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EMPLOYEE INFORMATION PACK/STAFF HANDBOOK

1.
WORKING ARRANGEMENTS

The following should be read in conjunction with the Contract of Employment statement and the rules and disciplinary procedures, and as such forms part of that contract.

2.
EQUAL OPPORTUNTIES & DIVERITY

EQUAL OPPORTUNITIES & DIVERSITY POLICY

Objective

Ensure that the opportunities for self-development are open to all learners and staff. That the facilities and resources are suitable and adequate for the purpose of training & learning and that all participates have the same opportunity. That no member of staff or learning participant should be treated less favourable or disadvantaged in anyway. Maintain a culture and environment, which is open to the diversity of staff, and participating learners.

Policy

That all staff and participating learners have the same opportunities regardless of:

Sex, Marital Status, Disability, Religion, Sexual Preference, Political Belief, Social Class, Colour or Age

Administration

The company will designate a member of staff to act as an Equal Opportunities Officer.

Ensure compliance and adhere to legal obligations under the Race Relations (Amendment) Act 2000, the Sex Discrimination Act 1999, the Equal Pay Act and the Disability Discrimination Act 1995, The Protection from Harassment Act 1997 and the Human Rights Act 1998.

Instruct all sub-contractors and placement providers an issues relating to equal opportunities.

Initiate appropriate disciplinary procedures against anyone contravening this policy.

Investigate any grievance contravening this policy.

Responsibilities

It is the responsibility of all staff and participating learners to accept their personal involvement in the application of this policy. However, the management team have a specific responsibility to ensure that it is communicated, understood and practised by all staff and participating learners. The management team will monitor and document an annual equal opportunities development plan to ensure compliance with this policy.

Summary

Every participating learner and staff member is entitled to a working environment, which promotes dignity and respect to all. No form of discrimination, intimidation, bullying or harassment will be tolerated. This policy will be monitored and reviewed annually.
3.
SICKNESS ABSENCE RULES & PROCEDURES

There is no entitlement to paid sickness benefit other than Statutory Sickness Pay during the first six months probation of employment. On successful completion of six months service, employees will qualify for 10 days payment for authorised absence from work for certified sickness and may accrue and qualify for an additional 5 days after a period of 5 years service.

The benefits outlined above are discretionary and may be suspended where the management have a justified belief that employees are absent for other reason other than accredited sickness.

Employees must contact their head of department or the general office by 10.00am on the first day of sickness. Where this is not possible because of the nature of the sickness employees must contact their head of department or the general office as soon as possible. If the employee is unable to make contact they should endeavour to make arrangements for somebody else to contact on their behalf.

A self-certification is required for all sickness absence of up to 5 days. Sickness absence beyond this time must be supported by an authorised medical (doctors note or panel note) certificate. 

Employees may be interviewed upon their return before commencement of duties. No member of staff will be allowed to return until they have been ‘signed off’ and cleared by their doctor as fit for returning to work.

Frequent absences on the grounds of sickness will lead to the management requesting that the employee obtain a medical report as evidence of their suitability for continuing in employment, in their current role.

Management reserve the right to request employees, at their own expense, to undergo an independent medical examination to provide medical evidence of any condition affecting their ability to continue to undertake the work for which they have been employed. This will be done in accordance with statutory requirements and safeguards. It is a condition of employment that any such request when made is fully complied with.

EMPLOYEE SICKNESS FORM

	Name


	

	Date 


	

	Number of Days Sickness 
	

	Dates of Sickness


	
	
	
	
	


Periods of sickness more than 5 days requires a doctors/panel note

	Details of your Sickness
	

	
	


	Name & Address of your Doctor
	

	
	


	Declaration
	

	Signature
	Date


EMPLOYEE AUTHORISED ABSENCE FORM

	Name


	

	Date 


	

	Number of Days Requested
	

	Dates of Absence


	
	
	
	
	


	Authorised by
	

	Head of Department


	
	Date
	

	Operations Director


	
	Date
	


· Please note that any request has to authorised by both Head of Dept and Operations Director.

· Please forward this completed request to your Head of Dept. 

· Once your request has been recorded and authorised you will be informed about the outcome by your Head of Dept.  

· The Operations Director will make the final decision over any dispute involving  requests for authorised absence.

