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Welcome to Stag Security Services Limited

Welcome to the company, this pack contains important documents that you must read and understand in detail. These include:

· Code of Conduct

· Your Contract of Employment

· Your Handbook of Employment

We have also retained a copy of your signed employment contract within our HR department. Please note that no member of staff has authorisation to amend or change any of the terms and conditions of employment within these documents.

Some useful numbers that you may wish to add to your phone are:

Head Office Telephone: 
01423 524 599



Head Office Fax: 

01423 561 110



	Pin: 

	Name:

	Address:

	

	

	


Control Room:

01423 875 161

Email: info@stag-security.co.uk





Website: www.stag-security.co.uk

Regards

Graham Watson

Chief Executive

Code of Conduct

We recognise just how important our security officers are, and the role they play in securing and maintaining positive relationships with our customers. The majority of our officers act all times with integrity and professionalism and we do expect high standards of courtesy, dress and hygiene from all our team. There are certain behaviour standards that we must enforce, if we are to ensure that our customers receive the best possible experience from all our officers.

With integrity, the following points are brought to your attention:

· If you assist our operations team in working an uncovered shift at short notice, you will be paid, you will receive your hourly rate plus £2.50 for every hour worked in that shift if you have to travel outside your local area to do so. Outside your local area equates to 25 miles or more away from your current place of work. 

· Each month we make awards to various security officers whom have performed above and beyond our high standards for our customers. 

· Officers who introduce customers to us will qualify for a special bonus of up to £1000 for any customer who is successfully introduced and becomes a client for Stag Security Services Limited. 

· Officers will be entitled to time in lieu for any shifts worked on Bank Holidays.  

We always wish to ensure that any guard wage queries are dealt with professionally and promptly. Stag Security Services utilise the industry leading Innovise guard management system, which calculates our officers pay each month.  The key reasons for wage queries include working different hours to those directed by operations and unauthorised holidays.

· In the event that you do have a wage query with regards to your tax code or holidays please write to our payroll department. 

· In the event that you have a wage query with regards to your hours or pay rates please write to our operations department.

· If a security officer fails to attend a confirmed shift or fails to provide 4 hours notice that they are unable to attend the shift for good reason (e.g. sickness) the Employer reserves the right to make a contractual penalty of £70 to be deducted from your wages to cover the costs of providing replacement services at short notice. 
.
· If an officer leaves our employment without providing their contractual notice required, a penalty of £80 per week will be deducted from your final wage to contribute towards our additional costs in fulfilling the officer’s duties.

· All security officers are required to make check calls every 30 minutes using the automated Time Link system. If a security officer fails to book on/off and make check calls using the automated Time Link system will automatically subject to a 1 hour penalty as directed by our operations team, or are not contactable during shift, then this shift will be deducted from wage roll until evidence is provided of your attendance to shift.  Please note, for every check call missed during a shift, a 1 hour penalty will be made.

· If a security officer fails to undertake patrols of the site using our supplied ACTIVE GUARD patrol recorder, as directed by our operations team, for every point missed during a shift a 10 minute penalty will be applied.

· If an officer leaves site during a duty without obtaining permission from operations control, then the officer will forfeit payment for that shift.

· All officers must ensure that they work the rotas provided by operations. If guards deviate from their agreed rota’s and subsequently raise a pay query this will not be rectified.

· During each shift you are entitled to a 45 minute unpaid rest break, whilst remaining on site should your attention be required.  You must make a check call before your rest break and one immediately after but are not required to undertake check calls or patrols during your designated rest break period.

· Every employee will be issued with their own personal uniform kit bag that contains all items of uniform that you may require in the normal course of your duties. All items of uniform in the kit bag must be in your possession whilst working on shift, and used as directed by individual sites rules, 
· The Employer will be entitled to recover from you as a contractual penalty the cost of providing you with the uniform if you leave this employment and fail to return it, as required.  The current cost of the uniform is £86.42
· Holiday requests should be raised on the Stag Security Services holiday request form, obtainable from our HR department and in every site file. Holiday requests should be made at least 28 days in advance.

· Any queries in relation to any aspect of your contract of employment should be addressed directly to the HR Manager on 01423 524 599. It will be considered a matter of misconduct or gross misconduct if these queries are raised with our clients, or our client’s employees. Should you have any grievance these should be made in writing in accordance with the company’s grievance procedure as set out in your employment contract.

· Any misrepresentations of Stag Security Services Limited, to our clients or our clients employees will be considered a matter of gross insubordination and subject you to our disciplinary procedures.

· All employees must be in possession of a personal fully functional mobile phone at all time whilst on duty.


· All patrols must be conducted as directed by Stag Security Services and the client.


· If you are required to stand in at short notice for a shift (2 hours before the shift starts), you will receive your hourly rate plus £2.50 for every hour worked in that shift.

· We want our security officers to represent themselves, our clients and indeed Stag Security Services with integrity, enthusiasm and professionalism at all times.  In return we promise that you that you are valued, treated with respect, and fundamental to the future success of your business.

Please email me any suggestions as to how we can do better for you and our customers at anytime: improve@stag-security.co.uk, I assure you every email will be considered and receive my personal response.

Kind regards

Graham Watson

Chief Executive Officer.

OFFER & CONFIRMATION

I am delighted to offer you the position of security guard with Stag Security Services Limited subject to the terms and conditions contained in your contract of employment, code of conduct and guard handbook.

Your basic hourly rate of pay will be: £

Your commencement date will be:

Signed:




Position:



Date:
I can confirm that I have received and signed both copies of my employment contract, code of conduct and employment handbook and accept your offer of employment

Signed:




Name:




Date:
Office use only:

Please tick to confirm suitability:

· Construction

· Retail

· Industrial, Distribution

· Government
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CONTRACT OF EMPLOYMENT

BETWEEN:

(1)
Stag Security Services Limited incorporated and registered in England and Wales with Company number 04376463 whose registered office is at Unit 4, Grove Park Court, Harrogate, North Yorkshire HG1 4DP (“the Employer”) 

and

(2)
Name: ________________________________________________________________ of

Address:  ______________________________________________________________

_________________________________________________________________  (“You”)

This contract sets out the terms and conditions of employment between the Employer and you which will take effect from the date of your signature and will replace in all existing terms and conditions, agreements and arrangements whether in writing or otherwise.

The Employer may amend or vary your terms of employment from time to time and shall notify you of such amendments or variation by posting them on the staff notice board if the change is minor, or informing you in writing if the change is more substantial.

It is agreed that you will be employed by the Employer on the terms and conditions set out in this contract.  You should comply with the Employer’s rules and procedures as set out in the Employment Handbook and Code of Conduct, however, these do not form part of your terms and conditions of employment.

1 Commencement of Employment 

Your employment with the Employer began on

________________
Your period of continuous employment began on
________________
No other employment will count towards your continuous employment with the Employer.
2 Probationary Period
2.1 The first six months of your employment will be a probationary period.  During this time the Employer's screening procedures, which involve investigation of your background and employment history, will need to be satisfactorily completed.  In the event of unsatisfactory screening information being received, or a reference being refused or deemed inadequate by the Employer, your appointment will be terminated forthwith or, if you have been employed for a month or more, terminated on one week's notice. 
2.2 The probationary period also allows for the Employer to assess your ability and performance in the role which, if unsatisfactory, may result in your dismissal.  The Employer reserves the right to extend your probationary period if deemed necessary.  During your probationary period, the Employer's disciplinary procedure will not apply to you.

3 Job Title and Duties
3.1 Your job title is Security Officer.  You are employed to undertake security duties as detailed below and in accordance with instructions given to you and as specified in the Assignment Instructions that are available at each assignment.  You are also required to carry out any additional tasks for the proper fulfilment of your duties.  These include but are not limited to:

a) attend the site allocated to you by the Employer from time to time for the whole period of each shift notified to you by the Employer;

b) comply with all instructions specific to the side and/or shift;

c) comply with all monitoring and reporting procedures notified to you from time to time;

d) notify your Duty Manager of any incident occurring in relation to the site which comes to your knowledge;

e) comply with the Employer’s operating and administrative procedures notified to you from time to time; and

f) such other duties as are reasonably requested of you by the Employer or your Manager.
3.2 This title and your specific duties may be changed by the Employer from time to time.
3.3 You must make a check call every 30 minutes using the Time Link system.  If you fail to book on/off and make check calls using the automated Time Link system, the Employer may deduct one hour’s wages for each check call missed, as a contractual penalty.
3.4 You must be contactable during your shift by telephone.
3.5 You may be required to remain at your assignment for up to two (paid) hours after your scheduled finish time if your relief fails to arrive on time for any reason.  You are not permitted to leave an assignment without being relieved by an authorised Stag employee or without permission from the Central Station.  Failure to adhere to this instruction may result in disciplinary action being taken against you, including dismissal.
3.6 You must undertake patrols of the site using our supplied Active Guard Patrol recorder in accordance with your assignment instructions.  If you fail to do so the Employer may deduct 10 minutes’ wages, as a contractual penalty.
3.7 The SIA licensing scheme requires all Security Officers to have undergone additional training to a standard prescribed by the Government.  It is a requirement of your employment that you hold an SIA Licence.  The cost of the training, processing and issuing of individual SIA Licenses is currently £245.  This can either be paid by you at the beginning of your employment or the Employer will provide you with a loan for this amount.  This amount will then be recovered from your wages by deductions made over three months in the following non refundable amounts:
a) £100

b) £100
c) £45 
The licence will remain your property and not that of Stag Security Services Limited.
3.8 You will be expected to maintain the standard of medical fitness required by your employment and the Company may require you to undergo a medical examination at any time throughout your employment (including following periods of sickness absence) by a medical practitioner of its choice and at its expense subject, where relevant, to the Access to Medical Reports Act 1988. 
3.9 Failure of one or more medical examination(s) may result in your redeployment within the Company if a suitable alternative vacancy exists.  The Company will endeavour to make any reasonable adjustments as may be deemed necessary to allow a disabled employee to continue working.  In serious cases or where no suitable alternative exists, failure of Company medical examinations may result in the termination of your employment.

