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[name  of company]

EMPLOYEE HANDBOOK 

Dated [ ]

INTRODUCTION

This handbook is prepared for the purposes ensuring that all employees and managers understand how the [Company] wishes to operate and manage its employees. 

The handbook is divided into two sections; 

1. [Company] Rules which are contractual and incorporated into every employee's terms and conditions of employment; and 

2. Policies and procedures which are non contractual and are included for guidance purposes only. 

COMPANY RULES 

DEFINITIONS

In this handbook the following words and expressions have the following meanings:- 

1.1 
"Associated Company" means any subsidiary or holding company of the Company or another subsidiary of any such holding company; 

1.2 
"the Board" means the board of directors for the time being of the Company and includes any committee of [and/or any person designated by] the Board; 

1.3 
"Business" means all or any business or commercial activities carried on from time to time by the Company or (where applicable) any other Group Company; 

1.4 
"Group" means the [Company and any Associated Company] or [Holding company and any company (including the Company) which is for the time being a subsidiary of the Holding Company; 

1.5 
"Group Company" means any company within the Group; 

1.6 
"Holding Company" means [**] or such other company as may from time to time be the holding company of the Company; 

1.7 
"Managing Director" means a managing director for the time being of the Company or other person performing the office of chief executive; 

1.8 
"personal data" is any information that relates to another during his or her lifetime and from which (or from which together with other information in or likely to come into the possession or control of the Company or any data processor instructed by the Company) that person can be identified and includes any expression of opinion about and any indication of the intentions of the Company or anyone else towards that person; 
1.9 
"processing" data includes obtaining, recording, organising, adapting, altering, retrieving, combining, disclosing, transmitting, erasing and otherwise using data and holding data in hard copy and computer readable form; 

1.10
 "salary" means the salary and benefits payable in accordance with c1ause[s] [**] of each employee's terms and conditions of employment; 

1.11 
"sensitive personal data" is personal data relating to racial or ethnic origin, political, religious or similar beliefs, membership or non-membership of any trade union, physical and mental health or condition, sexuality and sexual practices, the commission of and involvement in and the outcome of any proceedings relating to an alleged criminal offence; 

1.12 
"sickness" means any illness or other similar reason preventing an employee from properly performing his/her duties under this Agreement; and 

1.13 
"Subsidiary' and "holding company" have the meanings given to them by the Companies Act 1985 Section 736. 

2 
Normal Hours of Work 

2.1 
Normal hours of work are as set out in each employee's terms and conditions of employment but may be changed from time to time by the Company giving reasonable notice. 

3 
Company Holiday Entitlement 

3.1 
The holiday year runs from [ ] to [ ]. 

3.2 
If employees are required to work on a normal statutory/bank holiday they will be entitled to a paid day off in lieu. 

3.3 
Holidays must be agreed in advance with the Company. 

3.4 
Unused holiday entitlement may not be carried forward to a subsequent holiday year without the prior consent of [a director of the Company] [line manager] except where a period of ill-health, statutory maternity, paternity or adoption leave has prevented an employee from taking it in the relevant year. 

3.5 
If employees start or leave their employment during a holiday year their Company holiday entitlement will be calculated on a pro rata basis. 

3.6 
Upon termination of an employee's employment they will be paid in lieu of any unused holiday entitlement unless their employment is terminated by reason of gross misconduct in which case the employee will be paid £1.00 in lieu of any unused entitlement. Alternatively if an employee has taken holiday in excess of their entitlement they will be required to repay such amount to the Company. Any sums so due may be deducted from any money owing to the employee. The Company reserves the right to require employees to take any unused holiday entitlement during their notice period even if booked to be taken after the end of the notice period. 

4 
Notification of Sickness or other Absence 

4.1 
If any absence has not previously been authorised by the Company employees must inform the Company of the fact of their absence and the full reasons for it within 30 minutes of their expected start time on each working day of absence until a medical certificate is provided to the Company. 

4.2 
If an employee is absent from work due to sickness or injury which continues for more than seven days (including weekends) they must provide the Company with a medical certificate by the eighth day of sickness or injury. Thereafter doctors' medical certificates must be provided to the Company to cover any continued absence. 

4.3 
Immediately following their return to work after a period of absence which has not previously been authorised by the Company employees must complete a Sickness Self Certification form. 

