender Reassignment.
•	Marriage & Civil Partnership.
•	Pregnancy and Maternity. 
•	Race (which includes colour, nationality and ethnic or national origins). 
•	Sexual orientation.
•	Sex.
•	Religion or belief.

Upon joining, employees will be informed of our Equality and Diversity policy and that they are obligated to comply with its requirements and promote fairness in the workplace. 

Cultural & Religious events
We recognise that you may also wish to take holiday to enable your participation in other religious or cultural events. In these circumstances we will endeavour to approve holiday where possible, but ask that holiday is submitted as far in advance as possible. 

Should you require support at work to enable participation in religious or cultural events (i.e., fasting, private prayer, meditation, etc.) please speak to your line manager.

Transgender Employees/Gender Reassignment 
If you inform us of any changes in your personal circumstances and/or intention to transition, we will discuss any support that may be required and adjustments that we could make to ensure that you are supported both during and after transition.

Your employee records will be updated upon request from yourself though we may need a legal name change for certain records (payroll, pension, etc.).

We will discuss with you how this should be disclosed to colleagues, supporters and contractors. 

Names/Pronouns 
Employees will be addressed by the name and pronoun that they choose. 

Complaints
If you feel that you have been subjected to any form of harassment or discrimination, please raise this with your line manager immediately. Should you require it, our formal grievance procedures ensure sympathetic handling, and hopefully satisfactory resolution, for all aspects of employee concerns or dissatisfaction. 


[bookmark: _Toc218508312]Smoking, Drug and Alcohol Policy


Drug and Alcohol Policy
We recognise that, for a variety of reasons, employees could develop alcohol- or drug-related problems and we are sympathetic to these problems. However, any misuse or abuse of alcohol and drugs presents a serious problem in the workplace. It is our responsibility to ensure, so far as is reasonably practicable, the health, safety and wellbeing of all employees. Employees who are under the influence of drugs and/or alcohol whilst at work may adversely influence their own safety and that of their colleagues. By establishing clear and comprehensive rules, which apply to all employees, we also aim to provide a supportive environment to those with a drug- or alcohol-related problem who are committed to changing their behaviour.

The taking of alcohol and drugs is strictly prohibited before working hours, where appropriate functioning at work would be adversely affected, and at all times during working hours. For the avoidance of doubt, working hours include meals and other breaks.

Definition
Alcohol covers all alcoholic beverages. Drugs include: all Class A, B and C substances; ‘legal highs’ or psychoactive drugs; drugs which are only legally available on prescription; solvents which are misused; and any other drug that has an adverse effect on your ability to carry out your work in a safe and effective way.

Special circumstances
If employees attend social business/supporters functions outside of working hours and are representing the Company, we accept that moderate amounts of alcohol may be consumed. However, employees should stay well within the legal limit if driving. Consuming drugs on these occasions is strictly forbidden. 

Confidentiality
An employee who has a drug- or alcohol-related problem may approach their line manager in confidence, within the provisions of the law, and receive help and support. Any absence during a rehabilitation period will be treated as normal sickness absence.

Where employees are taking medication for a pre-diagnosed condition, the type of drug and its possible contra-indications must be reported to their line manager. This sensitive information will be treated confidentially.

Disciplinary action
Any employee who is found to be:

· under the influence of drugs and/or alcohol during working hours; or
· in possession of, or dealing in, illegal substances 

during working hours will be suspended on full pay pending a disciplinary hearing. This may result in the employee’s dismissal for gross misconduct.

Smoking Policy
This applies to everyone who works here, as well as visitors, contractors or business partners, and applies to any driver or passenger in Company vehicles. It is your responsibility to inform any visitor, whether or not you are responsible for them personally, that they are not permitted to smoke on the premises. You should speak to any manager immediately if any visitor smokes on the premises and refuses to stop when requested, whether by you or anyone else.

In addition to cigarettes, cigars and pipes, electronic cigarettes, vapes, etc. are also banned. 

Smoking is not permitted anywhere on our premises (including Company vehicles) and outside areas including areas such as the car park. 






[bookmark: _Toc409607476][bookmark: _Toc411438147][bookmark: _Toc411439915][bookmark: _Toc411440343][bookmark: _Toc8389023][bookmark: _Toc218508313]Resolving Problems


We believe that by having clear, open and fair procedures for the resolution of problems, we create a basis for the fair treatment of all our team. 

Disciplinary and Grievance Policy
We expect our employees to meet high standards of conduct. Minor departures from our standards may be dealt with informally to avoid the need to engage this procedure. Nevertheless, we recognise that there will be occasions when informal action is not appropriate, and in such cases this policy will be implemented. This policy will not usually be applied in the first two years of an employee’s employment. 