4 Place of Work/Travel Allowance
4.1 The Employer’s business is to provide security services to a number of different customers at a variety of locations.  The Employer's Area Office to which you will report is at Grove Park Court, Harrogate, North Yorkshire HG1 4DP.  
4.2 You will be allocated to your assignment by your local Manager and you will be required from time to time to work at different locations and to move from assignment to assignment in accordance with the needs of the business and its customers.  Your area covers a 25-mile radius.  Further provisions relating to the mobility of your employment are contained in the Employment Handbook.

5 Pay 

5.1 You will be paid no less than the National Minimum Wage per hour (less statutory deductions) averaged over a one month reference period the “Contracted Rate”.  This rate may be increased by the Employer from time to time.  The actual rate of pay that you receive will be based on the rate applicable to the assignment to which you are allocated.  The assignment rate varies from assignment to assignment and may be higher than the Contracted Rate.  Payment at a higher rate applicable to any assignment will not entitle you generally to a rate of pay which is higher than the Contracted Rate.  The difference between the Contracted Rate and a higher assignment rate is described as the "Shift Bonus".  You will not be entitled to payment of a Shift Bonus in respect of any calendar week in which you have failed to work one or more shifts due to unauthorised absence or due to sickness which has not been properly notified in accordance with the Employee Handbook, or in which you have been at least half an hour late in attending any shift.  

You are not entitled to payment in respect of rest breaks (including meal breaks).  During each shift you are entitled to a 45-minute unpaid rest break.  You are required to remain on site during your rest break but you should leave your work station.  You must make a check call before your meal break and one immediately after. 

5.2 You will be paid monthly in arrears by credit transfer to your bank or building society account.  Payment is normally made on or before the 14th of every month following the month in which work has been carried out.

5.3 The Company may deduct amounts from your wages or other payments due to you in accordance with clause 13.

6 Hours of Work

6.1 Your normal hours of work are 48 hours per week.  However, these hours are not guaranteed and are variable.  The Employer reserves the right to require you to work fewer hours per week.  Your hours of work will vary with the needs of the individual customers and will be detailed to you by your Manager.  You will only be paid for the hours that you work.  You are required to work such additional hours as the Employer considers necessary for the proper performance of your duties/to meet the needs of the business, and such additional hours will be paid at the Contracted Rate with Shift Bonus where applicable.

6.2 In accordance with the provisions of the Working Time Regulations 1998 and the exclusions applicable to the Employer’s business namely Regulation 21(b), you have agreed to work more than an average of 48 hours per week, over a relevant period of 26 weeks.  The Employer may, therefore, offer you work over your contracted hours at its discretion and subject to work being available.  If you decide that you do not want to work more than 48 hours per week you may do so by giving the Employer three months’ written notice.

6.3 Your work may include varying shift patterns, including day and night shifts and weekend and public holiday working.  The Employer is not obliged to give advance notice of any necessary shift roster changes, but will endeavour to do so within a reasonable period where practicable. 
6.4 The Company reserves the right to lay you off without pay or to make temporary reductions to your hours of work if, in the Company’s view, this should become necessary for business reasons.  You will be given not less than 24-hours notice of any such lay-off or not less than one week’s notice of any reduction in your hours of work.

7 Other Business or Employment

You must devote your whole time and attention to the business of the Employer and shall not while employed by the Employer without the prior consent in writing of the Employer (which it is under no obligation to give) be directly or indirectly engaged, concerned or interested in any other business whether on an employed or self-employed or voluntary basis.  You may not, either directly or indirectly, carry out or be engaged in any other business that conflicts with your employment with the Employer.

8 Gratuities

You must not without the prior consent of the Employer accept any gift and/or favour of whatever kind from any client, customer or supplier of the Employer or any prospective client, customer or supplier.  In particular, you shall not under any circumstances receive either directly or indirectly for your own benefit any commission, rebate, discount, gratuity or profit from any person Employer or firm having business transactions with the Employer.

9 Holidays

9.1 The Employer’s holiday year runs from 1st April to 31st March.

9.2 In each holiday year, your holiday entitlement is 5.6 weeks.  Holiday entitlement accrues pro rata throughout the holiday year.  Inclusive in the 5.6 weeks holiday is the equivalent time off for bank holidays.  Employees are required to work on bank holidays therefore time off in lieu will be given.

9.3 Holidays must be taken at times agreed in advance with your Manager (or authorised Deputy Manager) in accordance with the Employer's Holiday Policy which can be obtained from your Manager.  A minimum of one month's notice of intention to go on holiday must be given by submission of Form Ops 1.  Whether requested holiday leave is authorised is at the discretion of the Manager concerned taking into account operational requirements.  No more than two consecutive weeks leave may be taken at any one time.

9.4 Unused holiday entitlement may not be carried forward into the next holiday year and you will not be entitled to be paid in lieu of any unused holiday entitlement, other than on the termination of employment (see below).  Any holiday entitlement not taken during the holiday year will be lost.

9.5 On the termination of your employment the Employer may require you to use some or all outstanding holiday entitlement during your notice period.  You will be paid in lieu of any remaining outstanding holiday entitlement.  If you have taken more holiday than you were entitled to, deduction will be made from your final pay.  The rate of pay used in this adjustment will be your rate of pay at the date of the termination of your employment.

9.6 Holidays are paid at your basic hourly rate of pay.

10 Sickness

10.1 If you are unable to work because of sickness or injury you will be paid statutory sick pay if eligible.  There is no entitlement to any payment beyond statutory sick pay.  You must comply with the notification requirements set out below and in the Employer's Employment Handbook.

10.2 In the event of your being unable to attend work you must immediately inform your Manager by telephone, giving an indication where possible of your probable date of return.  Should your Manager not be available or the call is made ‘out of hours’ then the Company’s National Control Centre should be contacted.

10.3 You should not leave a message with a colleague or on the switchboard, and you should also notify your Manager in person as soon as possible.  Only when you are unable to telephone personally due to your illness or accident, someone else should notify your Manager on your behalf.  

10.4 In accordance with your assigned work schedule if you do not give at least four hours notice of your non-attendance, the Employer reserves the right to make a contractual penalty of £70 to be deducted from your wages to cover the costs of providing replacement services at short notice.  
10.5 You must complete the Company’s self-certification form on return to duty for all absences of seven days or less. This includes rest days.

10.6 You must provide medical evidence from your Doctor in the form of a medical certificate if your absence has lasted for more than seven days.  This includes rest days.

10.7 Failure to comply with any of these reporting procedures may result in the non‑payment of statutory sick pay.

11 Maternity, Paternity, Adoption Leave, Parental Leave, Time Off for Dependents, etc.

The Employer will allow you to take maternity/paternity/adoption leave, parental leave, time off for dependents and any other leave in accordance with your statutory rights.  Payment for such time off will be made in accordance with your statutory rights.  Parental leave and time off for dependents is unpaid.  If you wish or need to take such time off you must comply with the relevant notification requirements.  Please refer to the Employment Handbook for further detail.

12 Pension

The Employer does not operate a pension scheme applicable to your employment.  However, it will facilitate your access to a designated stakeholder pension scheme to the extent that it is required to do so by law.  The Employer will, if requested to do so by you deduct employee contributions to the designated stakeholder pension scheme from your wages and pay them into that scheme.  If you join this scheme the Employer will not make any Employer contributions to that scheme.  Full details can be obtained from the HR Manager. 

13 Deductions

13.1 By signing this contract you are agreeing to the following specific terms:

a) The Employer may deduct any money that is owed by you to the Employer from your wages. Alternatively, the Employer may request you repay any sum owed to the Employer on such terms as the Employer deems appropriate.

b) The Employer may deduct from your wages as a contractual penalty or request a payment from you as a contractual penalty being an amount assessed by the Employer as losses caused by:
i) any theft, wilful or grossly negligent damage caused to the Employer's property or to any customer's property by you;
ii) any unauthorised use of the Employer's or a customer's telephone; 
iii) any loss of, or failure to keep in good order and condition equipment and/or uniform belonging to the Employer and issued to you, including costs of cleaning, repair and replacement, and cost of collection if the uniform is not returned on termination of employment.  See clause 23 below in respect of return of equipment and uniform;
iv) any fine, charge or fee charged to the Employer incurred by your breach of traffic regulations or parking or waiting restrictions;
v) any hours where you failed to make the check calls as directed by our operations team;
vi) your failure to patrol the site using the Active Guard Patrol Recorder (a 10-minute deduction from your wages will be made);
vii) any overpayment made to you in prior months due to an error/mistake made on the part of the Employer;
viii) damages or loss or destruction to any identity badge (including in particular Airside Passes) issued for your use by any client which are assessed at £10 per identity badge;

ix) your failure to give the contractual notice required; a penalty of £80 per week will be deducted from your final wage to contribute towards our additional costs in providing a replacement officer to carry out such duties. These additional costs include alternative cover and/or overtime.  This will result in additional administration cost to the Employer.

This is by no means an exhaustive list and is intended only as a guide.

13.2 Deductions from your wages will comply with the Minimum Wage Regulations in force from time to time and if you should have any query about the Regulations or their application you must raise it first with the Employer’s HR Manager.

14 Personal Details

The Employer may need to contact you on a regular basis in order to give you work or to confirm shift times with you.  It is therefore necessary for us to have a contact telephone number for you.  Please provide this to the Control Department.  In the event that we are unable to make contact with you on the number provided and accordingly cannot provide you with work, you will not be paid for any hours that you have failed to work as a result and the Employer will not be in breach of its obligation to provide you with work.

