EMPLOYEE INFORMATION PACK


What is the Employee Information Pack?

The purpose of the information pack is to provide details to a Personal Assistant that is both of a contractual nature, required by law, and useful to help them in their job.

Employees will need to be given further details regarding their employment because you will not be able to put all the procedures and policies into your statement of main terms and conditions of employment.

The information pack should be given to all employees on commencement of their employment and discussed with them on their induction.

What does the Employee Information Pack contain?

The employee information pack contains individual documents such as the Job Description and House Rules. The documents contained within the pack may need to be changed from time to time depending on changes to the job role.
Below is a list of the documents we recommend you include within the Employee Information Pack. You can put all the information into the pack, some of it, or add to it using your own documents. 

 

· Job Description
· Personnel Specification
· Statement of Main Terms of Employment
· House Rules
· Pay Arrangements
· Details of Annual Leave arrangements
· Sickness Absence Procedure
· Capability Procedure
· Disciplinary Procedure
· Appeal Procedure
· Grievance Procedure
· Equal Opportunities Policy
· Health and Safety Policy
Contained in this document are all the templates and examples you will need to construct your Employee Information Pack. Make sure you personalise all the documents putting in information that is relevant to you and your employee.

If you’re not sure about what information the templates should contain, make sure you revisit www.employ-a-pa.co.uk to get hints, tips and advice to help you.

Job Description

Job Title:


Reporting to:



Overview:


Typical duties may include:

Personal duties

Domestic duties

Social Duties

Other information:

Training:

Personnel Specification

	CHARACTERISTIC
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS/ ATTAINMENTS

	
	

	RELEVANT EXPERIENCE
	
	

	SPECIAL APTITUDES/SKILLS
	
	

	GENERAL INTELLIGENCE
	
	

	PHYSICAL REQUIREMENTS
	
	

	DISPOSITION
	
	

	CIRCUMSTANCES& INTERESTS
	
	


EXAMPLE OF A STATEMENT OF MAIN TERMS AND CONDITIONS OF EMPLOYMENT

STATEMENT OF MAIN TERMS OF EMPLOYMENT

This Statement, together with the Employee Handbook, forms part of your Contract of Employment (except where the contrary is expressly stated) and sets out particulars of the main terms on which

Mrs A N Other 

of

1 Station Road, Anytown, Anywhere

employs

Miss Freda Smith

1.
Commencement of Employment:

Your employment began on 1st September 2009 and no previous employment counts as part of your period of continuous employment
Although your employment will be regarded as permanent it is entirely dependent on my needs as assessed by Richmond Council’s Direct Payment Scheme and the Independent Living Fund criteria, both of whom provided the funding. 

2.
Probationary Period and Notice 

Your employment will be subject to a probationary period of 3 months so that I can assess your suitability. At the end of this period I will confirm your employment, extend the probationary period, or terminate your employment if you prove unsuitable. 

3.
Job Title and Place of Work

Your Job Title is Personal Assistant and a job description will be provided on/before your commencement.

You will be required to work at the above Employer’s address.  You will not be required to work outside of the UK.

4.
Hours of work 
Your normal hours of work are 25 hours per week as follows:

Monday 7.00 am to 12.00 pm

Tuesday 9.00 am to 2.00 pm


Wednesday 7.00 am to 12.00pm

Thursday 7.00 am to .00 pm

      Friday 6.00 am to 11.00 am



However due to the nature of the work you will be required to work additional hours or on different days/night of the week as necessitated by the employers needs

5.
Remuneration
You will be paid at the rate of £7.50 per hour, 4 weekly in arrears by credit transfer direct on the last day of the 4 weekly period.  A pay slip will be provided which details how your pay is calculated and the net amount paid to you.

6.
Holidays excluding Public/Bank Holidays 
Your holiday year begins on 1st April and ends on 31st March each year, during which you will receive a paid holiday entitlement of 4 weeks exclusive of public/bank holidays.   Entitlements are pro-rata to the above for part-time employees.  

In your first holiday year your entitlement will be proportionate to the amount of time left in the holiday year.  Conditions relating to the taking of holidays are shown in the Employee Handbook to which you should refer. 