5 
Sick Pay 

5.1 
The Company operates the statutory sick pay ("SSP") scheme and employees are required to cooperate in the maintenance of necessary records. 

5.2 
In addition the Company may, entirely at its discretion and subject to the employee complying with the notification procedures for sickness absence, in each calendar year pay additional sick pay equivalent to [basic salary] for the first [**] weeks and thereafter [**%] of basic salary for a further [**] weeks, less such sums as the employee may be entitled to receive by way of SSP, Social Security Sickness Benefit, other benefits, [or under any permanent health insurance policy provided by the Company] (whether the benefits are claimed or not). 

5.3 
If an employee's absence shall be occasioned by the actionable negligence of a third party in respect of which damages are recoverable, then all sums paid by the Company shall constitute loans to the employee who shall: 

(i) 
forthwith notify the Company of all the relevant circumstances and of any claim, compromise, settlement or judgment made or awarded in connection therewith; 

(ii) 
if the Company so requires, refund to the Company such sums as the Company may determine, not exceeding the amount of damages recovered by the employee under such compromise, settlement or judgment in respect of their loss of earnings during the period of incapacity. 

5.4 
Employees must inform the Company forthwith of their entitlement to all state social security benefits to which they may be entitled to by reason of sickness as the benefits become payable and whether or not they are claimed. 

5.5 
No discretionary sick pay in addition to SSP will be paid in respect of any period or periods of absence from work, whenever occurring, exceeding a 
total of [ 
] working days if caused wholly or in part by the same sickness. 

5.6 
During any period for which an employee is in receipt of additional discretionary sick pay from the Company the employee must not undertake any other work during the hours which they would otherwise have been working and in respect of which the payment is made [without the prior consent of the Company] as any discretionary payment is made on the basis that the employee is otherwise without income. 

5.7 
[The Company reserves the right to terminate any employees employment at any time during any absence due to sickness, injury or incapacity regardless of whether or not the employee remains entitled to SSP or any discretionary sick pay or any payment under a permanent health insurance scheme.] 

6 
Pension

6.1 
Employees are entitled to become members of the pension scheme. Full 

details of which can be obtained from [ 
]. 

7 
Other Employment 

7.1 
The Employees must devote the whole of their time attention and abilities during their hours of work for the Company and to their duties for the Company. Employees may not under any circumstances whether directly or indirectly undertake any other duties of whatever kind during their hours of work for the Company. 

7.2 
Employees may not without the prior written consent of [ 
] (which will not be unreasonably withheld) engage whether directly or indirectly in any business or employment outside their hours of work for the Company. 

8 
Place of work 

8.1 
The address of the Company's headquarters is stated in clause[x] of each employee's terms and conditions of employment 

8.2 
Employees may be required to work at any of the Company's premises or at the premises of its customers clients suppliers or associates within the United Kingdom from time to time. Employees will be reimbursed for any expenses properly incurred in connection with such duties in accordance with the Company's Expenses Policy as amended from time to time. 

9 
[Company] Vehicle 

9.1 
Employees may required to use their own vehicle on Company Business. If this is necessary the employee should obtain the prior approval of [ ] and the employee is responsible for ensuring that the vehicle is adequately insured. 

Or 

9.1 
To assist in the performance of employee's duties, they may be provided with a motor vehicle, the type, make, value and periodic removal and replacement of which will be entirely within the discretion of the Company. Under no circumstances may any such vehicle be used for private purposes or otherwise than in connection with the performance of the employee's duties. 

9.2 
If provided with a motor vehicle by the Company, then for so long as this is entrusted to the employee's care they must:- 

9.2.1
 comply with any reasonable directions of the Company with regard to its use, care and maintenance; 

9.2.2 
at all times take good care of the vehicle and ensure that the provisions and conditions of any policy of insurance relating to its use are observed and that such insurance is adequate for the use to which it is put; 

(a)  ensure that at all times the vehicle displays a valid road fund licence; 


(b) 
ensure that at all times the vehicle meets all legal requirements relating to its condition and that the employee observes all legal requirements governing its use; 


(c) 
ensure that the employee holds a full and valid driving licence for such vehicle; 


(d) 
not permit the vehicle to be taken out of the United Kingdom without the written permission of the Company; 


(e) 
at all times maintain a written record of mileage undertaken in such vehicle and the reasons for such mileage and, on demand, produce the same for inspection by [the Managing Director]; 


(f) 
on reasonable notice from the Company and without notice immediately upon the termination of the employee's employment, return the vehicle, its keys and related documents to or at the Company's direction and the employee hereby grants the Company and its servants and agents an irrevocable licence to enter the employee's property to collect the same. 