15 Training Courses/SIA Licence/Uniform

15.1 You will be required to undergo the necessary training for your job.  Courses will include an Induction Course and may include other internal and/or external courses.  You will be paid at your contracted base rate for time spent on training courses.  Additionally, the Employer may at its discretion agree to contribute towards the cost of any relevant external course that you may wish to participate in.  If you leave this employment within one year of completing a training course or programme wholly or partly at the Employer's expense, including the Induction Course, the Employer will be entitled to recover  the costs incurred (including any travel and accommodation costs) from you by way of deduction from any monies owing to you.

15.2 The cost incurred by the Employer in applying for an SIA Licence for an individual is currently £245.  If you choose to obtain an SIA Licence through the Employer, this amount will be loaned to you unless you indicate that you wish to pay it directly to SIA.  If you accept a loan from the Employer, repayments will be recovered by deduction from your wages as set out at clause 3.7 and you specifically agree to such deductions.  If you leave this employment, the amount of the loan outstanding will become due from you as a debt and the Employer may recover it from any monies owing to you, including by deduction in full from your last wage.  

15.3 The Employer will be entitled to recover from you as a contractual penalty the cost of providing you with the uniform if you leave this employment and fail to return it, as required.  The current cost of the uniform is [£86.42]. By signing this contract you agree that deduction of this amount may be made from any monies owed to you by the Employer including by deduction in full from your last wage.

16 Appearance

16.1 You must wear the appropriate Company uniform at all times whilst on duty and you are expected to present a smart appearance at all times.  Visible body piercing is not acceptable dress code.

16.2 You will be issued with an identity (ID) card that must be carried at all times whilst on duty. The ID card is for use on Company business only and remains the property of the Company.

16.3 All employees are required to be in procession of a valid SIA Licence which must be worn on duty at all times.

17 Disciplinary and Grievance Procedures

The disciplinary and grievance policy and procedure applicable to you is set out in the Employer's Handbook and may be revised from time to time.  These policies and procedures are not contractual.

18 Confidentiality

Whilst you are employed by the Employer and after the termination of your employment you must not, directly or indirectly, disclose or make use of (except in the proper course of your employment with the Employer or as required by law) any confidential information of the Employer, relating to its business dealings, its products or services, its customers, or otherwise.  Confidential information of the Employer includes but is not limited to the following: all information related to the security of customers' premises, details of charging arrangements with customers, details of the identity of customers.

19 Suspension

The Employer reserves the right to suspend you from work on your basic rate of pay (Contracted Rate) in circumstances which the Employer considers to be particularly serious, or where further investigation or consideration appears to the Employer to be desirable.
20 Termination

20.1 People think of leaving an employer for many reasons.  Before you hand in your notice please talk to your Manager, a Director, or the Group HR Manager.  It could be that the opportunity you seek is available with the Employer or the problem that has made you unhappy can be resolved.  We do not want you to leave if we can take the action necessary that would encourage you to stay.

20.2 The period of notice to be given by you to the Employer to terminate your employment is four weeks.
20.3 The period of notice to be given by the Employer to you to terminate your employment is one day if you have been employed for less than four weeks, one week if you have been employed for between four weeks and two years, and thereafter one week for each full year of your employment up to a maximum of 12 weeks. 

20.4 The Employer will have the right to terminate your employment without notice if you commit gross misconduct. During the notice period (whether notice is given by you or by the Employer) the Employer may suspend you from some or all of your duties and exclude you from its premises.  During a period of suspension you must not engage in any alternative business or employment or have contact with any customers of the Employer without the Employer's prior written consent. The Employer reserves the right, at its sole discretion, to pay you your basic wages (Contracted Rate) in lieu of all or any notice. 

21 Retirement

Due to the nature of the work and duties carried out by security officers the Company has a retirement age is 65. You will therefore be required to attend a medical examination at the Company’s expense at the age of 65. 

22 Equipment/Return of Equipment

22.1 All items of uniform and equipment issued to you by the Employer shall remain at all times the property of the Employer and you must keep them in good order and condition and return them to the Employer upon request.  

22.2 On termination of your employment you must return all of the Employer's property that you have in your possession, including your uniform and any equipment.  These items must be returned to the Employer's office in good order and condition within the Employer's office hours and a receipt obtained for the return of the uniform.  If your uniform and any equipment are not returned before or upon termination of your employment the Employer may retain up to £86.42 in respect of the uniform alone by deduction from any payment due to you, including your wages for the replacement cost of the items concerned.  The money retained will be paid to you upon proper return by you of the missing items (less any cleaning/repair costs), subject to those items being returned within three months of termination, failing which it will be permanently retained.  Where collection has to be arranged by the Employer the cost of the collection will be deducted from your wages.
23 Company Vehicles
23.1 Subject to you holding and continuing to hold a current full driving licence, you may be provided with a Company vehicle. The expenses of taxing, insuring, repairing and maintaining and running the vehicle shall be borne by the Employer, however you will indemnify the Employer in respect of all fines, penalties, parking tickets or other expenses incurred through the unlawful use of the vehicle. 

23.2 You are required to report to your Manager any accidents involving people, vehicles or property that occur on Company property, customers premises or whilst travelling in a Company vehicle, in accordance with Company procedures.  Details of these reporting procedures can be obtained from your Manager.

23.3 Employees whose jobs involve driving Company vehicles, and whose driving licence is suspended or revoked for any reason, may render themselves liable to dismissal.  Whilst the Company would consider redeployment to any available non‑driving duties (on terms applicable to those duties), such redeployment is not guaranteed.

23.4 You will ensure that, at all times when driving on the road, the vehicle is in the state and condition required by law.

23.5 Should an accident take place in a vehicle, and you are proven to be liable, you will responsible for paying for any insurance policy excess costs charged by the Employer’s insurance.

24 References and Criminal Record

Your employment with the Employer is subject to the receipt of satisfactory references, and your employment may be terminated upon receipt of a reference that is in the reasonable opinion of the Employer unsatisfactory or inadequate, or if a referee refuses or fails to provide any reference.  As references are given in confidence, the Employer will not disclose the contents of any reference it obtains.  Your employment with the Employer is made upon reliance of assurances from you that you have no criminal record (other than any record that you are permitted to withhold under the Rehabilitation of Offenders Act 1974).  If it comes to the Employer's knowledge, whether from information held on police computers or otherwise, that you have a criminal record then the Employer will be entitled to dismiss you without notice or payment in lieu of notice.

25 Documentation

25.1 All employees must provide certain documentation which will be requested from you in writing by the HR department.  This will also be in compliance with the Immigration and Asylum legislation.  

25.2 Documentation requested by the HR department must be provided to the Employer within four weeks of commencing employment otherwise your contract of employment with the Employer will be terminated with immediate effect.

26 Collective Agreements

There are no collective agreements affecting the terms and conditions of your employment.

27 Data Protection

In relation to the Data Protection Act 1998, you agree to the processing of personal data by the Employer for the purposes of calculating your remuneration and maintaining records on attendance, health, discipline and grievances such as are necessary for the performance of your contract.

28 Whole Agreement

This contract of employment supersedes any previous agreements, whether oral or in writing between the Employer and you in relation to the matter dealt within.  It contains the whole agreement between the Employer and you relating to your employment at the date the contract was entered into.

29 Governing Law

The construction, validity and performance of this contract shall be governed by and construed in accordance with the law of England and Wales.  The parties submit to the exclusive jurisdiction of the English courts over any claim or matter arising under or in connection with this contract.

30 Variation to Contract

This contract may be varied from time to time by the Employer at its absolute discretion.  You will be notified personally of any such changes.

Please sign and return a copy of this Contract of Employment and return to the Head Office within five working days of receipt in order for your first salary payment to be processed.

Signed on behalf of the Employer:

Date:
I have had the opportunity to read and understand the terms of this contract including the specific authorities to make deductions from my wages in certain circumstances.  I have received copies of the Employer's Employment Handbook (which I understand shall remain the property of the Employer) and have read and understood their contents.  

Signed by the Employee:

Date:
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Stag Security Services Limited

Employment Handbook

This Employment Handbook has been produced to give information relating to an employee’s employment and general Company rules.

Foreword by the Managing Director

Welcome to Stag Security Services Limited (“the Company”), one of the largest and most successful guarding companies in the U.K.

I am pleased to introduce our Employment Handbook which has been produced to provide you with your details of the Company rules and procedures. The contents cover Company Policy, Procedures and employment benefits, as well as other useful information which will be reviewed and updated as and when required.

Inevitably, changes will be necessary from time to time and these will be notified to you in writing, normally by Human Resources, and where appropriate by way of the issue of a revised Handbook.
Should you have any queries about a specific subject please do not hesitate to refer them to your local Manager in the first instance.

I hope that you will enjoy your work and wish you every success in your new career with Stag Security.

Alex Dawson

Managing Director
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EMPLOYMENT INFORMATION AND RULES

Employees are required to observe the Company’s rules and procedures at all times.  This section details some of the principle rules relating to an employee’s employment, but this list is not exhaustive.  Other rules and procedures are contained within an employee’s Assignment Instructions.

Breaches of Company rules or procedures may make an employee liable to disciplinary action, including dismissal.

1 Screening and Positive Vetting

1.1 All new employees are required to undergo our screening process.  This means that we must screen and vet all employees for a full five years to verify that they are honest, trustworthy and reliable.  We have 12 weeks from the start of employment to obtain an employee’s full five-year history including periods of employment, education/training, unemployment, benefit claiming, credit reference agencies and personal referees.
1.2 The screening team will try every attempt to fully screen and vet every employee in the given 12 weeks, which will include contacting them if further information is required.  Employees are regularly sent letters and contacted via e-mail and telephone, requesting information if it is needed and giving an update of their screening progress.  Employees are required to co-operate in this process. 
1.3 The screening department will continue to screen every employee up until the last day within the 12-week period.  Every employee that is successfully screened and vetted within this period will be sent a letter confirming this and their employment will continue.  Stag Security Services will not under any circumstances allow any employee to work for more than 12 weeks if they have not been fully screened and vetted.