This policy does not form part of your contract of employment and may be altered or amended at the absolute discretion of the Company. We may start this procedure at any stage. 

For disciplinary and grievance issues we may, at our absolute discretion, use an external third party to carry out any part or parts of this procedure.

Disciplinary Procedure
Investigation

· An investigation may be undertaken prior to any disciplinary action.
· You must fully co-operate with any investigation. 
· If you are invited to an investigation meeting, there is no right to be accompanied.

Suspension 
If appropriate, we may suspend you on contractual pay or amend your duties during an investigation process. If you are suspended, your contract of employment will remain in force, but you will not be entitled to access any of our premises except at our prior request, or with our prior consent, and subject to such conditions that we may impose. Any period of suspension when you are unfit to work will be paid in accordance with statutory sick pay only (if eligible).

Disciplinary hearing
If it is decided that there is a disciplinary case to answer, you will be informed of this and invited to attend a disciplinary hearing.

· You are entitled to be accompanied to a disciplinary hearing by a workplace colleague or a trade union representative. 
· You will be given the opportunity to state your case before any decision is made. 
· The chair of the hearing may decide the outcome at the hearing or adjourn the hearing to consider their findings.
· You will be informed of the decision. This will normally be in writing.

Appeals 

· If you are dissatisfied with the outcome of the disciplinary hearing, you may appeal. If you wish to appeal you must do so within five days of the date of the outcome letter (or where no letter is issued, the date you are informed of the decision).
· An appeal should be in writing and must set out the grounds for your appeal along with any accompanying documentation.
· At an appeal hearing, you are entitled to be accompanied by either a workplace colleague or a trade union representative.
· The outcome of the appeal will be conveyed to you, normally in writing. The appeal decision will be final.

Misconduct
Examples of misconduct are:

· Occasional and minor poor timekeeping.
· Minor breaches of our rules.
· Minor failure to observe our procedures.

These examples are not exhaustive or exclusive. Offences of a similar nature will also be dealt with under this procedure.

Misconduct, short of gross misconduct, will, depending on severity, normally result in a written warning. This would normally last for 12 months. If it is a final written warning, this would also normally last for 12 months.

Gross misconduct
Examples of gross misconduct are:

· Unauthorised absence.
· Theft, fraud and bribery (giving and receiving).
· Falsification of records.
· Breaches of confidentiality or trust.
· Fighting or assault.
· Insubordination.
· Failure to obey a reasonable management order.
· Deliberate or reckless acts of damaging Company property or property of another person.
· Serious breaches of Company policies or procedures including health and safety regulations.
· Bringing yourself or the Company into disrepute including creating, transmitting or otherwise publishing any false and defamatory statement about any person or organisation.
· Acting in a manner which undermines the trust and confidence in the employment relationship.
· Bullying, victimisation and/or harassment towards an employee, or external representative of another organisation, including but not limited to directly in person, social media, email or any other communication network.
· Being under the influence of alcohol (including below the drink drive limit) or drugs, and/or consuming alcohol or drugs during working hours.
· Acts of verbal abuse and/or acts of violence or threats of violence towards either an employee, supporter, contractor or representative of another organisation. 
· Possession and/or use of or being under the influence of illegal drugs or legal highs.
· Negligence or incompetence that causes loss, damage or injury, or a serious risk of injury.
· Covert or unauthorised recording of meetings.
· Unauthorised use of the internet including:
· creating, viewing, accessing, transmitting or downloading any material which is discriminatory or may cause embarrassment to other individuals, including material which breaches equal opportunities legislation;
· accessing, transmitting or downloading unauthorised software.
· Breach of our obligations in respect of data legislation including:
· accessing, transmitting or downloading any confidential information about us and/or any of our staff and/or supporters or contractors, except where authorised in the proper performance of your duties;
· viewing, accessing, transmitting or downloading any material in breach of copyright. 

These examples are not exhaustive or exclusive and offences of a similar nature may be dealt with as gross misconduct. Gross misconduct will normally result in dismissal without notice or payment in lieu of notice.

Grievance Procedure
Where you have a grievance relating to any aspect of your employment, you should have no hesitation in raising the matter informally with your line manager.

· If the grievance cannot be resolved informally and you wish to make a formal grievance, this must be set out in writing to your line manager.  
· Where it is not possible to raise the matter with your line manager, for example, if they are absent for a significant period of time, or if the grievance relates to them, you should raise your concerns with a more senior manager. 
· You will usually be invited to attend a meeting to discuss your grievance. You are entitled to be accompanied by a workplace colleague or trade union representative at the grievance meeting. 
· After the meeting the meeting Chair will inform you of their decision in writing. You have the right to appeal against the decision. 
· If you wish to appeal, you must do so in writing within five days of the date of the outcome letter. You will then be invited to attend another meeting, after which you will be informed of the final decision in writing.
· Should a grievance be raised against you by a work colleague, you will be informed as soon as possible. You will be invited to an investigation meeting to discuss the points of what has been raised.  You will be given the opportunity to present your version of events before an outcome is decided.   