In addition to your annual leave you will be entitled to the following public/bank holidays:

New Year’s Day



Good Friday



Easter Monday

The first Monday in May 

The last Monday in May

The last Monday in August

Christmas Day



Boxing Day

However you may be required to work on public/bank holidays as your rota makes it necessary.  In the event of working on a public/bank holiday, in addition to a normal day’s pay, you will be either paid at single time for the hours actually worked or you will be given one day off at our discretion.  The date when a day off in lieu is to be taken will be mutually agreed between us.

Payment for public/bank holidays will not be made unless both your last working shift/day preceding and your first shift/day following the holiday have been worked, except where these are part of your annual holiday or are covered by an authorised medical statement.  

7.
Sickness Benefit and Payment

In the event that you are unable to attend work through sickness there is no contractual sickness/injury payment scheme in addition to the Statutory Sick Pay (if you are eligible based on your earnings).

8.
Discipline, Capability Procedures

The details of the disciplinary procedure, which forms part of your contract of employment and the rules relating to your employment, will be given to you on your commencement of employment in the document headed “Disciplinary Rules and Procedures”. 

The details of the capability procedure, which forms part of your contract of employment, will be given to you on your commencement of employment in the document headed “Capability Procedure”.

9.
Appeal Procedure

You have the right to raise an appeal against any decision made with regard to disciplinary or capability issues.  The procedure to follow, which forms part of your contract of employment, is outlined in the document headed “Appeals Procedure” and will be provided upon your commencement of employment.

10.
Grievance Procedure

You have the right to raise a grievance on any matter concerning your employment.  If you wish to do so there is a procedure you need to follow and this is outlined in the document headed “Grievance procedure” which will be provided to you on your commencement of employment.

11.
Termination of Employment
NOTICE OF TERMINATION TO BE GIVEN BY EMPLOYER:
Under 1 month’s service - Nil.

1 month but less than 2 year’s service – 1 week.

2 year’s service or more - 1 week for each completed year of service to a maximum of 12 weeks after 12 years.

NOTICE OF TERMINATION TO BE GIVEN BY EMPLOYEE:

Under 1 month’s service - Nil.

1 month’s service or more – 1 week.

Upon the termination of your employment we reserve the contractual right to take the following action:

to give pay in lieu of all or any part of the above notice by either party.

to request that any accrued holiday not taken during the current holiday year is taken within the notice period.

to request that you undertake another job during your notice period.

to request that you do not work your notice period at your place of work and remain on garden leave until the termination date.

12.
Pension Schemes

I do not provide a pension scheme and you will be required to make your own arrangements for a pension. 

13.
Collective Agreements

There are no collective agreements covering your employment with me.

14.
Lay-off/short time working

If I go into hospital it is likely you will be expected to continue working for me and providing me with the support I need but my Direct Payments Scheme will be reviewed after 4 weeks and this may affect the funding I receive.  It may be the case therefore that I will need to place you on short time working or lay you off work without pay other than statutory guarantee pay for a temporary period.  If my circumstances change to the extent that I no longer require Direct Payments this may result in the termination of your employment.
If there is a temporary shortage of work for any reason, we will try to maintain your continuity of employment even if this necessitates placing you on short-time working or, alternatively, lay-off. If you are placed on short-time work working, your pay will be reduced according to the time actually worked. If your are placed on lay-off, you will receive no pay other than statutory guarantee pay.     
15.
Health and Safety 

As a registered employer I recognize that I have a responsibility, in so far as is reasonably possible, to ensure the health and safety at work of my employees (Personal Assistants/Carers). To this end, every possible effort will be made to provide safe and healthy working conditions and to minimize the risk of accidents and dangerous occurrences.

I expect each person employed by me to recognize that they too have a responsibility to ensure safe working practice and to report any potential hazards that they become aware of.  In particular, employees are reminded of the following duties:

· To take reasonable care of the health and safety of themselves and of other persons who may be affected by what they do, or do not do.

· To co-operate with myself, as employer, on health and safety matters.

· Not to interfere with or misuse anything provided for their health and safety.

· To report to me any concerns and faults around equipment being used as part of your job facilitation.

Health and safety is the concern of everyone and with commitment to safe working practice, prompt action to rectify problems and basic training, it should be possible to substantially reduce the risk of accidents, injuries and work related illnesses.

16.
Confidentiality 

You must respect the privacy of myself and my family and friends.  You must maintain a professional approach and not divulge any information gained during your employment (such as health condition, finances or personal circumstances), except with my express permission.