1.4 If, by the eleventh week, an employee’s file has not been successfully screened and vetted, they will receive a seven-day notice letter informing them of this, and that if the outstanding information is not forthcoming, Stag Security Services will have no option but to terminate their employment.

1.5 Employees are required to maintain the highest standards of qualification for employment.  Those employees who fail to maintain those standards will be subject to the Company’s disciplinary procedure. 

1.6 It is the Company’s usual policy that any employee required to serve a custodial sentence will be dismissed.  

2 Personal Particulars

2.1 Employees are required to inform the HR Manager of any changes in their personal circumstances so that the Company can maintain accurate records.  This involves the notification of any change of address, telephone contact number, change in next of kin/emergency contact details and change of bank account details for payment of their wages.

2.2 Employees are required to disclose to the HR Manager any incident which results or may result in prosecution by the police or private prosecution or any other matter which may lead to civil proceedings being instituted against them.  Failure to do so may result in disciplinary proceedings.

3 Training and Development

3.1 The Company provides training to ensure that employees are given an introduction to the business, instruction to enable employees to carry out their job and the opportunity to prepare for possible promotion.

3.2 Training is provided in various forms.  This may include attendance at one of the Company’s operational training centres, ‘on the job’ training by a colleague, a senior officer or a Manager, or home study in an employee’s own time using ‘open learning’ packages.  The Company may also use external providers for certain courses or for management development training.  All training is supported by a syllabus and is documented and recorded.  The cost incurred by the Company in the provision of training is repayable by an employee who leaves the Company's employment within one year of the termination of the course in question.

3.3 Employees should initially discuss any queries they may have about training and training courses with their immediate Manager.  Thereafter, if appropriate, contact may be made with the HR Manager. 

3.4 It is the Company’s policy that promotion to supervisory and managerial grades is effected from within the Company wherever this is appropriate and successful participation in relevant training courses will greatly enhance an employee’s chances of promotion.

3.5 Vacancies offering promotional opportunities are advertised internally and may also be advertised externally. 

3.6 If any successful applicant is required to relocate in order to take up a new appointment, the Company may provide assistance with relocation expenses, although this is at the Company's discretion and cannot be guaranteed. 

3.7 New employees recruited to undertake operational duties will be required to attend an induction training course at one of the Company's centres.  Employees will be paid their contracted base rate during the induction training period.  Employees may be required to undertake further training courses, external or internal, as directed.

3.8 Company training courses (and accommodation, where necessary) will be paid for by the Company.  Additionally, the Company may contribute towards the cost of relevant external training where considered beneficial to both the Company and the employee.

3.9 The SIA licensing scheme requires all Security Officers to have undergone additional training to a standard prescribed by the government.  The cost of the training, processing and issuing of individual SIA Licenses is currently £245.  This amount can either be paid by an employee at the beginning of their employment or the Company will provide the employee with a loan for this which will be recovered by deductions from an employee’s wages over three months.  The licence will remain the property of the employee and not the Company.

4 Mobility of Employment

4.1 The nature of the Company’s business is the provision of security services.  These services are of various kinds and are provided to numerous customers at a variety of locations.  The particular services provided, and the places at which they are provided, vary according to customer requirements. 

4.2 An employee may be required to work on any assignment within their operating area as directed by their local office in accordance with the needs of the Company’s customer base.   

4.3 Travel assistance (whether by way of transport to work or a contribution towards travel expenses) may be provided in certain cases, but such assistance is entirely at the discretion of the Company.

4.4 The Area Manager will consider each case on an individual basis and will take account of such factors as travelling time, distance and cost, starting and finishing times of shifts, the means of transport available to an employee and the Company’s resources available in the area. 

4.5 Unless there are exceptional circumstances, travel assistance will not be provided unless the travelling distance from an employee’s home to the assignment concerned exceeds 30 miles on a straight-line basis.
5 Fitness and Medical Examination

5.1 Employees are expected to maintain the standard of medical fitness required by their employment and the Company may require an employee to undergo a medical examination at any time throughout their employment (including during periods of sickness absence) by a medical practitioner of its choice and at its expense, subject where relevant to the Access to Medical Reports Act 1988. 

5.2 The failure of a medical examination may result in the redeployment of an employee within the Company if a suitable alternative vacancy exists.  The Company will endeavour to make any reasonable adjustments as may be deemed necessary to allow a disabled employee to continue working.

5.3 In serious cases, or where no suitable alternative exists, failure of Company medical examination may result in the termination of an employee’s employment.

6 Periods of Notice

Unless the letter of appointment states otherwise, the following periods will apply:

6.1 Notice by an employee to the Company

From the date of joining, an employee will be required to give the Company four weeks’ notice of his/her intention to leave.  Failure to provide the necessary notice will result in a charge of £80 for each week’s notice not provided.  This will be deducted from the employee’s final pay. 

6.2 Notice by the Company to an employee

The notice required from the Company to terminate an employee’s contract of employment depends upon his/her length of service. 

	Less than four weeks’ service
	One day

	
	

	Four weeks but less than two years’ service
	One week

	
	

	Two years but less than 12 year’s service
	One week for each completed year of service

	
	

	12 year’s of service or more:
	12 weeks’ notice


6.3 In the event of gross misconduct, the Company may dismiss an employee summarily without notice or payment in lieu of notice. 

6.4 The Employer reserves the right, at its discretion, to pay an employee in lieu of all or any notice.  Payment in lieu consists of the contracted rate only.

7 Hours of Work

Details of the normal hours of work applicable to an employee’s employment are detailed in their contract of employment.  Due to the nature of the Company’s business operational staff may be scheduled to work varying shift patterns, embracing days, nights, weekends and public holidays.  The Company is not obliged to give advance notice of any necessary shift roster changes, although it will endeavour to do so within a reasonable period.

8 Pay

8.1 Rates of pay for each assignment are generally agreed between the Company and its customers and may vary from one assignment to another.  An employee will not be paid less than his/her contracted hourly rate, but may receive a higher rate for hours worked on assignments which attract rates in excess of their basic contracted rate.

8.2 Gross pay for operational employees is automatically calculated via the scheduling system at Area Offices.  Accordingly, any pay enquiries should be directed to the local office in the first instance.

8.3 If pay enquiries are not satisfactorily resolved on being referred to the Local Office, then the employee should take the matter up via the Grievance Procedure.

9 Income Tax Enquiries

All enquiries concerning income tax should be raised directly with HM Revenue & Customs.

10 Grievance Procedure

Any employee wishing to raise a grievance relating to his/her employment should set it out in writing and sent to their Manager.  The employee will then be invited to attend a meeting to discuss the issue.  The employee may, if they wish, be accompanied by a colleague or trade union representative.  After the meeting, the employee will be informed of the Company's decision and will be notified of any right to appeal against that decision if they are dissatisfied with it.  Any appeal application should be made in writing and should be received by Graham Watson within one week of the being informed of the decision that they are appealing against.  The employee will then be invited to attend a further meeting (with a representative if wished).  After that meeting, they will be informed of the Company's final decision.

11 Complaints against the Company

11.1 The Company has a Complaints Policy under which employees may bring to the attention of the Managing Director a specific allegation covered by the Public Interest Disclosure Act 1998. 

11.2 A copy of this Policy, together with the procedure laid down for making such a complaint is available from the HR Manager. 

11.3 Employees are warned that they may render themselves liable to disciplinary action, including possible dismissal, if this procedure is not followed prior to making a complaint public.

12 Discipline

12.1 Employees are required to observe the Company’s rules and procedures at all times and are expected to perform all duties properly assigned to them in an efficient manner.  During initial training, employees will be made aware of those rules and regulations relating to working procedures but should raise any subsequent work-related queries with their Manager without delay. 

12.2 In addition to observing the Company’s rules relating to working procedures, employees are expected to conduct themselves in a responsible manner at all times so as not to bring the Company’s name into disrepute, endanger fellow employees or damage the goodwill existing between the Company and its customers. 

12.3 If an employee fails to observe any of the Company’s rules or procedures or fail to achieve or maintain the required standards of conduct, attendance and/or job performance, they may render themselves liable to disciplinary action

13 Disciplinary and Dismissal Procedure

13.1 The Company will give an employee written notice of anything it believes an employee has done which justifies disciplinary action, with sufficient detail to enable an employee to answer the case against them.  

13.2 The Company will not take any disciplinary action against an employee at that stage.  In an appropriate case, an employee may be suspended from work, i.e. asked not to come in to work for the time being.  During any period of suspension, the employee will remain on their full basic rate of pay as stated in their Contract of Employment.

13.3 The Company will arrange a meeting at which the employee has the right to be accompanied by either a Union Representative or a work colleague.  At the meeting, a Manager of the Company will hear any explanation the employee might have.  After the meeting, the Company will notify the employee in writing of its decision and any right of appeal.  Where appropriate, the employee will be informed of any improvement that is required of them and over what period.

13.4 Any disciplinary action decided upon by the Company will be put into effect after this first meeting unless a further meeting is considered necessary.  The Company may:

(a) Issue a verbal warning;

(b) If there is insufficient improvement, further misconduct or the matter is more serious, give issue a written warning;

(c) If there is insufficient improvement, further misconduct or the matter is extremely serious (but not seen as a dismissible offence in its own right) issue a final written warning;

(d) If there is insufficient improvement or there is further misconduct, dismiss an employee.

13.5 If it is deemed to be gross misconduct, the Company may dismiss without warning or notice.

13.6 An employee wishing to appeal a disciplinary decision should write to the Managing Director, Graham Watson, setting out the grounds for their appeal.  The appeal application should be received by him within one week of being informed of the decision that the employee is appealing against.   The Company will then arrange an appeal meeting.  Again, an employee may be accompanied to the meeting by either a Union Representative or am work colleague.  After the appeal hearing, the Company’s final decision will be notified in writing.