Colleagues
We are pleased for work colleagues to support each other through these proceedings, but you are not obliged to do so. Having a colleague present helps to ensure that matters are dealt with fairly and we appreciate your assistance. You are asked to respect the confidentiality of these proceedings and sometimes, where there is sensitive information about individuals or the Company, we may ask you to sign confirming this.

Bullying and Harassment
The Company actively encourages an environment in which everyone is entitled to work without harassment, victimisation and bullying. 

Harassment may be described broadly as ‘unwanted conduct affecting the dignity of people’. Where a particular form of conduct has the effect of making a person feel humiliated, threatened or that their privacy is being invaded, that conduct will constitute harassment and should cease immediately.

We will not condone harassment and the procedure for dealing with complaints is set out below.

The policy applies to employees’ conduct in or out of office hours, when entertaining supporters or contractors at work events.

All employees have a responsibility to comply with this policy and treat all colleagues with dignity and respect. If you believe that you have been subject to, or have witnessed harassment, victimisation or bullying, you must inform your line manager or Director so that we can keep our workplace free from unacceptable behaviour. 

Sexual Harassment

The company takes additional steps to prevent sexual harassment at work. Sexual harassment is defined as unwanted behaviour of a sexual nature, and all employees have a responsibility to ensure that this does not occur at work. 

Employees are encouraged to report any concerns they have in a timely manner to their line manager or The Board of Trustees’ Staffing Committee , whether this is regarding themselves or a colleague. 

Employees who have suffered sexual harassment will be given paid time off for any physical or mental health support.

  
Procedure for dealing with cases of harassment
If you believe you are being subjected to any form of harassment, in the first instance you should ask the offender to stop, or make it clear that such attention is unwelcome. If necessary, ask a friend or colleague to help you do this.

Such an informal approach may be all that is needed, but you should make a note of the details and keep them.

If your request is ignored and the harassment continues, or you feel unable to make the informal approach, please contact your line manager or Director immediately. Details will be taken and should be confirmed in writing by the victim. This constitutes a formal complaint.

Either a manager nominated by the manager who took the complaint, or an independent consultant, will investigate the complaint. Allegations will be dealt with seriously and confidentially and there will be no victimisation of any employee making, or being involved in, a complaint.

Where appropriate, any employee directly involved may be suspended on contractual pay pending investigation.

If the harassment has taken place, the accused will be dealt with in accordance with the disciplinary procedure.

It is hoped that the implementation of this policy will ensure that all our employees work in an atmosphere of mutual trust, dignity and respect.

[bookmark: _Toc409607479][bookmark: _Toc409607547][bookmark: _Toc409609887][bookmark: _Toc411438150][bookmark: _Toc411439918][bookmark: _Toc411440346]Dealing with Poor Performance (Capability)
The success of the Company depends on all employees working together to achieve the best possible standards of performance. We aim to provide support and training to enable all employees to fulfil their potential and deal with any changes that the Company may require.

However, sometimes people perform below the standard that the job requires, although they are not doing anything deliberately wrong.

In these cases, we believe that it is best to deal with these problems openly and fairly and to provide clarity and practical support to improve performance.

[bookmark: _Toc409607480][bookmark: _Toc409607548][bookmark: _Toc409609888][bookmark: _Toc411438151][bookmark: _Toc411439919][bookmark: _Toc411440347]Monitoring performance
We monitor performance formally and informally through regular discussions that your manager will have with you about your job, at the end of projects and through the appraisal process. 

[bookmark: _Toc409607481][bookmark: _Toc409607549][bookmark: _Toc409609889][bookmark: _Toc411438152][bookmark: _Toc411439920][bookmark: _Toc411440348]Dealing with poor performance
[bookmark: _Toc218508314]Informal meetings / investigation

· Initially, your manager will discuss any concerns about your performance informally with you. Often raising issues promptly helps to solve them by identifying acceptable standards and any support that may be needed. 
· If your performance continues to fall short of that required, your manager will arrange a formal meeting to discuss this with you. You will have the right to be accompanied by a work colleague or a trade union representative. The letter inviting you to this meeting will outline what the potential sanction of the meeting may be.
[bookmark: _Toc218508315]Formal meetings 