17.
Expenses

You will be reimbursed for any authorised out of pocket expenses.  Full details will be supplied on your induction.  Other expenses, such as food or rent allowance will be agreed prior to the commencement of your employment.

18.
Use of Computer Equipment

In order to control the use of my computer equipment and reduce the risk of damage and contamination the following will apply:-

Computer equipment may only be used with my express permission.

No software may be installed or used without my express permission.

No data sticks or other media may be used to upload or download information.

Unauthorised copying and/or removal of computer equipment/software will 
result in disciplinary action, which could lead to dismissal.

Access to the internet or emails may only be made where it relates to my 
specific needs for care and well-being.

Social networking sites may not be used during employment unless I have given my express permission.

In the event that computer equipment is misused, or internet use and e-mails are inappropriate this will be regarded as gross misconduct in accordance with my disciplinary procedures and may result in the summary termination of employment.

19.
Other Employment

If you are already working for more than one employer or are considering additional employment, you must notify me in order that you can discuss any implications arising from the current working time legislation.  It is also your responsibility to ensure that you do not overstretch yourself and make commitments you are unable to fulfil.

20.
Deductions from pay

I reserve the right to make deductions from pay for any of the following reasons.  In all cases you will be informed beforehand of the deduction and, where appropriate, arrangements will be made to deduct amounts over a period of time.

Any overpayment of wages for whatever reason.

A payment for the cost of uniform supplied to you free of charge which is not 
returned within 7 days of the termination of employment.

Any costs for training provided for you if you leave within 1 year of the 
completion of the training.

Any monies entrusted to you which subsequently mislaid or lost.

Any motoring or parking fines incurred by you whilst using my vehicle. 

Cost of repair or replacement of a computer or its components as a direct result of your misuse of this equipment.

21.
Changes to Terms and Conditions

It may be necessary, due to the nature of my personal requirements, that your terms and conditions could change, in particular the nature of work required and the arrangement of your hours of work.  Where this is the case the reason for the changes will be discussed with you and put in writing within 4 weeks of the changes taking place.

I accept the terms of employment as set out in this document.

Signed by Employer: ………………………………………  Date:………………


Signed by Employee: ……………………………………….  Date:……………    

For assistance and advice on how to create your own Statement of Terms and Conditions please visit:

 www.employ-a-pa.co.uk/employing-a-pa/contracts
HOUSE RULES (Template)
Whilst working for me as a Personal Assistant you will be required to abide by the

rules specifically established within the location in which you will work for me.  

These will be explained to you on commencement of the induction.

My House Rules will cover the following aspects:

· You will be required to address me as………….

· When entering my home please use the front door/side door/back door*.  

· You must ring the bell or you can enter unannounced*.

· I will provide you with a set of keys to my home /keys will not be provided*.

· When working on my premises you will have access to the following rooms/areas* ……………………………………………………..

· If you have specific requirements for medication or exercise or activity please let me know so that appropriate arrangements can be made

· Arrangements for taking meals are that you can share with me/use the kitchen facilities/meals to be taken outside the home*

· You will be required to work to the standards of performance outlined on a separate document/as per your job description*

· You will be allowed/not be allowed* to touch or use my personal belongings.

· You will be required to make good/replace* or pay for any item damaged or lost.

· You will be expected to drive me around in a courteous and respectful manner

· You will be required/not be required* to assist with shopping

· You will be/not be* allowed to handle my money

· You will not be allowed/will be allowed* to smoke whilst in my presence

· As I am a smoker you will have to accept working in this environment

NOTE FOR DP EMPLOYER

Remember that from time to time you may have to change your house rules as

circumstances make it necessary, but it is important that you ensure your house

rules work otherwise it will not be worth having them.

EXAMPLE ARRANGEMENT FOR PAYMENT OF WAGES

1.
You will be required to provide a P45 tax form or, if this is not available, then you must complete a P46 tax form.  This will ensure that the correct tax coding is applied to you.

2a)
You will be paid on an hourly basis for the actual hours worked each week.  Your payment will be paid in cash/ credited to your bank account* by Friday of the following week.

2b)
You will be paid an amount per week for the hours required to be worked.  Your payment will be paid in cash/ credited to your bank account* by Friday of the following week.

2c)
You will be paid on an hourly basis for the actual hours worked and your payment will be credited to your bank account by the last day of the month.