13.7 It is the Company’s policy to listen carefully to what an employee has to say in response to any allegation against them, and to reach an impartial decision.  The Company’s overall aim is to maintain a safe and contented workforce.

13.8 The Company’s record of disciplinary action is intended to be confidential, but may be referred to in the event of Employment Tribunal or similar proceedings.

13.9 The Company may invite an employee to a disciplinary for the following reasons:

(a) Neglecting to complete a required task at work promptly and diligently, without sufficient cause;

(b) Leaving a place of work without permission, or without sufficient cause;

(c) Making or signing any false statements, of any description;

(d) Destroying, altering or erasing documents, records or electronic data without permission or through negligence;

(e) Divulging matters confidential to the Company or customer, either past or present, without permission;

(f) Soliciting or the receipt of gratuities or other consideration from any person;

(g) Failure to account for keys, money or property received in connection with business;

(h) Incivility to persons encountered in the course of duties, or misuse of authority in connection with business;

(i) Conduct which the Company is likely to bring you or the Company into disrepute or which may discredit the Company, customer or a fellow employee;

(j) Use of uniform, equipment or identification without permission;

(k) Reporting for duty under the influence of alcohol or restricted drugs, or use of these whilst on duty;

(l) Failure to notify the Company immediately of any:

(i) Conviction for a criminal and/or motoring offence;

(ii) Indictment for any offence;

(iii) Police caution;

(iv) Legal summons;

(v) Refusal, suspension or withdrawal (revocation) of a Security

(vi) Industry Authority (SIA) licence.

NOTE:  For definitions see the SIA website.

(m) Permitting unauthorised access to a customer’s premises;

(n) Carrying of equipment not issued as essential to an employee’s duties, or use of a customer’s equipment or facilities without permission;

(o) Not maintaining agreed standards of appearance and deportment whilst at work;

(p) Failure to patrol the site using Active Guard Patrol Recorder.

This is by no means an exhaustive list and is intended only as a guide.

13.10 Some examples of actions which are likely to be regarded as gross misconduct include:

(a) Using the customer’s telephone for personal calls;
(b) A serious act of insubordination;
(c) Being under the influence of alcohol or illegal substances;
(d) Sleeping whilst on duty;

(e) Bullying behaviour;

(f) Deliberate and serious damage to property;

(g) Serious misuse of our property, or name or our clients’ property or our clients’ name;

(h) Behaviour that the Company deems could bring it into disrepute;

(i) Causing loss, damage or causing injury through negligence or recklessness;

(j) Serious breach of trust or confidence;

(k) Absence from work without permission or reasonable excuse;

(l) Theft, or unauthorised removal of our property or the property of an employee, contractor, customer or member of the public;

(m) Fraud, forgery or other dishonesty, including fabrication of expense claims and time sheets;

(n) Damage to our buildings, fittings, property or equipment, or the property of an employee, contractor, customer or member of the public;

(o) Actual or threatened violence, or behaviour which provokes violence;

(p) Conviction for a criminal offence;

(q) In the Company’s reasonable opinion being under the influence of alcohol, illegal drugs or other substances during working hours;

(r) Possession, use, supply or attempted supply of illegal drugs;

(s) Serious neglect of duties, or a serious or deliberate breach of your employment contract or operating procedures;

(t) Unauthorised use or disclosure of confidential information or failure to ensure that confidential information in your possession is kept secure;
(u) Unauthorised use, processing or disclosure of personal data;

(v) Harassment or discrimination against employees, contractors, clients or members of the public on the grounds of sex, marital status, gender reassignment, race, disability, religion, age or sexual orientation;

(w) Refusal to disclose any of the information required by your employment or any other information that may have a bearing on the performance of your duties;

(x) Victimising another employee who has raised concerns, made a complaint or given evidence; under the Grievance Procedure, Disciplinary Procedure or otherwise;

(y) Serious misuse of our information technology systems (including misuse of developed or licensed software, use of unauthorised software and misuse of e-mail and the internet.

This list is intended as a guide and is not exhaustive.

13.11 If an employee is suspected by the Company of being guilty of serious misconduct which might potentially result in their dismissal, or in other appropriate circumstances, prior to any disciplinary action being taken they may be suspended on full pay for their contracted number of hours per week whilst an investigation takes place into the circumstances of the allegation(s). 

13.12 Should an employee be required to attend a disciplinary hearing or any related meeting at the Company’s Head Office, the Company will pay reasonable travel expenses and the total time taken to travel along with the time spent at the meeting at an employee’s basic salary rate.

14 Holiday Entitlement

14.1 Paid holiday entitlement for contracted operational full time employees is as follows:



5.6 weeks per year.

14.2 The annual entitlement is usually quoted in ‘hours’ on the employee’s letter of appointment.  This is calculated on the basis of the weekly contracted hours multiplied by the number of weeks' annual entitlement. 

14.3 Each employee’s holiday year will run from the 1 April to the 31 March.   Statutory bank holidays are normal working days but the equivalent time off will be given in lieu should these days be worked.
14.4 No holiday may be taken between 23 December and 2 January (inclusive) without the consent of a Director or Manager of the Company.
14.5 Holiday entitlement accrued but not taken by an employee in any holiday year may not be carried forward to the next holiday year.  No payment will be made in lieu of untaken holiday entitlement other than on the termination of employment.
14.6 Holidays may only be taken in arrears.  However, at the discretion of an employee’s Manager’s, they may be permitted to take holiday that is due to accrue during the following month.
14.7 Holiday entitlement is accrued on a monthly basis throughout the holiday year.  Should an employee leave the Company having taken paid leave in excess of holiday entitlement accrued to the date of leaving, the amount of holiday pay received in excess of the employee’s accrued entitlement will be deducted from the employee’s final pay.

14.8 On the termination of employment the Company may require an employee to use some or all outstanding holiday entitlement during the notice period.  If, at the point of leaving employment, an employee has not taken their full holiday entitlement to that date, then payment in lieu of that accrued entitlement will be made.  

14.9 Employees are responsible for ensuring that all entitlements are duly taken in each holiday year.

14.10 Employees wishing to take annual leave must apply at least one month in advance using Form Ops 1.  Authorisation must be obtained from the employee’s Manager (or authorised deputy) before any leave is taken.  All holidays are agreed at the discretion of the Manager concerned after taking account of operational requirements. 

15 Absence from Work

15.1 In the event an employee becoming medically unfit to carry out their duties during the course of their employment, through either sickness or injury, they will receive Statutory Sick Pay (SSP) in accordance with current legislation.  In the event of an employee being unable to attend for duty, they must:

(a) Immediately inform the Manager by telephone, giving an indication where possible of their probable date of return.  Should the Manager not be available or the call is made ‘out of hours’, then the Company’s National Control Centre should be contacted.

(b) Employees must not leave a message with a colleague or on the Switchboard, and should also notify their Manager in person as soon as possible.  Only when an employee is unable to telephone personally due to illness or accident should someone else notify the Company on their behalf.  

(c) Employees failing to attend work according to their assigned work schedule without giving at least four hours notice of their non‑attendance, the Company reserves the right to deduct from any payment due to an employee an amount equal to the loss incurred by the Company as a result of their failure, which we assess as £70.00 being the costs of providing replacement services at short notice.

(d) Complete the Company’s self-certification form on return to duty for all absences of seven days or less. This includes rest days.

(e) Provide medical evidence from a Doctor in the form of a medical certificate if their absence has lasted for more than seven days. This includes rest days.

15.2 Failure to comply with any of these reporting procedures may result in the non-payment of benefits.

15.3 All employees will be retained in the Company’s employment during the first four weeks of any continuous absence due to sickness or injury.

15.4 After four weeks' continuous absence, the Company will endeavour to establish whether the employee is likely to be fit to return to work in the near future and if so, when.  The employee will be interviewed and asked about their medical condition and if appropriate the Company may seek information from the employee’s General Practitioner or other medical advisers.

15.5 If it is established that the employee will not or is unlikely to be able to return to work within a reasonable period, the employee’s employment  may be terminated with notice on the grounds of ill-health. Appropriate consideration will be given to an alternative course of action, such as an alternative job position if available.  Any alternative actions to be taken will be at the discretion of a Board Director of the Company.  Appropriate meetings will be held with the employee concerned prior to a decision being made.  The employee may be accompanied by a person of his/her choice who is not their lawyer at any meeting to consider their capability to carry out their job.

15.6 In the event that it is established that an employee is suffering from a disability, the Company will consider whether or not there are any reasonable adjustments that can be made in order to enable the employee to return to work.

15.7 Employees having their employment terminated on the grounds of ill‑health will be entitled to appeal against the decision as per the Company's disciplinary procedure.

15.8 In the event of an employee’s failure to attend work due to intermittent sickness or other absence is deemed to have reached an unacceptable level, they will be informed of this in writing and will be required to attend a meeting in accordance with the disciplinary procedure (above).  They will be entitled to appeal any decision by the Company in accordance with the disciplinary procedure.

15.9 Employees must obtain permission from their Manager in advance of any absences required for reasons other than sickness or injury, i.e. to attend the funeral of a close relative, etc.  Employees are required to comply with all statutory notification requirements when exercising a statutory right to time off.

16 Health & Safety

16.1 The Company has a policy on matters relating to Health & Safety that details the organisation and responsibilities for implementing and monitoring that policy.

16.2 All employees of the Company have a statutory duty to:

(a) Take reasonable care for the health and safety of themselves and other persons who may be affected by their acts or omissions.

(b) Co-operate with the Company in the implementation of safe systems of work and to make correct use of any device or clothing provided for their protection.

(c) Immediately report to management any incident that has or may lead to injury or danger to health.