Office use only

Processed in personnel record by ______________________________ Date_______________

Request Accept (Y/N) 
Request Denied (Y/N) 
Copy Filed (Y/N)

4.
HOLIDAY ENTITLEMENT

 Holiday entitlement (excluding statutory and public holidays) is 20 days per year (pro-rota for part-time employees). After 5 years service you are entitled to 3 additional days holiday, after 10 years service you are entitled to 2 additional days holiday.

Statutory & Public holidays include; January the 1st, Good Friday, Easter Monday, May Day, Spring Bank Holiday, Late Summer Holiday, Christmas Day and Boxing Day. The actual holiday dates will be published as early as possible each year.

All annual holiday entitlement must have prior approval from your line manager. The notice you give to take a holiday should be at least twice that of the number of holidays you wish to take.

The correct company holiday request form should be used when requesting holidays.

Payment for statutory or public holidays will not be made unless both the working days preceding and following the holiday have been worked, except where they form part of an annual holiday or covered by an authorised medical statement.

Where too many employees request the same holiday period, management will grant holidays on a first requested first granted basis.

It is the policy of this company not to allow any holidays to be carried over to the next year or payment in lieu of any non-taken holidays. ‘Use them or loss them’.

Unused accrued holidays pay will not normally be paid upon termination of employment.

EMPLOYEE HOLIDAY REQUEST FORM

	Name


	

	Date 


	

	Number of Days 


	

	Dates of Holiday


	
	
	
	
	

	
	
	
	
	
	


	Authorised by
	

	Head of Department


	
	Date
	

	Operations Director


	
	Date
	


· Please note that any request has to authorised by both Head of Dept and Operations Director.

· Please forward this completed request to your Head of Dept. 

· Once your request has been recorded and authorised you will be informed about the outcome by your Head of Dept.

· Holiday requests will be treated in order of priority by date of request.

· The Operations Director will make the final decision over any dispute involving duplicated holiday requests.
Office use only

Processed in personnel record by ______________________________ Date_______________

Request Accept (Y/N) 
Request Denied (Y/N) 
Copy Filed (Y/N)
5.
RULES & DISCIPLINARY PROCEDURE

INTRODUCTION

The purpose of this document is to define the rules, which apply to you in accordance with the requirements of current employment legislation. It is your duty to observe the following rules and to behave at all times in a reasonable way towards your fellow employee, the company, its suppliers and the learners.

Failure to comply with the following general rules will render you liable to disciplinary action. This may involve the issue of warning and the possibility of dismissal. The following list of rules is not exhaustive. It is your responsibility to ensure that you understand these rules and any particular rules of your department.

SAFETY

The company will do all in its power to ensure your welfare and safety whilst at work. Any action by you which endangers the health and safety of yourself or another person whilst at work may lead to disciplinary action being taken.

You must observe any published safety notice, and the fire and emergency procedures.

All accidents, no matter how slight, must be reported and entered into the accident book.

Smoking is not permitted in any building.

Any potential hazard or unsafe condition or practice must be reported immediately.

Employees must wear the personal protective equipment (PPE) provided by the company.

TIMEKEEPING

You are responsible for attending punctually for work in accordance with the hours define within your contract of employment and the circumstances of your department.

You may not leave work prior to your normal finish time without permission from your line manager. In the event that you have had agreed time off during the working day, you must report to your line manager informing them of your return.

Lateness for work may result in your salary being reduced accordingly. Continued periods of lateness may result in disciplinary action.

You must ensure that the signing in book is completed and any timesheets reflect a true and accurate record of your hours worked.

ABSENCE FROM WORK

Prior written permission must be obtained before absence commences for all absence other than sickness or accident.

Refer to the sickness procedures for any absences due to sickness or ill health.

Absenteeism which appears to be unreasonable or unwarranted will not be accepted and may result in loss of pay and disciplinary action.

Unauthorised absence is deemed a breach of contract.

COMPANY PROPERTY

You must not remove material or equipment of any kind from the company premises or any other place of work without prior written permission.

The company’s time, materials or equipment must not be used for any unauthorised work.

The company reserves the right to conduct searches of person or property including vehicles.

Employees must obtain prior approval, from line manager, for the private use of telephones, faxes, photocopiers, email and post. Charges may be raised for use.

The private mobile phones may only be used during break times and lunch periods. Emergency messages are the only exception to this rule. 

Private mobile phone should be turned off during the delivery of classroom or workshop sessions.