9.3 
Employees will not be entitled to compensation for the removal or loss of use of any vehicle provided by the Company whether such removal or loss of use occurs during or upon the termination of the employee's employment. 

10 
Expenses

10.1 
The Company will reimburse to employees all reasonable expenses properly authorised and incurred by them in the proper performance of their duties provided that on request they provide the Company with such vouchers or other evidence of actual payment of such expenses as the Company may reasonably require. 

11 
Confidentiality

11.1 
Employees are aware that in the course of their employment with the Company they will· have access to and be entrusted with information in respect of the business and financing of the Company or any Group Company and [its/their] dealings, transactions and affairs, all of which information is or may be confidential. 

11.2
 Employees will not (except in the proper course of their duties) without the previous consent of the Company in writing under the hand of a Director duly authorised by the Board during or after the period of their employment with the Company divulge to any person whatever or otherwise make use of (and shall use their best endeavours to prevent the publication and disclosure of) any confidential information concerning the business or finances of the Company or any such confidential information concerning any of the Group Companies or any of its suppliers or customers. 

11.3 
Employees must not remove any documents or tangible items which belong to the Company or which contain any confidential information from the Company's premises at any time without prior authorisation. 

11.4
 All notes and memoranda of any confidential information concerning the business of the Company or any of its suppliers or customers which shall be acquired received or made by employees during the course of their employment shall be the property of the Company and shall be surrendered by them to someone duly authorised in that regard at the termination of their employment or at the request of the Company at any time during the course of their employment as must all other property of the Company which may include keys, security cards and computer equipment. 

11.5 
Employees must if requested by the Company delete all confidential information from any re-usable material and destroy all other documents and tangible items which contain or refer to any confidential information and which are in their possession or under their control. 

12 
Intellectual Property 

12.1 
It is anticipated that in the course of an employee's duties they may make or discover intellectual property and in this respect they have a special obligation to further the interests of the Company. 

12.2 
Intellectual property includes patents, registered or unregistered trade marks and designs, utility models, copyrights including design copyrights, applications for any of the foregoing and the right to apply for them in any part of the world, discoveries, creations, inventions, or improvements upon or additions to an invention, confidential information, know how and any research relating to the above, business names whether registerable or not, moral rights and any similar rights in any country. 

12.3 
Subject to the provisions of the Patents Act 1977 and the Copyright, Designs & Patents Act 1988, if at any time during an employee's employment they make or discover or participate in the making or discovery of any intellectual property relating to or capable of being used in the business carried on by the Company, they must communicate the details forthwith to the Company and such intellectual property will be the absolute property of the Company. At the request and expense of the Company, an employee must give and supply all such information, data, drawings and assistance as may be necessary to enable the Company to exploit the intellectual property to best advantage and must execute all documents and do all such things as may be necessary or desirable for obtaining patent and other protection for the intellectual property in such parts of the world as may be specified by the Company and for vesting the same in the Company or as it may direct. 

12.4 
Employees irrevocably appoint the Company in their name and on their behalf to sign and execute such instruments and do such things and generally to use their name for the purposes of giving to the Company (or its nominees) the full benefit of the provisions of this clause and in favour of any third party a certificate in writing signed for and on behalf of the Company that an instrument or act falls within the authority conferred by this clause will be conclusive evidence that such is the case. 

12.5 
If while in the employment of the Company an employee makes, or discovers intellectual property which does not become the property of the Company then, subject to the provisions of the Patents Act 1977, the Company will have the right to acquire for itself or its nominee the employee's rights therein on fair and reasonable terms to be agreed or settled by a single arbitrator appointed by the President of the Chartered Institute of Arbitrators who will adjudicate at the joint expense of the employee and the Company. 

12.6 
The rights and obligations arising under this clause will continue to have full force and effect after the employee's employment has terminated and will be binding upon their representatives. 