· At this meeting your manager will explain specific areas of your performance that aren’t acceptable, and you will have the chance to give reasons for this. You and your manager will agree a plan (covering ways in which you can be supported to achieve acceptable standards), a date for review and a clear indication of what will happen if there is no improvement, e.g., transfers, dismissal. 
· A formal performance plan may also be implemented. This will outline specific expectations, targets and timescales to achieve these by.
[bookmark: _Toc218508316]Disciplinary sanctions

· At each stage of the performance management process, a disciplinary sanction may also be issued as an outcome of any formal capability meeting. In line with the disciplinary process, formal sanctions will, depending on severity, normally begin with a written warning being issued. This would normally last for 12 months. If it is a final written warning, this would also normally last for 12 months.
[bookmark: _Toc218508317]Timescales/Termination of employment 

· The timescale for improvement, with formal reviews, will vary depending on the nature of the problem and the role that the employee has within the Company. However, there will be a minimum of two formal capability meetings prior to any dismissal meetings.
· At the final review, overall performance will be assessed and, in most cases, this will be the end of the matter, as performance will have improved as agreed. 
· If sufficient improvements have not been made, consideration should be given to whether you should be transferred to another role better suited to your skills set or, as a last resort, dismissed. 
[bookmark: _Toc218508318]Appeals 

· If you are issued with a formal sanction or dismissed because you are not capable of performing your job to an acceptable standard, you have the right of appeal against this decision. Your appeal should be sent in writing to the nominated individual within five working days of the decision and state the reasons for your appeal. The decision from the appeal hearing will be final.


[bookmark: _Toc218508319]How we do Business


Communication
FoFC is committed to developing effective communications throughout the business. Obtaining everyone’s views and feedback is central to our communication strategy, and we welcome constructive ideas and suggestions from all our team as to how we can improve the Company and make this a better place to work. 

Public Relations
If you receive an enquiry from the media, or even if you just suspect that you are speaking to a member of the press, you must refer them to the Director and/or Communications Consultant]. This is to ensure that the question is dealt with effectively and accurately, to protect the image of the Company.

Conflict of Interest 
The requirements are based on two principles and relate to the activities of you as an employee:

· You will not allow your outside activities to interfere with your work or allow any conflict between your duties and your private interests to affect your ability to carry out these duties effectively.
· You will not make use of, or exploit, the Company, or brand names associated with the Company, your connection with the Company or information obtained in the course of your duties, to further your own private interests or those of any outside organisation, to the detriment of the Company.

Conduct Outside of Work
While working for us, any conduct that takes place outside of work and working hours which could be linked back to the Company and cause damage to the reputation of the Company, or bring the Company into disrepute, will be dealt with formally and you may be disciplined. This includes but is not limited to any conduct that takes place at Company events, while representing the Company, and any conduct that takes place in your personal time. 

Ethical Policy
We have documented quality standards for levels of service given to customers. We monitor these standards and always seek to improve. Similarly, we have high expectations of all our managers and employees about the way in which they conduct their business transactions.

We do not support the offering or acceptance of personal gifts. Any gifts, favour or hospitality offered to a member of staff must be declared to the Director.

Bribery Policy 
We are committed to ensuring that all our commercial dealings meet the highest professional standards. It would never be acceptable for anyone to accept or offer bribes in any business transaction.

Bribes may come in a variety of forms such as corporate hospitality, charitable donations and personal gifts, as well as money. Anyone being offered any of these must report this to their line manager who will advise how to manage the situation. Breaches of this rule will result in disciplinary action up to and including dismissal.

This policy applies to the Directors, our employees throughout the business, suppliers, outsource partners, consultants and to all markets in which we do business.

[bookmark: _Toc456423929][bookmark: _Toc409607496][bookmark: _Toc409607564][bookmark: _Toc409609904][bookmark: _Toc411438164][bookmark: _Toc411439932][bookmark: _Toc411440360][bookmark: _Toc291762708][bookmark: _Toc13493927]Purchasing and Commissioning
The overriding principle is that all dealings with current and potential suppliers and customers are seen to be properly handled, with the application of high standards of objectivity, integrity and fairness.

We are involved in commissioning work and in tenders for contracts with other organisations. Unless the Director or your line manager has given specific permission, you must not provide information, support or assistance to any Company or organisation tendering for work with us that would in any way enhance their chances of being successful in our bid.

Public Interest Disclosure Policy (Whistle Blowing Policy)
We encourage an open culture in all our dealings. Effective and honest communication is essential if malpractice is to be effectively dealt with. The procedure below provides guidelines to all our employees, casual/temporary agency staff, freelancers, trainees, home workers and contractors who feel they need to raise certain issues in confidence.