3.
You will be provided with a pay slip which will indicated the hours worked and the payment made less deductions for tax and national insurance.

4.
You will be required to supply your bank account details which will be kept confidential and only used for wage processing.

5.
Any discrepancy in your wage payments must be discussed with the payroll provider the details of which are:

           …....................................................................………………………………

           ……………………………………………………………………………………

6.
Upon your termination you will be paid up to the date of termination less any overpayment of wages due to processing before the month end or for any other reason as shown in your Statement of Main Terms and Conditions of Employment under the heading of ‘deductions from pay’.

7.
Your rate of pay is indicated on your Statement of Main Terms and Conditions of Employment.

8.
I will review pay rates annually but this does not guarantee that it will be increased as my ability to increase pay depends on the funding provided to me.

EXAMPLE ANNUAL LEAVE POLICY

1.
Your annual leave entitlement is shown in your individual Statement of Main Terms of Employment (Form SMT).

2.
You must take all of your leave entitlement in the current holiday year as I do not permit leave to be carried forward and no payment in lieu will be made in respect of any untaken leave other than in the event of termination of your employment. 

3.
You must request your leave in writing and hand it to me before you make any firm holiday arrangements.

4.
If more than one Personal Assistant is employed then leave will normally be allocated on a "first come - first served" basis whilst ensuring that my needs are appropriately covered.

5.
You should give at least one month’s notice of your intention to take leave of more than a single day and one week’s notice is required for odd single days.

6.
You may not normally take more than two weeks consecutively.

7.
You are required to reserve sufficient days from your annual entitlement to cover the Christmas/New Year period or other period during which I will not require your services.  If you have not accrued sufficient holiday entitlement to cover this period you will be given unpaid leave of absence. 

8.
Your entitlement to public/bank holidays is shown in your individual Statement of Main Terms of Employment although I may require you to work as necessary on these days.

9.
Payment for leave will be at your normal contractual rate of pay unless shown otherwise on your Statement of Main Terms.

SICKNESS/INJURY POLICY AND PROCEDURES FOR PAYMENTS

A)
NOTIFICATION OF INCAPACITY FOR WORK

1.
You must notify me by telephone on the first day of incapacity at the earliest possible opportunity and by no later than one hour prior to the commencement of your work.  

2.
You must, where possible, give an indication of your expected return date and notify me as soon as possible if this date changes.

3.
 If your incapacity extends to more than seven days you are required to notify me of your continued incapacity once a week thereafter, unless otherwise agreed.

B)
EVIDENCE OF INCAPACITY

1.
For absences of up to and including seven calendar days you must sign a self-certification absence form on your return to work.

2.
If your sickness has been (or you know that it will be) for longer than seven days (whether or not they are working days) you should see your doctor and make sure he/she gives you a medical certificate and forward this to me without delay. Subsequently you must supply me with consecutive doctors’ medical certificates to cover the whole of your absence.

C)
PAYMENTS

1.
You are entitled to statutory sick pay (SSP) if you are absent for four or more consecutive days because of sickness or injury provided you meet the statutory qualifying conditions. SSP is treated like wages and is subject to normal deductions.

2.
Qualifying days are the only days for which you are entitled to SSP.  These days are normally your working days unless otherwise notified to you.  The first three qualifying days of absence are waiting days for which SSP is not payable.  Where a second or subsequent period of incapacity (of four days or more) occurs within 56 days of a previous period of incapacity, waiting days are not served again.

3.
Any contractual sickness/injury payments are shown in your individual Statement of Main Terms of Employment.

4.
Any days of contractual sickness/injury payments which qualify for SSP will be offset against SSP on a day-to-day basis.  A deduction will be made for any other state benefits received if you are excluded or transferred from SSP.

5.
If you are entitled to any payments in excess of SSP and your entitlement expires, full or part payment may be allowed at our discretion where it is considered that there are special circumstances warranting it.

6.
Where the circumstances of your incapacity are such that you receive or are awarded any sum by way of compensation or damages in respect of the incapacity from a third party, then any payments which we may have made to you because of the absence (including SSP) shall be repaid by you to us up to an amount not exceeding the amount of the compensation or damages paid by the third party and up to, but not exceeding, any amount paid by us.
D)
RETURN TO WORK

1.
You should notify me as soon as you know on which day you will be returning to work, if this differs from a date of return previously notified.