13 
Health and Safety At Work 

 The Company will take all reasonably practicable steps to ensure employee's health and safety and welfare while at work. Employees must familiarise themselves with the Company's Health and Safety Policy and its Safety and Fire rules. It is also their legal duty to take care for their own health and safety and that of their colleagues. 

14 
Positive Work Environment 

14.1 
In order that the Company may maintain a positive work environment for all employees, they are required not to engage in or permit any fellow employee to engage in any unlawful discrimination against any person (whether or not a Company employee) in the course of the employee's employment by the Company. 

14.2 
All employees are required to familiarise themselves with the Company's Equal Opportunities Policy which is in the Policies and Procedures section of this Employee Handbook. 

15 
Duties during notice period 

15.1 
In the event of the termination of an employee's employment (whether notice has been given by the Company or the employee), the Company may, in its absolute discretion and without giving any reason, during the relevant notice period or part of it, require the employee: 
(a) 
not to attend work and exclude them from all or any premises of the Company [or Group Company]; 

(b) 
not to undertake all or any work or duties, or may assign no duties to them; 

(c) 
to make no contact, without the consent of the Board, with any customer, supplier, employee, officer, agent or adviser of the Company or any Group Company in relation to any matter which touches and concerns the Business of the Company [or any Group Company]; or 

(d) 
appoint a replacement to carry out those duties from which the employee has been removed. 

15.2
 During any period in which the Company exercises its option under [**.1] above: 

(a) 
the employee will be entitled to full remuneration and other contractual benefits; and 

(b) 
without limiting the remaining obligations of this Agreement, the provisions of clauses [**insert those relating to confidentiality/no other work/restrictive covenants] will (for the avoidance of doubt) continue to have effect. 

16
Employee's obligations on termination 

16.1 
On serving or receiving notice of termination of an employee's employment with the Company (including summary notice) or at any time during the currency of such notice, employees must at the request of the Company: 

16.1.1 offer for sale and (subject to acceptance) dispose of the whole of their holding in the capital of the Company on the terms and in the manner set out in the Articles of Association shareholders Agreement; 

16.1.2 execute the appropriate form of transfer of any shares held by you as nominee for the Company or any other Group Company; 

16.1.3 execute any bank mandate, letter or form necessary to sever their connection with the Company and [Group Company]; and 

16.1.4 return [or destroy] all Company property which contains or refers to confidential information of the Company or any [Group Company] [Associated Company]. 

16.2 
In the event of an employee's failure to meet their obligations under [**.1] above the Company is irrevocably authorised to appoint some person, in their name and on their behalf, to sign as a deed or otherwise any documents and to do all things requisite to give effect to such matters. 

16.3 
Employees must not without the consent of the Company at any time thereafter represent themselves as still to be connected with the Company or any of its [subsidiaries] [Associated Companies] 

17
Non-solicitation

17.1 
Employees agree, without prejudice to any other duty imposed or implied by law or equity, that they will not for the period of [**] months immediately following the termination of their employment with the Company [without the prior written consent of the Board] [in connection with the carrying on of any business similar to or in competition with the Business of the Company [any Group Company or Associated Company] on the employee's own behalf or on behalf of any person firm or company directly or indirectly: 

17.1.1 seek to procure orders from or do business with any person firm or company who has at any time during the [twelve months] immediately preceding such termination [done business with or been a customer or client or prospective customer or client of] the Company or any [subsidiary] [Associated Company] and with whom the employee has had dealings; or 

17.1.2 endeavour to entice away from the Company [and or Group] any person who was at the date of termination of the employee's employment employed or engaged by the Company [or any Group Company or Subsidiary or Associated Company] in any [executive, managerial, sales or marketing] capacity and with whom the employee has worked at any time during the [twelve months] immediately preceding termination. 

18 
Non-competition

Employees agree that they will not within [**] miles of [**] and for the period of [**] months immediately following the termination of their employment with the Company [without the prior written consent of the Board] either alone or jointly with or as manager agent consultant or employee of any person firm or company directly or indirectly carry on or be engaged in any activity or business which is in competition with any part of the Business of the Company or any [Group Company] [Associated Company] and with which the employee was involved [to a material extent] during their employment with the Company. 

19 
Personal Data 

19.1 
The Employee’s personal data will be held by the Company in accordance with the GDPR under the Data Protection Act 2018.  Further details are available in the [Data Protection Policy for Employees, Workers and Consultants]. 