16.3 Employees therefore have a responsibility to do everything they can to prevent injury to themselves, their colleagues and others affected by their actions or omissions at work. 

17 Accident Reporting

17.1 All employees are required to report to their Manager any accidents involving people, vehicles or property that occur on Company property, customers premises or whilst travelling in Company vehicles, in accordance with Company procedures.  Details of these reporting procedures can be obtained from the employee’s Manager.

17.2 Employees should respond to requests for information regarding any accident from the Company, its legal representatives or the Police. Requests for information from other sources, i.e. Government departments, insurance companies, solicitors or third parties, should be referred to the HR Manager for her attention.

17.3 Any claim, summons or notice of proceedings issued against or served on the Company, or any employee in connection with their employment should be sent to the HR Manager immediately.

18 Maternity/Paternity and Adoption Provisions and Statutory Time Off

All employees will be entitled to Maternity and/or Paternity leave and other time off provided for by statute in accordance with current legislation.

18.1 Maternity

(a) An employee is entitled to Statutory Maternity Pay (SMP) if she has been employed for a continuous period of at least 26 weeks ending with the 15th week before the expected week of childbirth, and have average weekly earning at least equal to the lower earnings limit for National Insurance contributions.  SMP can be paid for up to 39 weeks, it is payable by the employer but partly reimbursed by the state.

(b) To receive SMP, an employee must advise the HR Manager that she is pregnant, her expected date of childbirth and the date she would like to start her leave 28 days before they want to start to be paid.  Employees must complete a MAT B1 form which must be given to the HR Manager within 21 days from the date their SMP pay period is due to start.

(c) If an employee subsequently wishes to change the timing of her maternity leave, she must give 28 days’ written notice of the new dates.

18.2 Paternity 

(a) An employee whose wife, civil partner or partner gives birth to a child or is matched for adoption is entitled to one or two weeks' paid paternity leave, provided that he or she has 26 weeks' continuous service by the end of the 15th week before the week in which the child is expected. 

(b) Paternity leave is in addition to annual holiday entitlement.

(c) Paternity leave must be taken in a single block of one week or two weeks within eight weeks of the birth or adoption of the child. 

(d) Employees must give their Manager 15 weeks' written notice of the date on which the baby is due, or in the case of adoption, as much notice as possible but the length of paternity leave they wish to take and the date on which they wish their leave to commence. 

(e) If an employee subsequently wishes to change the timing of their paternity leave, they must give 28 days' written notice of the new dates.  Employees must also, if so requested, complete and sign a self-certificate declaring that they are entitled to paternity leave.

19 Quality Standards

19.1 The Company recognises that in order to maintain continued success we have to continually develop a quality culture throughout the Company and therefore we commit ourselves via this policy statement to the requirements of ISO 9001:2008.

19.2 The Company also recognises that where our activities have a negative impact on the environment we have a responsibility to protect and preserve it, and therefore we also commit ourselves via this policy statement to the requirements of ISO 14001:2004

19.3 In order to underpin these commitments we operate to British Standards: BS 7499 for Manned Guarding, BS 7984 for Key Holding & Response Service, BS 7858 for Security Screening and the relevant CCTV Installation and Maintenance Codes of Practice.  To further confirm our commitments we operate in full compliance with the SIA Approved Contractor Scheme.

19.4 It is the objective of the Company to provide the highest levels of service that deliver client satisfaction in all aspects and by focusing on the following drivers we will promote a partnership relationship that is both mutually beneficial and profitable. 

(a) Continual improvement of all systems and practices.

(b) Prevention of all forms of pollution.

(c) Adherence to ISO 9001 and ISO 14001 including associated British Standards.

(d) Compliance with the requirements of our clients and all regulations and legislation applicable to our business.

(e) Achievement of customer satisfaction.

19.5 We will also establish and set relevant business, quality and environmental objectives and review these at regular intervals.

19.6 We take full responsibility to ensure that this policy is communicated throughout the organisation and this will be achieved during induction training and its understanding verified during internal audits.
20 Equal Opportunities and Diversity Policy

20.1 Every Company employee, prospective employee, customer and visitor has the right to be treated fairly and with dignity, free from discrimination.

20.2 The Company will ensure:

(a) Top level ownership and sponsorship of the policy from the Board, through all tiers of line management cascading down to all employees.

(b) The main stakeholders will be line management, HR management and our clients.

(c) That all requests for any reasonable adjustments by individuals to comply with the Equality Act 2010 and the Disability Discrimination Act 1995 are assessed and discussed both internally and where appropriate with our clients.
(d) That valuing diversity is integrated in mainstream business planning, performance management and the appraisal process.

(e) All those in management and leadership roles will through their defined responsibilities, be proactive in promoting race, equal opportunities and diversity, and in eliminating unlawful discrimination.

Reviewing effectiveness and ongoing policy development

The Company will ensure:

20.3 The policy will be reviewed on an ongoing basis to reflect changes in the law, demographics and internal business requirements.

20.4 Staff monitoring will cover all activities that relate to recruitment and selection, performance management, career development, secondment, retention, training, disciplinary and grievance proceedings.
20.5 Review all the processes to establish the Company’s position with regards to compliance and best practice.

Training and education

The Company will ensure:

20.6 Regular training and refresher training in Equal Opportunities Awareness and Selection Interviewing is provided throughout the year.
20.7 Integrate diversity competencies into development programmes and assessment and selection processes.

Communication

The Company will ensure:

20.8 The publication and communication of the policy to all employees by means of the Employee Handbook, induction training, team briefings, Hold the Back Page, the Company Website, Newsletter and formal Company policies.

20.9 Mainstream business communications reinforce the inclusive messages and become an integral part of day to day processes.

20.10 Promote an organisational culture that is open and encourages employees to contribute to its continuous development.

Handling of complaints

The Company will ensure:

20.11 Any employee who considers that they have been treated in a way that is contrary to the policy should raise the matter with their line manager, in the first instance to resolve the issue.  Alternatively they may wish to contact Human Resources or their trade union representative. If the complaint cannot be resolved through informal means then it may be presented through the formal grievance procedure.

20.12 All acts of discrimination and harassment are treated seriously and safeguard all parties during the investigation of any allegations.

20.13 Disciplinary action will be taken, as appropriate where allegations are founded or where allegations are found to be vexatious and have caused unnecessary distress.

20.14 Any employee who has made a complaint of unlawful discrimination or harassment are fully supported and not victimised as a result of making the complaint

Breaches of the Equal Opportunities Policy

Any breach of this Policy is likely to be regarded as Gross Misconduct rendering all employees responsible for breaching the policy liable to disciplinary action.

21 Equal Opportunities in Recruitment

21.1 The recruitment process will aim to select the most suitable person for the job in respect of experience and qualifications and the Company will comply with its Equal Opportunities policy in this regard.  No assumptions or pre‑judgements will be made by those recruiting about the suitability of either sex, sexual orientation, marital status, ethnic origin, nationality, religion/belief, disability, age or any race for a particular job or about the effects of any disability not affecting the performance of the job.

21.2 All recruitment publicity will positively encourage applications from suitably qualified, experienced people and will avoid any stereotyping of roles.

22 Badges of Rank & Qualification

22.1 Insignia worn with the Stag uniform are to denote rank or qualification.

22.2 No unauthorised badges or insignia may be worn with the Company’s uniform. 

23 Notice Boards

23.1 Notice boards are provided at each Company location to display information concerning all aspects of employment, such as staff vacancies, health & safety announcements.

23.2 If any employee wishes to post a notice on a Company notice board, permission should first be obtained from the appropriate Manager. 

24 Retirement

24.1 It is Company policy that all employees will normally be required to retire upon reaching the age of 65.

24.2 The Company will notify each employee of their proposed retirement at least six months and no more than 12 months before that date.  Each employee will be fully informed of their rights and entitlements at that time, including the right to request to continue working beyond this date.

25 The Media - Disclosure of information / confidential information

25.1 No employee is, without the prior written permission of the Company, permitted to make any statement to or to provide information to the media or any other outside body concerning any incident which may occur during the course of their duties, except if required to do so by law.

25.2 No employee is permitted to write, broadcast or publish information concerning the Company or its customers or to provide any information to any third party for such purposes.

25.3 Each employee is required to comply with the confidentiality clause contained in their employment contract, both during and after employment with the Company.

26 Telephones

26.1 Except in the case of an emergency and with the authority of an employee’s manager, an employee is not permitted to use a telephone belonging to the Company or any of its customers, for any purpose other than the Company’s business. 

26.2 The normal penalty for unauthorised use of Company or customers telephones will be dismissal.  In addition to taking appropriate disciplinary action, the Company also reserves the right to recover the cost of unauthorised telephone calls from the pay of the employee concerned by way of a deduction from wages. 

26.3 Telephone calls to our Head Office, are recorded for employee protection and training purposes

26.4 Legislation specifically prohibits the use of hand-held mobile phones by anyone driving a vehicle on a highway or other road to which the public have access, in all circumstances other than when the vehicle is parked and with the engine turned off. 
26.5 This applies to the use of all mobile phones or similar devices that are hands-free, which still require the user to hold the phone in order to press buttons or to read a message on the phone’s screen. 
26.6 Failure to comply with this requirement will result in action being taken against an employee under the Company’s disciplinary procedure.

27 Vehicles 

27.1 Employees are not permitted to use Company vehicles for private purposes or for travelling to and from their home and place of work, without authority.  

27.2 No unauthorised passengers may be transported in Company vehicles.

27.3 It is Company policy that all drivers of and passengers in Company vehicles will wear seat belts (where fitted) at all times.

27.4 Private motor vehicles may not be brought into Company premises without permission from the authorised manager or head of department. 

27.5 Employees are not authorised to drive a Company vehicle unless they hold a full current driver’s licence and have been duly authorised to drive a Company vehicle by the Company.