2.
If you have been suffering from an infectious or contagious disease or illness such as rubella or hepatitis you must not report for work without clearance from your own doctor. 


Separate rules relating to infectious diseases and those whose duties may involve handling food are to be found later in this handbook and, if appropriate to your duties, you must familiarise yourself with them. 

3.
On return to work after any period of sickness/injury absence (including absence covered by a medical certificate), you are also required to complete a self-certification absence form and hand this to me.

4.
Upon returning to work after any period of sickness/injury absence, you may be required to attend a “return to work” interview to discuss the state of your health and fitness for work. Information arising from such an interview will be treated with strictest confidence.

E)
GENERAL

Submission of a medical certificate or sickness self-certification absence form, although giving me the reason for your absence, may not always be regarded sufficient justification for accepting your absence.  Sickness is just one of a number of reasons for absence and although it is understandable that if you are sick you may need time off, continual or repeated absence through sickness may not be acceptable to me.

2.
In deciding whether your absence is acceptable or not I will take into account the reasons and extent of all your absences, including any absence caused by sickness/injury.  I cannot function with an excessive level of absence as all absence, for whatever reason, will affect my receipt of appropriate care.

3.
I will take a serious view if you take sickness/injury leave, which is not genuine, and it will result in disciplinary action being taken.

4.
If I consider it necessary, I may ask your permission to contact your doctor and/or for you to be independently medically examined.
CAPABILITY PROCEDURE

A)
INTRODUCTION


I recognise that during your employment with me there may be times when your capability to carry out your duties may fall short of my requirements.  This can be for a number of reasons, the most common ones being that your health deteriorates, the job changes over a period of time or you experience personal problems which conflict with your duties.  It is important that I have a procedure to resolve these issues in order that my needs are met to a satisfactory standard on a consistent basis.

B)
JOB CHANGES/GENERAL CAPABILITY ISSUES

1.
If the nature of your job changes or if we have general concerns about your ability to perform your job we will try to ensure that you understand the level of performance expected of you and that you receive adequate training and supervision.  Concerns regarding your capability will normally first be discussed in an informal manner and you will be given time to improve.

2.
If your standard of performance is still not adequate you will be warned in writing that a failure to improve and to maintain the performance required could lead to your dismissal.  We will also consider the possibility of a transfer to more suitable work if possible.

3.
If there is still no improvement after a reasonable time and we cannot transfer you to more suitable work, or if your level of performance has a serious or substantial effect on me, you will be issued with a final warning that you will be dismissed unless the required standard of performance is achieved and maintained.

4.
If such improvement is not forthcoming after a reasonable period of time, you will be dismissed with the appropriate notice.

C)
PERSONAL CIRCUMSTANCES/HEALTH ISSUES

1.
Personal circumstances may arise which do not prevent you from attending for work but which prevent you from carrying out your normal duties (e.g. a lack of dexterity or general ill health).  If such a situation arises, we will normally need to have details of your medical diagnosis and prognosis so that we have the benefit of expert advice.  Under normal circumstances this can be most easily obtained by asking your own doctor for a medical report.  Your permission is needed before we can obtain such a report and we will expect you to co-operate in this matter should the need arise.  When we have obtained as much information as possible regarding your condition and after consultation with you, a decision will be made about your future employment with us in your current role or, where circumstances permit, in a more suitable role.

There may also be personal circumstances which prevent you from attending work, either for a prolonged period(s) or for frequent short absences.  Under these circumstances we will need to know when we can expect your attendance record to reach an acceptable level.  This may again mean asking your own doctor for a medical report or by making whatever investigations are appropriate in the circumstances.  When we have obtained as much information as possible regarding your condition, and after consultation with you, a decision will be made about your future employment with us in your current role or, where circumstances permit, in a more suitable role.

D)
SHORT SERVICE STAFF


We retain discretion in respect of the capability procedures to take account of your length of service and to vary the procedures accordingly. If you have a short amount of service, you may not be in receipt of any warnings before dismissal but you will retain the right to a hearing and you will have the right to appeal.