20 
Changes to your Terms of Employment 

The Company reserves the right to make reasonable changes to any of employee's terms and conditions of employment and will notify them in writing of such changes at the earliest opportunity and in any event within one month after such changes have taken effect. 

Such changes will be deemed to be accepted unless an employee notifies the Company of any objection in writing before the expiry of the notice period. 

Policies and Procedures

DISCIPLINARY PROCEDURE 


1. 
PURPOSE AND SCOPE 

This disciplinary procedure is designed to help and encourage employees to achieve and maintain standards of conduct, attendance and job performance and to ensure consistent and fair treatment for all employees who should familiarise themselves with its provisions. 


2. 
GENERAL PRINCIPLES 

This disciplinary procedure does not form part of any employee's terms and conditions of employment. 

The procedure outlined below applies to conduct issues, but issues relating to performance and absence will be dealt with following the same principles. 

Where a breach of the Company's standards of conduct is suspected or alleged a manager will establish the facts surrounding the matter. If the investigating manager considers that it is not necessary to resort to the formal warning procedure, he will discuss it with the employee suggesting areas for improvement. The discussion will, insofar as is possible, be in private and the employee will be informed that no formal disciplinary action is being taken. If the investigating manager considers that it is necessary to invoke the formal disciplinary procedure he will inform the employee. 

The employee may be suspended from work on full pay while a disciplinary investigation proceeds. Any decision to suspend will be confirmed in writing as soon as reasonably practicable. 

Before any disciplinary action (including warnings) is taken the employee will be informed of the allegations against them and be given the opportunity to state their case. 

Employees have the right to be accompanied by a work colleague or trade union representative at any disciplinary meeting as a result of which disciplinary action may be taken (this includes an appeal hearing). 


3. 
DISCIPLINARY STAGES 

Disciplinary action will normally be in accordance with the following stages, however the Company reserves the right to take disciplinary action at any stage (including dismissal) depending on the circumstances and the Company's assessment of the potential gravity of the offence. 
Stage 1 -Oral Warning 

For minor misconduct employees will normally be given an oral warning. A note of the warning will usually be kept by the Company for 6 months (beginning on the date of the warning) after which it will lapse. 

Stage 2 - First Written Warning 

In the event of an employee giving further cause for dissatisfaction or for more serious misconduct, a first written warning will normally be given. A copy of the first written warning will be kept by the Company for 12 months (beginning on the date of the warning) after which it will lapse. 

Stage 3 - Final Written Warning 

In the event of an employee giving further cause for dissatisfaction or in cases of misconduct deemed sufficiently serious, a final written warning will be given (Le. a warning that dismissal will follow in the event of the employee giving further cause for dissatisfaction). A copy of this final written warning will be kept by the Company for 12 months (beginning on the date of the warning) after which it will lapse. 

Stage 4 - Dismissal 

If an employee should give further cause for dissatisfaction or in cases of misconduct deemed sufficiently serious to justify termination of the employee's employment, the employee may be dismissed. Such dismissal will usually be with notice but in cases of gross misconduct notice will not generally be given. 


4. 
THE PROCEDURE 

Step 1 - Investigation 

Any suspected misconduct will be investigated. 

Step 2 -Invitation to hearing 

The employee will be informed in writing of the allegations against them a reasonable time before any disciplinary meeting is held and invited to attend a disciplinary meeting to discuss the matter. 

Step 3 - The disciplinary meeting and notification of the decision 

The disciplinary meeting will then take place and, either at the end of the meeting or following it, the employee will be informed of the decision and of their right of appeal against the decision if they are not satisfied with it. The employee must exercise their right to appeal within 5 working days of receiving the disciplinary decision. 

Step 4 - Appeal procedure 

All appeals must be in writing and must set out the grounds of appeal. If the employee informs the Company of their wish to appeal, they will be invited to attend an appeal meeting as soon as reasonably practicable. The appeal meeting need not take place before the dismissal or disciplinary action takes effect. 

Where it is possible, the appeal will be dealt with by a more senior person than the one who imposed the original disciplinary sanction. 

After the appeal meeting, the employee will be informed of the final decision. There is only one level appeal against all disciplinary sanctions. 