27.6 Drivers of Company vehicles can claim no exemption from the law and must not therefore contravene traffic regulations, including those relating to speed, parking or waiting in restricted areas.

27.7 The Company will not bear the payment of any fines, charges or fees arising from breaches of any traffic regulations or parking or waiting restrictions, and in the event that the Company incurs any such fine, charge or fee as a result of the action of any employee, the Company reserves the right to recover the appropriate amount from the employee concerned including by way of a deduction from wages. 

27.8 Employees whose jobs involve driving Company vehicles, and whose driving licence is suspended or revoked for any reason, may render themselves liable to dismissal.  Whilst the Company would consider redeployment to any available non-driving duties (on terms applicable to those duties), such redeployment is not guaranteed.

27.9 Where an employee may have been responsible for a traffic accident while driving a Company vehicle the disciplinary procedure may be invoked. 

28 Use of computers - General Use

28.1 Computers, Internet Access and E-mail may be made available by the Company or the client to assist in the performance of an employee’s duties. The damaging potential of viruses, transmitted through the Internet, e-mail attachments, floppy disks and other media, means that it is every employee’s responsibility to be aware of what programs or attachments they open, which web-sites they are visiting and the source of any media such as floppy disks or CD-ROMs. 

28.2 No program should be installed from floppy disk or CD-ROM without the authorisation of the IT department responsible for the equipment in question.
28.3 No program should be downloaded from the Internet and installed without the authorisation of the IT department responsible for the equipment in question. All employees should be aware that a legally binding contract can be entered into by exchange of e-mails and it is all too easy to send confidential information to the wrong person.

29 E-mail

29.1 When sending e-mails, internally or externally, employees should exercise the same care as if they were sending a letter on Company or client headed paper depending on the e-mail address used.
29.2 Employees must not send, forward, distribute or retain e-mail messages that contain language that is abusive, aggressive or offensive.  They must not make any improper or discriminatory reference to a person’s race, colour, religion, sex, age, national origin, disabilities or physique when writing e-mails and must not forward or distribute any material that does so.
29.3 The effective operation of the network can be hindered when large attachments, such as video clips or pictures, junk mail, hoax virus warnings and chain letters are sent and received.  Employees must not send and should ask others not to send such information to them for non‑business purposes.
29.4 Employees must not subscribe to any newsletter or similarly distributed e‑mail content for non-business purposes.

29.5 It is possible to create legally binding contracts without intending to via e‑mail correspondence.  E-mail must not be used for communications that could lead to a binding contract being formed or which would have the effect of imposing an obligation on the Company or the client in any way without prior authorisation/approval being given from the Company Finance Director or the person responsible on the client side.

Copyright

Most information and software that is accessible on the Internet is subject to copyright or other intellectual property protection.  Nothing should be copied or downloaded from the Internet for use within the Company or client unless the material owner has given express permission.

Personal Use of Computers

The Company’s or clients computers, including laptops, are to be used solely for business purposes, subject to the following exceptions: -

29.6 Employees may make reasonable use of the Company’s or clients computer system for sending personal e-mails outside their normal working hours or during their lunch break in accordance with the terms of this policy.  Employees may use the Internet for reasonable personal use outside working hours or during their lunch break in accordance with the terms of this policy;

29.7 The Company or client reserves the right to withdraw permission for personal use in individual cases without giving reasons;

29.8 It is important to remember that individual clients will have their own rules regarding the personal use of computer equipment.  These rules may apply to the Company’s equipment on a client site and it is each employee’s responsibility to make sure they are aware of such rules.

Inappropriate websites

29.9 Employees must not under any circumstances access inappropriate or offensive websites or distribute or obtain similar material through the Internet or e-mail when using Company or client equipment, even if they are doing so in their own time.  Examples of inappropriate or offensive material include racist material, pornography, sexually explicit images, text and related material, the promotion of illegal activity or intolerance of others and gambling sites.  Employees should remember that although one person does not find certain material offensive, another might.

29.10 The Company as well as the client has the final decision as to whether it considers particular material to be inappropriate under this policy. Any employee who is unsure whether the Company or the client would consider particular material appropriate should neither access nor distribute such material. 

29.11 If an employee receives material that contains or suspects contains inappropriate material or access such material on the Internet inadvertently, they must not under any circumstances forward, show to anyone else or otherwise distribute the material.

30 RIPA

30.1 The Regulation of Investigatory Powers Act 2000 (RIPA) provides for, and regulates the use of, a range of investigative powers, by a variety of public authorities. It updates the Law on the interception of communication to take account of technological change such as the growth of the Internet.  It also puts other intrusive investigative techniques on a statutory footing for the very first time; provides new powers to help the threat posed by rising criminal use of strong encryption; and ensures that there is independent judicial oversight of the powers in the Act.

30.2 RIPA is consistent with the Human Rights Act 1998 and creates a system of safeguards, reflecting the requirements of Article 8 of the European Convention on Human Rights (ECHR).  It contains five parts providing for powers in relation to specific investigative techniques or establishing systems of scrutiny, oversight or redress.

30.3 Part I relates to the interception of communications and the acquisition and disclosure of communications data. Part II relates to the use of covert surveillance, agents, informants and undercover officers. Part III covers the investigation of electronic data protected by encryption. Part IV provides for independent judicial oversight of the powers in the Act. Part V covers miscellaneous and supplemental matters such as consequential amendments, repeals and interpretation.

31 Gratuities

Employees are not permitted to accept a gratuity or gift of any kind from a customer or any other party in respect of any work or duty performed or as an inducement to undertake any work or duty.  All employees who are offered any gratuity or gift should report the incident to their Manager.

32 Consumption of alcohol & use of illegal substances

32.1 It is a requirement of the Company that no employee shall: 

(a) Report or endeavour to report for duty having just consumed alcohol or under the influence of drugs;

(b) Report for duty in an unfit state due to the use of alcohol or drugs;

(c) Be in the possession of illegal substances or drugs, other than those prescribed by a doctor, in the workplace;

(d) Consume alcohol or drugs whilst on duty 

32.2 It is against Company policy to consume alcohol on the Company or client's premises.

32.3 Any employee who is found consuming alcohol on the Company or clients’ premises or is found to be intoxicated at work will face disciplinary action for Gross Misconduct under the Company’s disciplinary procedure, which may lead to dismissal without notice.

32.4 Prospective employees may be asked as a condition of any offer of employment to undergo a medical examination that will seek to determine whether the prospective employee has taken a controlled drug or has an alcohol abuse problem.

32.5 A refusal to give consent to such an examination or a refusal to undergo the screening will result in the immediate withdrawal of any offer made.

32.6 The possession, use, or distribution of drugs for non‑medical purposes on Company or client premises is strictly forbidden.

32.7 Any employee who is prescribed drugs by their doctor that may affect their ability to perform their work, should discuss the situation with their Manager.

32.8 If the Company suspects there has been a breach of the prohibition on substances, or work performance or conduct has been impaired through substance abuse, the Company reserves the right to require an employee to undergo a medical examination to determine the cause of the problem.

32.9 If an employee refuses to undergo a reasonable request for a medical examination in such circumstances, their refusal will constitute gross misconduct in accordance with the Company’s disciplinary procedure or in the alternative a decision will be made based on the information available to the Company and the Employee’s refusal to undergo a medical examination could be taken into account.

32.10 If, having undergone a medical examination, it is confirmed that an employee has been positively tested for a controlled drug, or admits there is a problem, the Company reserves the right to suspend the employee from their employment to allow the Company to decide whether to deal with the matter under the terms of the Company’s disciplinary procedure or to require them to undergo treatment and rehabilitation.

32.11 The Company reserves the right to search an employee or any of their property held on Company or client premises at any time if there are reasonable grounds to believe that the prohibition on substances is being or has been infringed.  The search will be carried out in accordance with the Company rules with regard to searches.

32.12 If an employee refuses to comply with these search procedures, their refusal will normally be treated as amounting to Gross Misconduct and it will entitle the Company to take disciplinary action.

32.13 The Company reserves the right to inform the police of any suspicions it may have with regard to the use of controlled drugs by its employees on Company or client’s premises.

33 Smoking at work

Non smoking restrictions must be observed.  All customer premises shall be considered to be no smoking areas, except where smoking is expressly allowed in Assignment Instructions.

34 Unauthorised persons / access

Employees are not permitted to allow unauthorised persons to enter Company or customers’ premises or to travel in Company vehicles.

35 Company and customers’ property

Unauthorised possession of any property belonging to the Company or its employees, its customers or their employees may be regarded as gross misconduct.

36 Personal search 

36.1 Due to the nature of the Company’s business, it may on occasion be necessary to require an employee to submit themselves to a personal search.  The Company also reserves the right to search an employee’s belongings/personal effects, any property brought by them onto the Company’s or a customer’s premises and any vehicle used by them to travel to work.

36.2 Such a search may be carried out without prior warning but will only be carried out in the presence of a duly authorised management representative, and a management witness.

36.3 Searches will be carried out by a person of the same gender as the person being searched who is authorised by the Manager requiring the search.

37 Uniforms, equipment and ID cards

37.1 All employees must wear the appropriate Company uniform at all times whilst on duty and are expected to present a smart appearance at all times.  Visible body piercing is not acceptable dress code.
37.2 All employees are required to provide themselves with suitable black shoes or boots to be worn at all times whilst in uniform. Safety shoes are issued where deemed necessary by management.

37.3 Uniforms, protective clothing and equipment are free of charge when issued.  The Company remains the legal owner of such items and employees are required to maintain items issued in good order.  Employees will be liable to pay for any loss or damage caused by their negligence.  Uniforms will be issued and replaced as deemed appropriate by the Company.

37.4 Where protective clothing and equipment is issued it must be used wherever its use is required. Failure to comply will result in disciplinary action being taken and could also adversely affect any claim in the event of injury or death.