DISCIPLINARY PROCEDURE

A)
INTRODUCTION

1.
It is necessary to have a minimum number of rules in the interests of myself and my Personal Assistants.

2.
The rules set standards of performance and behaviour whilst the procedures are designed to help promote fairness and order in the treatment of individuals.  It is my aim that the rules and procedures should emphasise and encourage improvement in the conduct of individuals, where they are failing to meet the required standards, and not be seen merely as a means of punishment.  I reserve the right to amend these rules and procedures where appropriate.

3.
Every effort will be made to ensure that any action taken under this procedure is fair, with you being given the opportunity to state your case and appeal against any decision that you consider to be unjust.

4.
The following rules and procedures should ensure that:-

a.
the correct procedure is used when requiring you to attend a disciplinary hearing;

b.
you are fully aware of the standards of performance, action and behaviour required of you;

c.
disciplinary action, where necessary, is taken speedily and in a fair, uniform and consistent manner;

d.
you will only be disciplined after careful investigation of the facts and the opportunity to present your side of the case.  On some occasions temporary suspension on contractual pay may be necessary in order that an uninterrupted investigation can take place.  This must not be regarded as disciplinary action or a penalty of any kind;

e.
other than for an "off the record" informal reprimand, you have the right to be accompanied at any stage of the procedure by a fellow employee (if available) or other person who is acceptable to me as a representative.   This person may act as a witness or speak on your behalf to explain the situation more clearly.

f.
you will not normally be dismissed for a first breach of discipline, except in the case of gross misconduct; and 

g.
if you are disciplined, you will receive an explanation of the penalty imposed and you will have the right to appeal against the finding and the penalty.

B)
DISCIPLINARY RULES


It is not practicable to specify all the rules or offences that may result in disciplinary action, as they may vary depending on the nature of the work.  In addition to specific examples of unsatisfactory conduct, misconduct and gross misconduct shown below other examples that have been made known to you will also result in this procedure being used.

C)
RULES COVERING UNSATISFACTORY CONDUCT AND MISCONDUCT


(These are examples only and not an exhaustive list.)


You will be liable to disciplinary action if you are found to have acted in any of the following ways:-

a.
failure to abide by the general health and safety rules and procedures;

b.
smoking in designated non smoking areas;

c.
consumption of alcohol on the premises whilst at work;

d.
persistent absenteeism and/or lateness;

e.
unsatisfactory standards or output of work;

f.
rudeness, objectionable or insulting behaviour, harassment, bullying or bad language to myself, family members or others associated with me;

g.
failure to devote the whole of your time, attention and abilities to me, my business and my affairs during your normal working hours;

h.
unauthorised use of E-mail and Internet;

i.
failure to carry out all reasonable instructions or follow my rules and procedures;

j.
unauthorised use or negligent damage or loss of my property;

k.
failure to report immediately any damage to property or premises caused by you;

l.
use of my vehicle without approval;

m.
failure to report any incident whilst driving my vehicle, whether or not personal injury or vehicle damage occurs;

n.
failure to report immediately any type of driving conviction, or any summons which may lead to your conviction or loss of license;

D)
SERIOUS MISCONDUCT

1.
Where one of the unsatisfactory conduct or misconduct rules has been broken and if, upon investigation, it is shown to be due to your extreme carelessness or has a serious or substantial effect upon my needs, you may be issued with a final written warning in the first instance.

2.
You may receive a final written warning as the first course of action, if, in an alleged gross misconduct disciplinary matter, upon investigation, there is shown to be some level of mitigation resulting in it being treated as an offence just short of dismissal.

E)
RULES COVERING GROSS MISCONDUCT

Occurrences of gross misconduct are very rare because the penalty is dismissal without notice and without any previous warning being issued.  It is not possible to provide an exhaustive list of examples of gross misconduct.  However, any behaviour or negligence resulting in a fundamental breach of contractual terms that irrevocably destroys the trust and confidence necessary to continue the employment relationship will constitute gross misconduct.  Examples of offences that will normally be deemed as gross misconduct include serious instances of:-

a.
theft or fraud;

b.
physical violence or bullying; 

c.
deliberate damage to property;

d.
deliberate acts of unlawful discrimination or harassment; 

e.
possession, or being under the influence, of illegal drugs at work;

f.
breach of health and safety rules that endangers the lives of, or may cause serious injury to me, employees or any other person.

(The above examples are illustrative and do not form an exhaustive list.)