GENERAL

You are expected to act to the best interests of the company and act in a professional manner. Any conduct detrimental to the interests of the company or deemed damaging to the public image shall be considered a breach of company rules.

All authorised notice displayed are to be read and observed.

Reporting for work under the influence of drink and or non-prescribed drugs is forbidden.

You must not perform, plan, arrange or carry out any work or activity for another company, which is deemed to be a competitor.

To ensure maximum efficiency you have been engaged on the basis that you will be prepared to undertake reasonable duties other than those for which you have been specifically engaged.

You are expected to co-operate with the management to ensure the successful application of the equal opportunities policy.

Failure to achieve and maintain a reasonable standard of workmanship and cleanliness and to show a conscientious approach to the job or to the detail of that job to the standard that may reasonably be expected may lead to disciplinary action.

Failure to show the skill or aptitude required for the job, especially where such skills were claimed or implied at the time of your employment commencing, will lead to disciplinary action.

Failure to follow the correct dress code of the company may lead to disciplinary action. While in a workshop the delivery staff will be required to wear the appropriate PPE at all times i.e. safety books, overall or overcoat, barrier cream or groves and goggles and ear defenders if necessary. While in the classroom environment the delivery staff are required to wear smart suitable clothing including shirt & tie for men and smart appropriate non-revelling clothing for women. This same dress code applies to admin staff. Your line manager will dictate and manage the appropriateness of the dress code.

GROSS MISCONDUCT

The following acts are examples of gross misconduct and as such will render employees liable to summary dismissal i.e. dismissal without notice. This list is not exhaustive.

Fighting, physical assault or dangerous horseplay

Failure to carry out a reasonable and lawful instruction by line manager during working hours.

Use of aggressive behaviour or excessive bad language on company’s premises.

Theft, wilful damage or negligence resulting in damage to property or injury.

Fraud

Alcohol and or drug abuse

Careless or reckless of staff permitted to drive company vehicles

Failure to inform the company of conviction against driving or loss of licence or points awarded against your licence if driving is an essential part of your job function.

Sexual offences including harassment and sexual misconduct at work.

Falsifying timesheets or receiving and accepting monies for which you are not entitled.

Breach of health and safety

Unlawful breach of race relations act or the disability discrimination act.

Smoking within the building.

Inappropriate use of the internet / email.

DISCIPLINARY PROCEDURE

Depending on the severity of the offence, disciplinary action may take one of the following forms:

A Verbal Warning recorded within your personnel file

A Written Warning one copy of which will be retained by you and one enclosed within your personnel file

A Final Written Warning advising you that further breaches of these rules will render you liable for dismissal. One copy of which will be retained by you and one enclosed within your personnel file

Dismissal with or without notice depending on the severity of the offence.

You may appeal against disciplinary action taken against you by applying within two working days, in writing, in accordance with the appeals procedure.

At all stages of the disciplinary procedure you will have the opportunity to reply to the allegation made against you and to have a representative accompany you during the proceeding. This does not apply to those who have been summarily dismissed.

EMPLOYEES RIGHT OF APPEAL

Employees have the right of appeal against any disciplinary action taken against them with the exception of a verbal warning and summary dismissal. The appeal procedure set out below should be followed in all cases. The final decision of any appeal rests with the Directors of the company.

Should you wish to appeal against any disciplinary action taken against you, you must write to the Operations director within two working days of the disciplinary action occurring. Your letter must state clearly the grounds for your appeal and the outcome you are seeking.

Your appeal will be considered as soon as possible and a meeting to discuss the matter fully. The outcome of the appeal will be binding on all concerned.

The results of the appeal, together with copies of all related correspond, will be retained in your personnel file.

You will be allowed to have a representative accompany you during the proceeding

GRIEVANCE PROCEDURE

Where you have a grievance relating to any aspect of your employment you should follow the procedure set out below:

You should first raise the issue with your line manager. This should be done in confidence giving full details of the issue in writing.

Should your line manager fail to resolve the issue or is unable to resolve the issue within seven working days then that line manager should inform the Operations Director.

Should the Operations Director be unable to resolve the issue than the matter will be reported to the Board of Directors for a settlement. The decision of the Board of Directors is final.

The results of the grievance, together with copies of all related correspond, will be retained in your personnel file.

You will be allowed to have a representative accompany you during the proceeding.
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