Should you wish to raise legitimate concerns about specified matters, you are protected as an employee from being dismissed by us or being subjected to detrimental treatment or being victimised, provided certain criteria are met. Certain kinds of disclosures qualify for protection, and these are set out below. These are disclosures of information which you reasonably believe are made in the public interest. They tend to show one or more of the following relevant failures is either happening now, took place in the past, or is likely to happen in the future:

· A criminal offence has been committed including offences such as theft, fraud or acts of bribery.
· A person has failed, is failing, or is likely to fail to comply with a legal obligation which they are subject to.
· A miscarriage of justice.
· A danger to health and safety of any individual.
· Damage to the environment.
· Deliberate covering up of information tending to show any of the above five matters.

The procedure is not a substitute for the Disciplinary and Grievance policy and is not a channel for you to raise matters in relation to your terms and conditions of employment. The procedure allows you to have your concerns treated in confidence. 

Your protection
If you raise a genuine concern, you will not be at risk of damaging your position as a result. Provided you are acting in the public interest it does not matter whether or not your concern proves to be well founded. You must however make your complaint to the right person and in the right way as detailed in this Policy. We do not extend this assurance to someone who acts from an improper motive and raises a matter they know to be untrue.
Your confidence
We will not tolerate the victimisation of anyone raising a genuine concern and anyone responsible for such conduct will be subject to disciplinary action. You may decide that you want to raise a concern in confidence. Therefore, if you ask for your identity to be protected, it will not be disclosed without your agreement. If a situation arises where it is not possible to deal with the concern without revealing your identity (for instance, because your evidence is needed in court or a disciplinary hearing), there will be a discussion as to whether and how we can proceed. This policy does not cover the situation where information about malpractice is received anonymously. However, discretion will be used in the investigation of such information.

How to raise your concern
Stage 1: Internal line management

If you have a concern about malpractice, we hope you will feel able to raise it first with your line manager or a more senior manager. This should be done in writing. It will help if you state the facts of the matter clearly. You can outline how you would like it to be investigated. If you have a direct or personal interest in the matter, you should also tell us at this stage. 

Stage 2: Alternative contacts

If you feel unable to raise the matter with someone in your line management, for whatever reason, please speak to the Staffing Committee.

If you want to raise the matter in confidence, we will ensure that practical measures are put in place to protect your identity. We will contact you by the most secure means. We will not disclose your identity without your agreement, unless we are required to do so by law.

Once you have reported your concern, we will look into it to assess what action should be taken initially. If your concern falls more appropriately within other policies, we will tell you. A manager will be asked to carry out the investigation.

The disclosure will be treated seriously and promptly investigated. As part of the process the worker will be interviewed and asked to provide a written statement. 

Once we have finalised the investigation, any necessary action will be taken.

While the purpose of this policy is to enable us to investigate possible malpractice and take appropriate steps to deal with it, we will give you as much feedback as we properly can. If requested, we will confirm our response to you in writing. Please note, however, that we may not be able to tell you the precise action we take where this would infringe a duty of confidentiality owed by us to someone else.

If you are dissatisfied 
If you are unhappy with our response, you may then go to the proper authority. However, we do ask that matters are reported to us in the first instance. While we cannot guarantee that we will respond to all matters in the way that you might wish, the matter will be handled fairly and properly. By using this policy, you will help us to achieve this.
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IT Security
Technology is an integral part of our business. However, it also poses risks in terms of data breaches, reputational damage and financial impacts.

Any breach of the IT Security policy will be managed in line with the Disciplinary procedure, with a sanction up to and including gross misconduct (or termination of engagement). We may withdraw your internet and/or email access. Examples of gross misconduct are included within the Disciplinary procedure.

Use of the Company’s Computer Systems
You may use our computer systems, or other electronic devices, for the purposes of our business. To reduce the risk to the Company's systems or network, these may only be accessed from your usual workplace (including your home address where this has been agreed) or other Company premises using authorised equipment, or remotely using authorised equipment via secure means.
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You must never access the Company’s systems or networks using an unsecure Wi-Fi connection. 

Email use — general
All communications, including email, should reflect the highest professional standards at all times. You should ensure that you check all emails before sending for accuracy and ensure they are being sent to the correct recipient. 

All emails should be sent from your own business email address, unless otherwise authorised in the proper performance of a colleague’s duties and only for business-related communications. If you receive an inappropriate message, you must delete it immediately and report it. Whilst we have antivirus software, this does not eliminate risk. Be careful when opening unknown emails and report them to our IT consultant if the email is suspicious. You should use password protection of emails where appropriate.

Emails — personal use and monitoring
The email system is primarily for business use. Any personal emails must be minimal and reasonable and take place mainly outside of normal working hours. Personal emails must not affect job performance or otherwise interfere with the business. You should not use the Company email system for personal emails.