F)
DISCIPLINARY PROCEDURE

1.
Disciplinary action taken against you will be based on the following procedure:-

	OFFENCE
	FIRST OCCASION
	SECOND OCCASION
	THIRD OCCASION
	FOURTH

OCCASION

	UNSATISFACTORY

CONDUCT
	Formal verbal warning
	Written

warning
	Final written warning
	Dismissal

	MISCONDUCT
	Written

warning
	Final written

warning
	Dismissal
	

	SERIOUS MISCONDUCT
	Final written warning
	Dismissal
	
	

	GROSS MISCONDUCT
	Summary Dismissal
	
	
	


2.
I retain discretion in respect of the disciplinary procedures to take account of your length of service and to vary the procedures accordingly.  If you have a short amount of service you may not be in receipt of any warnings before dismissal but you will retain the right to a disciplinary hearing and you will have the right of appeal.

3.
If a disciplinary penalty is imposed it will be in line with the procedure outlined above, which may encompass a formal verbal warning, written warning, final written warning, or dismissal, and full details will be given to you.

4.
In all cases warnings will be issued for misconduct, irrespective of the precise matters concerned, and any further breach of the rules in relation to similar or entirely independent matters of misconduct will be treated as further disciplinary matters and allow the continuation of the disciplinary process through to dismissal if the warnings are not heeded.

G)
DISCIPLINARY AUTHORITY

At all times I will retain absolute authority to issue all levels of warnings and dismissal.

H)
PERIOD OF WARNINGS

1.
Formal verbal warning will normally be disregarded for disciplinary purposes after a 3 month period (for example 3/6 months).

2.
Written warning will normally be disregarded for disciplinary purposes after a 6 month period (for example 6/12 months).

3.
Final written warning will normally be disregarded for disciplinary purposes after a 12 month period (for example 12 months).

I)
GENERAL NOTES

1.
If you are in a senior position then demotion to a lower status at the appropriate rate may be considered as an alternative to dismissal except in cases of gross misconduct.

2.
In exceptional circumstances, suspension from work without pay for up to five days as an alternative to dismissal (except dismissal for gross misconduct) may be considered.

3.
Gross misconduct offences will result in dismissal without notice.

4.
You have the right to appeal against any disciplinary action.

CAPABILITY/DISCIPLINARY APPEAL PROCEDURE

1.
You have the right to lodge an appeal in respect of any capability/disciplinary action taken against you.

2.
If you wish to exercise this right you should apply either verbally or in writing to me or the person indicated in your individual Statement of Main Terms of Employment.

3.
Because there is no other person other than myself to hear your appeal even though I may have taken the original action it is therefore important that your appeal gives details of why the penalty imposed is either too severe, inappropriate or unfair in the circumstances.  It will be at my discretion whether I use the services of an external independent person if such a person is available.

4.
If you are appealing on the grounds that you have not committed the offence, it may be necessary for the person conducting the appeal to have a complete re-hearing so that there can be a reappraisal of all matters before a decision is made to grant or refuse the appeal.

5.
You have the right to be accompanied during the appeal meeting by a fellow employee (if available) or other person who is acceptable to me as a representative.   This person may act as a witness or speak on your behalf to explain the situation more clearly.

6.
The result of the appeal will be made known to you in writing, normally within five working days after the hearing.  This is the final stage of the appeal process.

GRIEVANCE PROCEDURE

1.
It is important that if you feel dissatisfied with any matter relating to your employment you should have an effective means by which such a grievance can be aired and, where appropriate, resolved.

2.
Nothing in this procedure is intended to prevent you from informally raising any matter you may wish to mention.  Informal discussion can frequently solve problems without the need for a written record.  However, if you wish to raise a formal grievance you should normally do so in writing from the outset.    

3.
You have the right to be accompanied at any stage of the procedure by a fellow employee (if available) or other person who is acceptable to me as a representative.   This person may act as a witness or speak on your behalf to explain the situation more clearly.

4.
If you feel aggrieved at any matter relating to your work (except personal harassment, for which there is a separate procedure following this section), you should first raise the matter with me or the person specified in your Statement of Main Terms of Employment, explaining fully the nature and extent of your grievance.  You will then be invited to a meeting at a reasonable time and location at which your grievance will be investigated fully.  You must take all reasonable steps to attend this meeting.  You will be notified of the decision, in writing, normally within ten working days of the meeting, including your right of appeal.