On appeal against any disciplinary sanction, the sanction may be confirmed, replaced with a lower sanction or revoked. 

5. EXAMPLES OF GROSS MISCONDUCT 

The following are examples (for illustration only and not an exhaustive list) of the sort of offences that the Company regards as gross misconduct and which therefore may lead to dismissal without notice: 

· theft; 

· fraud; 

· arson or malicious damage to any property; 

· negligence resulting in serious physical injury, damage or loss; 

· fighting or violence towards others in the work place; 

· the submission of false references; 

· deliberate refusal to carry out employment related duties or instructions;

· drunkenness or being under the influence of alcohol or drugs while in the 


work place; 

· discrimination against the staff/agents/customers or suppliers of the Company on grounds of sex/race/nationality/religion/belief/sexual orientation/physical or mental impairment / age/ membership or non-membership of any organisation; 

· the use for personal ends of assets belonging to the Company or of confidential 


information obtained in the course of employment; 

· falsification of records; 

· conduct violating common decency; 

· conviction for a criminal offence relevant to the employee's employment or which affects the trust and confidence that the Company or the employee's colleagues have in the employee; 

· serious breach of safety requirements; 

· serious sexual misconduct at work or involving other members of staff, agents, customers or suppliers of the Company; or 

· conduct bringing the Company into disrepute. 

GRIEVANCE PROCEDURE 

1. 
PURPOSE AND GENERAL PRINCIPLES 

The Company encourages employees to resolve any problems informally and to use the formal grievance procedure only if informal methods have failed or are inappropriate. 

This grievance procedure does not form part of an employee's terms and conditions of employment. 

Where the grievance concerns the performance of a duty owed by the Company to the employee, employees have the right to be accompanied by a work colleague or a trade union representative. 
2. 
THE PROCEDURE 

Step 1 • Statement of grievance 

The employee must set out full details of their grievance in writing and send it to their supervisor (or if the grievance relates to their supervisor or their supervisor is absent, to their supervisor's line manager) who will then investigate the matter. 

Step 2 • The grievance meeting and notification of the decision 

As soon as is reasonably practicable, the employee will be invited to attend a meeting to discuss it. 

Either at the end of or after the meeting the employee will be informed of the decision of the person hearing the grievance and of their right to appeal against the decision if they are not satisfied with it. Any appeal must be in writing and must set out the grounds of appeal. 

Step 3 • Appeal procedure 

The employee must exercise their right to appeal within 5 working days. 

If the employee informs the company of their wish to appeal, they will be invited to attend an appeal meeting as soon as is reasonably practicable. 

Where it is possible, a more senior person than the one who dealt with the original grievance will deal with the appeal meeting. 

Either at the end of or after the appeal meeting, the employee will be informed of the Company's final and binding decision 

EQUAL OPPORTUNITIES POLICY 

This Equal Opportunities Policy is designed to implement the commitment of the Company to Equal Opportunities. It is the responsibility of every employee to ensure that his or her own conduct conforms to the expected standards and reflects the statements made in this policy. 

The aim is to encourage respect amongst colleagues, promote good working practices and ensure that the work place is free from unlawful or unfair discrimination on the grounds of colour, race, nationality, ethnic or national origin, sex, sexual orientation, gender reassignment, age, marital status or disability. 

The Company aims to ensure that all staff achieve their full potential and are treated with dignity and respect at work. All employment decisions are taken without reference to irrelevant or discriminatory criteria and the Company has adopted the equal opportunity policy set out below. 

1 
General Statement of Policy 

All members of staff employed by the Company and all applicants for employment will be given equal opportunity, irrespective of their colour, race, nationality, ethnic or national origin, sex, sexual orientation, gender reassignment, age, marital status or disability in all aspects of employment and training. 

The operation of recruitment, training and promotion policies to all individuals will be in accordance with equal opportunities. The Company also acknowledges, and will honour, its statutory obligations to part-time and fixed terms workers. 

All staff have a right to equality of opportunity and a duty to implement this policy. Any suspected breach of the Equal Opportunities Policy will be taken seriously, fully investigated and may result in application of the Company's disciplinary procedure. Anyone who believes that he or she may have been disadvantaged on discriminatory grounds may raise the matter through the Company's grievance procedure. 