We may monitor Company email and instant messaging systems or a network to see if an email is relevant and appropriate to our business, and in other instances not limited to but including:

· Establishing the facts in an investigation.
· Checking you are following legal and Company guidelines for using the system.
· Checking employees using the system in the course of their duties are in line with contractual requirements, Company policy or data protection rights.
· Investigating or detecting the unauthorised use of the system.
· Preventing or detecting crime. 
· Responding to, or reviewing, emails in your absence.

Internet use
Internet use in Company time should be for work-related issues. Any unauthorised use of the internet is strictly prohibited, and we may therefore monitor internet usage (including searches made, the IP addresses of sites visited, and the duration and frequency of visits) if we suspect that an individual has been using the internet inappropriately and in a way that is potentially detrimental to the Company, such as:

· Viewing material that is pornographic, illegal, criminal, offensive, obscene, in bad taste or immoral and/or which is liable to cause embarrassment to us, our staff or to our supporters/ contractors or supplier.
· By spending an excessive amount of time creating, viewing or accessing any webpage, or posting, transmitting or downloading any image, file or other information that is unrelated to your employment.
· Engaging in computer hacking and/or other related activities.
· Attempting to disable or compromise security of information contained on our systems or network of those of a third party.

Monitoring may include internet usage at the workplace, internet usage outside the workplace during working hours using Company systems or network, and internet usage using hand-held or portable electronic devices.

You must not publish confidential or sensitive information or use the Company name in any internet posting (inside or outside work) unless it is approved by your line manager. Information posted or viewed on the internet may constitute published material, so check if it is protected by copyright and meets licence conditions.

In some instances, we may block or restrict access to individual websites.

Passwords and security
You must use passwords on all IT equipment allocated to you. You must keep them confidential and change them regularly. You must not use another person’s username and/or password to access our systems or network, nor allow any other person to use your password(s) unless required for business reasons. 

Bring your own device
Before using your device at work to connect to the Company’s IT systems and/or to access Company information, you must ensure that you follow Company guidelines by discussing this with your line manager. We accept no liability for use of your own devices at work. All confidential information must be transferred to the Company on leaving employment with us. 

Off-site work
Remember that when working off-site, others may be able to view or attempt to access your device. Lock your device when appropriate and do not leave it unattended. Be aware of who can see your screen and avoid using confidential information. You must ensure any internet connection that you use is secure. Your device must be transported securely whilst travelling and should not be left on display in an unoccupied vehicle.

Social media
Any social media produced in the Company name must be approved by the Company’s content creator. It must reflect our values and be in our best interests, be grammatically correct, accurate, objectively justifiable, reasonable and appropriate.

[bookmark: _e3381d67-6455-4d79-8471-290ac305bfa7]Never use your work email address to sign up for personal social media. Please be aware that we may monitor social media use in the same way as we monitor internet usage. Remember that even if you are using social media in a personal capacity, other users who are aware of your association with us might reasonably think that you speak on our behalf and damage our reputation. Harassment, bullying or inappropriate behaviour on social media will be dealt with in the same manner as if the conduct had happened in the workplace and may result in disciplinary action being taken. 

Any contacts created on social media through your employment with the Company are the property of the Company.

Employees using messaging platforms as a communication tool with work colleagues (for example, WhatsApp, Snapchat etc) should be professional and respectful in their language and conduct. Harassment, bullying or inappropriate communication will not be accepted and may result in disciplinary action being taken. Please refer to the full social media policy for further details. 

Artificial Intelligence (AI)
AI tools can help us work more efficiently, but we must ensure they are used responsibly. When we talk about AI we mean: 
· AI Tools - software or system that uses AI to assist with tasks, such as chatbots, content generators, and data analysis tools. 
· AI Output – content, suggestions, or decisions generated by AI tools.
· Personal or Confidential Data – information we describe in our Data Protection Policy and confidential Company information.
We really value your experience, knowledge and skills in making informed decisions, therefore AI should not be used to make final decisions affecting employees, customers, or suppliers without your oversight. Confidentiality is critical for us hence no confidential, sensitive business data, any information covered by Intellectual Property Rights or personal data should be entered into AI tools without your manager’s approval. It must never be used to create misleading, harmful, or unethical content.
Any AI tools that you would like to use must be reviewed by us for security, compliance, and suitability before implementation. Free or unverified AI tools should not be used for business purposes without prior approval and, where possible, preference should be given to AI tools that align with our ethical and data protection standards.
We know that AI can be incredibly useful, but so are your knowledge and skills. As a Company we may use AI to assist, not replace, human expertise. So, it is important that you fact-check AI-generated content before using or sharing it. Never input customer or employee personal data into AI systems unless explicitly authorised. 
When you are using AI-generated content it should always be reviewed for accuracy and appropriateness before being published or acted upon. Any decisions made with AI assistance must have human validation and it should not be used to generate deceptive or misleading material. The Company retains ownership of any AI-generated content created for work purposes.
We may from time-to-time monitor AI usage to ensure compliance with this policy. If you fail to follow this policy, it may result in disciplinary action being taken up to and including dismissal. 
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The security and privacy of your data is taken seriously by the Company, but we need to gather and use information, or ‘data’, about you as part of our business and to manage our relationship with you. The Company is a ‘data controller’ for the purposes of your personal data. We are committed to complying with all our data protection legal obligations regarding how we obtain, handle, process or store personal data.