5.
If you wish to appeal you must inform me within five working days.  You will then be invited to a further meeting, which you must take all reasonable steps to attend.  With the resources available to me there is unlikely to be any alternative person to hear your appeal but where I feel it appropriate I may, at my absolute discretion, arrange for an external independent person to hear the appeal.

6.
Following the appeal meeting you will be informed of the final decision, normally within ten working days, which will be confirmed in writing.

EQUAL OPPORTUNITIES POLICY

A)
STATEMENT OF POLICY 

1.
I recognise that discrimination is unacceptable and although equality of opportunity has been a long-standing feature of employment practices and procedure, I have made the decision to adopt a formal equal opportunities policy.  Breaches of the policy will lead to disciplinary proceedings and, if appropriate, disciplinary action.

2.
The aim of the policy is to ensure no job applicant, employee or worker is discriminated against either directly or indirectly on the grounds of race, colour, ethnic or national origin, religion or belief, sex, marital status, sexual orientation, gender reassignment, age or disability.

3.
I will ensure that the policy is circulated to any agencies responsible for my recruitment and a copy of the policy will be made available for all employees and made known to all applicants for employment.

4.
The policy will be communicated to all private contractors (as appropriate) reminding them of their responsibilities towards the equality of opportunity.

5.
The policy will be implemented in accordance with the appropriate statutory requirements and full account will be taken of all available guidance and in particular any relevant Codes of Practice.

6.
I will maintain a neutral working environment in which no employee or worker feels under threat or intimidated.

B)
RECRUITMENT AND SELECTION

1.
The recruitment and selection process is crucially important to any equal opportunities policy.  I will endeavour to ensure that in making selection and recruitment decisions I will not discriminate, whether consciously or unconsciously, in making these decisions.

2.
Promotion and advancement will be made on merit and all decisions relating to this will be made within the overall framework and principles of this policy.

3.
Job descriptions, where used, will be revised to ensure that they are in line with my equal opportunities policy.  Job requirements will be reflected accurately in any personnel specifications.

4.
I will adopt a consistent, non-discriminatory approach to the advertising of vacancies.

5.
I will not confine my recruitment to areas or media sources which provide only, or mainly, applicants of a particular group.

6.
All applicants who apply for jobs will receive fair treatment and will be considered solely on their ability to do the job.

7.
I will periodically review selection criteria to ensure that they are related to the job requirements and do not unlawfully discriminate.

8.
Although I will carry out short-listing and interviewing this will be undertaken on an impartial and unbiased basis.

9.
Interview questions will be related to the requirements of the job and will not be of a discriminatory nature.

10.
I will not disqualify any applicant because he/she is unable to complete an application form unassisted unless personal completion of the form is a valid test of the standard of English required for the safe and effective performance of the job.

11.
Selection decisions will not be influenced by any perceived prejudices.

C)
TRAINIG AND PROMOTION

1.
Staff will receive training in the application of this policy to ensure that they are aware of its contents and provisions.

2.
Promotions will be in line with this policy.

D)
MONITRING

1.
I will maintain and review the employment records of all employees in order to monitor the progress of this policy.

2.
Monitoring may involve:-

the collection and classification of information regarding the race in terms of ethnic/national origin and sex of all applicants and current employees;

the examination by ethnic/national origin and sex of the distribution of employees and the success rate of the applicants; and

recording recruitment, training and promotional records of all employees, the decisions reached and the reason for those decisions.

3.
The results of any monitoring procedure will be reviewed at regular intervals to assess the effectiveness of the implementation of this policy.  Consideration will be given, if necessary, to adjusting this policy to afford greater equality of opportunities 
to all applicants and staff.

RETIREMENT


The normal age for retirement is 65 years.  The normal intended date of retirement for employees is the end of the week after their 65th birthday.

HEALTH AND SAFETY POLICY


You should make sure you have a health and safety policy in place. 

Health and Safety is part of criminal law and is a complicated legal area.  Therefore if you have Fish Insurance, you can receive telephone based HR, employment law and Health & Safety advice from Peninsula Business Services.


You can also contact the following organisations for assistance:

Health and Safety Executive www.hse.gov.uk

RUILS (4 Waldegrave Road, Teddington, TW11 8HT) www.ruils.co.uk 0208 831 6083/4


Workplace Health Connect is a free service to provide practical advice for small employers www.workplacehealthconnect.co.uk 0845 609 6006
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