2.
Recruitment/Promotion

The Company does not discriminate directly or indirectly, on the grounds of colour, race, nationality, ethnic or national origin, sex, sexual orientation, sexuality, gender reassignment, age, marital status or disability, when undertaking recruitment or considering promotion. The Company will periodically review its selection criteria and procedures to ensure that it does not offend the principles of this Equal Opportunities Policy. 

3. 
Sources of Recruitment 

Advertisements for job vacancies will welcome applications from all suitable candidates aimed at as wide a group of suitably qualified and experienced 
4. 
Applications and Interviewing 

All applications are processed in exactly the same way. All interviews are conducted on an objective basis. Where it is necessary to assess whether personal circumstances will affect performance of the job, this will be discussed openly and objectively, without detailed questions based on assumptions about marital status, children and domestic obligations, race, sexual orientation, sexuality, gender reassignment, age or disability. 

5. 
Internal management 

The Company will support all employees to progress within the organisation free from discrimination. Where a disability arises for an existing employee the Company will make every effort to retain him or her within the workforce whenever reasonable or practicable. 

Wherever practicable the Company will install in existing premises facilities for people with disabilities and with any future capital development in terms of new or refurbished premises make ever practical effort to provide for staff, employees and customers with disabilities.
HARRASSMENT POLICY

All staff and visitors are entitled to a working environment which respects their personal dignity and which is free from harassment. Harassment is unacceptable and will be regarded as gross misconduct and may be dealt with under the disciplinary procedure. 

Harassment of whatever type (whether on the grounds of sex, race, disability, sexual orientation, gender reassignment, age, mental or physical attributes or some other personal characteristic) and/or bullying will be viewed seriously. In certain circumstances harassment may also constitute a criminal offence (It is a criminal offence under the Criminal Justice and Public Order Act 1994 intentionally to harass another person). 

This Policy is designed to raise general awareness of the circumstances which may amount to unlawful harassment and any complaint will be dealt with seriously, promptly and in the strictest confidence. 
1. GENERAL
Harassment can take many forms, but may include inappropriate comments (whether written or verbal), behaviour, action, inaction, exclusion, comment or physical contact that the recipient finds objectionable, or offensive. 

A single incident can amount to harassment if sufficiently serious and will result in disciplinary action. 

Examples of harassment or bullying include, but is not limited to: 

· derogatory remarks about sexuality, gender related personal remarks or jokes, unwanted sexual advances, the display of sexually explicit material, and requests for sexual favours as a condition of an employee's continued employment; 

· open expression of racist views and intimidating comments, and/or jokes relating to race and the display of racially insulting material in the workplace; 

· derogatory remarks about a person's disability and/or appearance including physical or mental attributes. 

· ridicule or exclusion of an individual for cultural or religious differences, on the grounds of sex or sexual orientation or on the grounds of disability 

2. PROCEDURE

If any employee believes that they are being harassed the following procedure should be followed:- 

The complainant should report the harassment, in strictest confidence, to their line manager (unless the complaint relates to the manager in which case it 

should be raised with that person's superior. The complainant will be given sympathetic consideration and the manager will explore with the complainant whether it is appropriate to try and resolve the matter informally first by either the complainant or manager speaking to the offender. In many cases minor harassment will cease once the harasser appreciates that it is unwelcome and unacceptable behaviour. 

If an informal meeting with the alleged harasser is considered appropriate, and takes place, the manager will review the position with the complainant shortly after speaking to the harasser, to find out if the harassment has stopped. If not disciplinary action will be considered. 

In more serious cases, or where an informal approach has been unsuccessful, the matter will be investigated and the perpetrator of the harassment processed under the company's disciplinary procedure. Investigations will be carried out discreetly, mindful of the often sensitive nature of the issues and subject matter. In most cases if complaints are upheld appropriate disciplinary action, including the dismissal of the harasser, will be taken. 

If they so wish, a complainant may be accompanied, at any stage in the procedure, by a colleague. 
In the event of any person involved in an investigation into a complaint of harassment failing to take the allegation seriously, or treat it confidentially, they may themselves be subject to disciplinary action. 

False allegations may exceptionally be made, possibly for malicious reasons. If a complainant was found to have made such an allegation it would be viewed as a serious disciplinary matter and appropriate disciplinary action would be taken against the complainant. 
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