Our Data Protection policy applies to current and former employees, workers, volunteers, interns, apprentices and consultants. If you fall into one of these categories, you are a ‘data subject’ for the purposes of this policy. You should read this policy alongside your contract of employment (or contract for services), our Privacy Notice, IT policy and any other notice we issue to you from time to time in relation to your data. Any breach of this policy may result in disciplinary action being taken up to and including dismissal. 

A copy of these can be obtained from the person responsible for data in the Company.

We have taken steps to protect the security of your data in accordance with our Data Protection policy. We train staff about their data protection responsibilities as part of the induction process. We will only hold data for as long as necessary for the purposes for which we collected it. 

This policy does not form part of your contract of employment (or contract for services, if relevant) and can be amended by the Company at any time. 

Data Protection Principles
Personal data must be processed in accordance with six ‘Data Protection principles’. It must be:

· Processed fairly, lawfully and transparently.
· Collected and processed only for specified, explicit and legitimate purposes.
· Adequate, relevant and limited to what is necessary for the purposes for which it is processed.
· Accurate and kept up to date. Any inaccurate data must be deleted or rectified without delay.
· Not kept for longer than is necessary for the purposes for which it is processed.
· Processed securely.

How we define personal data
‘Personal data’ means information which relates to a living person who can be identified from that data (a ‘data subject’) on its own, or when taken together with other information which is likely to come into our possession. Personal data includes any expression of opinion about the person and an indication of the intentions of us or others in respect of that person. It applies to data stored electronically, on paper or other materials, but does not include anonymised data.

The types of personal data we collect and use about you is included in the Privacy Notice that is issued with your contract of employment. 

Special categories of personal data
These may be processed for monitoring equal opportunities, managing your absence or complying with deductions from payroll, among other reasons. These categories are defined below and are detailed in your Privacy Notice:

· Your racial or ethnic origin.
· Your political opinions.
· Your religious or philosophical beliefs.
· Your trade union membership.
· Your genetic or biometric data.
· Your health.
· Your sex life and sexual orientation.
· Any criminal convictions and offences.

How and Why We Process Your Data
‘Processing’ the data that we hold includes collection, recording, organisation, structuring or storage, adapting, retrieving, disseminating, aligning and also removing or erasing it. 

The Company will process your personal data if it is needed to perform the contract of employment (or services) between us or to comply with any legal obligation, or if it is necessary for our legitimate interests (or for the legitimate interests of someone else). The Privacy Notice covers the reasons for collecting and processing your data, and when and who we share it with. We can process your personal data for these purposes without your knowledge or consent. However, we will not use your personal data for an unrelated purpose without telling you about it and the legal basis that we intend to rely on for processing it. We will only process special categories of your personal data in certain situations in accordance with the law. 

We do not take automated decisions about you using your personal data or use profiling in relation to you. 

Sharing Your Personal Data
Sometimes we might share your personal data with group companies or our business partners, contractors and agents in order to carry out our obligations under our contract with you or for our legitimate interests; these parties are required to hold data legally and confidentially. These parties are detailed in your Privacy Notice.

We do not send your personal data outside the European Economic Area. If this changes, you will be notified of this and the protections which are in place to protect the security of your data will be explained. 

How You Should Process Personal Data for the Company
Everyone who works for, or on behalf of, the Company has some responsibility for ensuring data is collected, stored and handled appropriately, in line with this policy and the Company’s IT policy. 

You should only access personal data covered by this policy if you need it for the work you do for, or on behalf of, the Company and only if you are authorised to do so. You should only use the data for the specified lawful purpose for which it was obtained and follow the following principles:


· Do not share personal data informally; keep it secure and don’t share it with unauthorised people.
· Regularly review and update personal data which you have to deal with. Update us if your own contact details change.
· Do not make unnecessary copies or keep personal data. Dispose of any copies securely.
· Consider anonymising data or using separate keys/codes so that the data subject cannot be identified.
· Do not transfer personal data out of the European Economic Area except in compliance with the law and with authorisation of the person responsible for data in the Company.
· Lock drawers and filing cabinets. Do not leave papers with personal data lying about.
· Do not take personal data away from Company premises without authorisation.
· Ask for help from the person responsible for data in the Company if you are unsure about data protection or the IT Policy, or if you notice any areas we can improve upon.


How to Deal with Data Breaches
We have robust measures in place to minimise and prevent data breaches from taking place. Should a breach of personal data occur, please inform our Data Protection Officer immediately and keep any evidence you have in relation to the breach. We will take the appropriate action. 

Subject Access Request (SAR)
Data subjects can make a ‘Subject Access Request’ (‘SAR’) to find out the information we hold about them. If you would like to make a SAR in relation to your own personal data, you should make this in writing to the person responsible for data in the Company. We will comply with all legal requirements. If you receive a SAR, please pass it on to the person responsible for data and ensure that you keep any information regarding it. 

Your Data Subject Rights
The law provides clear rights with regard to your data protection; a full list can be found on the Information Commissioner’s Office website (www.ico.org.uk). This website has further information on your rights and our obligations, and also on the route for you to make a complaint. The following are the key, but not exhaustive, list of rights:

· The right to information about what personal data we process: how and on what basis. 
· The right to access your own personal data via a SAR.
· The right to correct any inaccuracies in your personal data, by contacting the person responsible for data in the Company.
· The right to request that we erase your personal data where we were not entitled under the law to process it – or where it is no longer necessary to process it for the purpose it was collected – and have access temporarily restricted. To do this, you should contact the person responsible for data in the Company.
· The right to object to data processing where we are relying on a ‘legitimate interest’ to do so, and you think that your rights and interests outweigh our own and you wish us to stop; or for use in direct marketing.
· The right to receive a copy of your personal data and to transfer your personal data to another data controller. 
· The right to be notified of a data security breach concerning your personal data.
· The right not to give your consent for processing of personal data, or to withdraw this later by contacting the person responsible for data in the Company.

Review
The Company’s Data Protection Officer  is responsible for reviewing this policy. You should direct any questions in relation to this policy or data protection to this person and address any written requests to them.
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Notice Period
Sadly, you may choose to leave us, and if/when you do, it would be appreciated if you could give as much notice as possible in writing to your line manager. The least amount of notice you are required to give is detailed in your contract of employment. 

Those with a Company vehicle must return it on the day of termination, cleaned inside and out. 

References
If you have left to join a new Company, the prospective employer will usually request a reference. We will check that you consent to us providing a reference. All references will be true, accurate, fair and non-discriminatory.

We operate a strict policy of only providing factual information relating to employment dates for current or former employees. Requests should go to the employee’s line manager who will provide the information and explain this policy.

Where managers are asked to provide a reference in a personal capacity (e.g., as a friend) for past or present employees, they must make this clear and not under any circumstances use our headed paper. 

Reference requests from banks, building societies, other lenders or landlords should be provided by the Director.

Retirement 
For employees who have reached or are approaching retirement, we will support this major change in your life and will develop an individual plan to meet each person’s needs. This may include a phased reduction in working hours, financial planning assistance and lifestyle guidance.

Redundancy
We are committed to providing a stable working environment for employees, consistent with the need to manage the business effectively and economically. When redundancies need to be considered, we will manage the process sympathetically and support employees during the consultation process. We will comply with all statutory obligations.

Final Salary P45
Your final salary will be paid at the usual time and will take into account any adjustments in respect of overpayment to you, monies owed by you or by us, or outstanding holiday pay. Your P45 will be prepared at the same time and forwarded to your home address.
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TO BE COMPLETED FOR ABSENCES OF UP TO SEVEN CONSECUTIVE DAYS

Employee name: ______________________________________________



	
PERIOD OF ABSENCE

I certify that I was absent from work:

First day sickness: _______________ Last day sickness: _______________ Total days absent: _______________

Record ALL days of sickness including weekends or non-working days.

Give brief details of the reason for absence which prevented you from attending work. (If off sick, 
words like ILL or UNWELL are not enough – please be specific.)

_______________________________________________________________________________________________

_______________________________________________________________________________________________


Did you visit your doctor *YES/NO.  Date of visit: ____________________________________________________ 

Did you obtain a doctor’s certificate *YES/NO. Attached *YES/NO

Doctor’s name and address: _______________________________________________________________________

I declare this information is complete and accurate and that I am now fit to return to work.



Signed: _________________________________________ Date: _________________________________________


Countersigned: _________________________________________ manager/supervisor



	
No payment for any period of sick leave will be authorised unless this form is completed to the Company’s satisfaction. Any false declaration on this form will be regarded as an act of misconduct and managed in line with the Disciplinary policy.








Approved by Trustees
XX/XX/2026

To be reviewed by
XX/XX/2026
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