37.5 All employees will be issued with an identity (ID) card that must be carried at all times whilst on duty.  The ID card is for use on Company business only and remains the property of the Company.

37.6 ID cards will be replaced on expiry by the Company.  In the event of the loss of an ID card, a replacement charge of £10.00 will be levied.

37.7 On leaving the Company’s employment all items of uniform and equipment, together with the employee’s identity card, must be returned to the Company without delay. This includes Company cars, where applicable. Deduction from an employee’s wages will be made in respect of any items not returned, or where collection has to be arranged by the Company.  Deduction will be made for the cost of the uniform if an employee leaves within 12 months of joining the Company.  

38 Personal property

Employees are responsible for the safe keeping of any personal possessions that they bring onto Company or customers’ premises.  The Company will accept no liability for any personal items lost, damaged or stolen from the Company or customers’ premises or from any Company vehicle.

39 SIA Licence

39.1 All employees are required to be in procession of a valid SIA Licence which must be worn on duty at all times.

39.2 Employees are required to report lost, stolen or damaged licenses:

(a) If an SIA licence is lost, the employee must write to the Security Industry Authority and explain the circumstances of the loss

(b) If the SIA licence has been stolen, the employee should report this to the police and obtain a reference number from them and forward the police report to the Security Industry Authority with a covering letter.

(c) If an employee’s SIA licence has been damaged, the employee must return the licence to the Security Industry Authority with a covering letter.

39.3 All employees must inform the Company if their SIA licence has been lost, stolen or damaged.

39.4 If an employee’s licence has been revoked or suspended, they must inform the Company immediately.

40 Time keeping and attendance

40.1 Employees will be expected to achieve and maintain a good standard of time keeping and attendance.  Persistent lateness or unauthorised absence may render an employee liable to disciplinary action, including dismissal.

40.2 The employee’s employment with the Company requires that hours of work are recorded by computerised time sheet or other method.  Any falsification of records in this respect will be regarded as gross misconduct.

40.3 There are times when an employee may be required to remain at their assignment for up to two (paid) hours after their scheduled finish time if their relief fails to arrive on time for any reason.  Employees are not permitted to leave an assignment without being relieved by an authorised Stag employee or without permission from the Central Station.  Failure to adhere to this instruction may result in disciplinary action being taken against them, including dismissal.
41 Corporate Social Responsibility Policy Statement 
41.1 Corporate Social Responsibility (CSR) represents a commitment by the Company to behave fairly and responsibly, contribute to economic development while improving the quality of life for our employees as well as contributing to local communities and society.  We recognise that our social, economic and environmental responsibilities to our stakeholders, including the Security Industry, marketplace, environment, community and our people are integral to our core business values.

41.2 Our mission to enhance the sustainability of the Security Industry is at the heart of our CSR policy.  We aim to improve the competitiveness of the Security Industry sector and thereby enhance livelihoods. 

41.3 Our business is widely located across the UK.  We work to provide support into communities in a range of ways including partnership with other businesses and community organisations, via charitable activities.  

41.4 The Company is committed to improving the environment and manage our business within the framework of an Environmental Management System in line with the requirements of ISO 14001.  We continually reduce our greenhouse gas emissions by implementing energy efficient measures and adopting procurement policies that favour sustainably-produced goods.  Whenever feasible, we will use our influence to promote the values of CSR across our client base and Security Industry.

41.5 The Company is committed to ensuring that our business is carried out in all respects according to rigorous ethical, professional and legal standards.  Our business and livelihood depend upon our customers. Every employee is responsible for ensuring that any contact with our customers and the public at large reflects professionalism, efficiency and honesty. We strive constantly to provide high quality service levels and good value for money.

41.6 The Company values its employees.  We have developed employment policies that are directed at creating an environment that will attract, develop, motivate and reward employees of high calibre.  The work environment is enhanced by lifestyle-friendly policies that support human rights, citizenship, health and safety, disability, personal and career development and high standards of ethical and professional conduct.  The Company’s core values guide our working practices.

41.7 Alongside our financial success as a business we recognise our responsibility to work in ways that add value to the lives of all persons affected by our business and improve the world in which we live.

42  Harassment

42.1 Harassment is unwanted conduct whether verbal or not, based on all categories as stated in the Equal Opportunities Policy, which affects the dignity of all employees at work; or bullying of colleagues by intimidatory behaviour. A single incident can amount to harassment if sufficiently grave.

42.2 All staff are entitled to a working environment which respects their personal dignity and which is free from such objectionable conduct.  Harassment is a serious disciplinary offence and incidents will be dealt with under the disciplinary procedure.

42.3 Attempts may be made to resolve any problems informally but all employees have the right to bring a formal complaint if they feel they are being harassed.  All complaints will be thoroughly and expeditiously investigated.  The Company will ensure that the complainant is not in any way penalised whether directly or indirectly for raising a complaint.

42.4 However, should the investigation identify that the complaint was of a malicious nature, disciplinary action may be taken against the employee who raised the complaint.

43 Work Related Social Events

To ensure that everybody is able to enjoy themselves in a relaxed yet safe environment all employees should be mindful that all work related social events both on and off Company premises and including customer organised events are treated as an extension of the workplace.  Therefore workplace standards apply and for this reason any inappropriate behaviour will be dealt with in accordance with the Company’s procedures.

44 Time off for Hospital, Doctor & Dentist Appointments

44.1 Due to contractual obligations with our customers it is not possible to allow employees to take occasional hours off their normal tour of duty to attend routine medical appointments during normal working hours.

44.2 Employees should arrange all routine medical appointments in their own time outside normal working hours. Where this is not possible then employees will be required to book annual leave.

45 Promotion Policy

45.1 It is the Company’s policy to fill any vacancies that arise by promotion and/or internal transfers wherever possible.  External recruitment will only be undertaken where vacancies cannot be filled satisfactorily from within, where the necessary skills do not exist internally or due to the numbers of staff required.

45.2 In accordance with the Company’s Equal Opportunities policy, all applicants for promotion will be assessed objectively.  No assumptions or pre‑judgements will be made by those selecting employees for promotion regarding the suitability of either sex, sexual orientation, marital status, ethnic origin, nationality, religion/belief, disability, age or any race for a particular job or about the effects of any disability not affecting the performance of the job.

45.3 The first three months in any new position will be treated as a trial period.  This trial period may be extended, if appropriate, and the reasons for any extension will be explained to an employee.  If the trial is unsuccessful the utmost will be done to find the employee an alternative position, although this could be at a lower rate of pay and on different terms and conditions. 

46 Redundancy

46.1 Redundancy arises when the need for a particular job diminishes or ceases. Everything possible will be done to avoid redundancy by using alternative methods, such as the reduction in overtime working, natural wastage, a review of the use of casual workers, lay‑off and short time working where appropriate.

46.2 A dismissal on grounds of redundancy will only take place if a true redundancy situation exists.  The criteria used for selection will be applied objectively and there will be consultation with both individual employees and employee representatives (where required) prior to any final decision being taken with emphasis on attempting to identify suitable alternative employment and alleviating personal hardship. Individuals at risk of redundancy will be warned of likely redundancy as early as possible.

46.3 If 20 or more employees are to be made redundant within a period of 30 days or less, consultation will take place with elected employee representatives in accordance with statutory provisions.

46.4 If an employee is given notice of redundancy, they will be allowed time off to look for alternative employment outside the Company.

47 Selection criteria

47.1 Although the Company will endeavour to invite volunteers for redundancy before declaring any compulsory redundancies, it is at the discretion of the Company in each case whether to accept a volunteer for redundancy.

47.2 Where there are elected employee representatives, the selection criteria will be a matter on which the representatives will be consulted.

47.3 In other cases any combination of selection criteria will be set by the Company but will be based on objective criteria such as disciplinary record, attendance record, length of service, relevant qualifications and experience.

48 Redundancy payments

Redundancy payments will be calculated in accordance with prevailing legislation.

49 Alternative employment

The Company will ascertain whether it may be able to offer alternative employment to anyone likely to be made redundant.  An employee may not receive a redundancy payment if they unreasonably refuse an offer of suitable alternative employment.  Where an offer of alternative employment is made, both the employee and the Company have a four-week trial period in which to decide if the offer of alternative employment is mutually acceptable.  At the end of this period, either the employee or the Company can terminate employment and a statutory redundancy payment will be made if the appropriate conditions are met.

50 Appeal

If an employee wishes to Appeal against the decision to dismiss, they must put their Appeal in writing to the Managing Director within seven days of being served with notice of termination.

51 Travel and Subsistence

51.1 All employees will be eligible be enrolled in the Company Dry Cleaning, Travel and Subsistence Scheme (“the Scheme”).  Employees do not have a fixed place of work are eligible for travel and subsistence payments.  

51.2 Under the Scheme, an employee’s salary is reduced by an amount (“the Scheme Reduction”).  They will receive tax-free payments for dry cleaning, travel and subsistence (“the Allowance”) in line with HM Revenue & Customs agreement.  

51.3 Each employee will be advised of the amounts that can be claimed and, unless the employee does not pay tax or National Insurance, their total payment under the Scheme will increase their take home pay (taking into account any tax credits to which they become entitled by virtue of their participation in the Scheme) by approximately 7.5% of the value of the Allowance (although this may not be the case in their final pay slip).  

51.4 The Allowance may, in certain circumstances be paid to an employee in instalments over a number of pay periods but their take home pay will never be less than their original net pay would have been.

51.5 If an employee enters the Scheme, which is optional, they must do so for a renewable period of 12 months, at the end of which they can either leave the Scheme or continue for a further 12 months.  However, employees will be ineligible to continue in the Scheme if they work, or it is expected that they will work, at any particular site for more than 24 months.  

51.6 Employees will inform the Company of the method of travel they expect to use in travelling to and from Assignments (the ‘Normal Mode of Travel’).  Whilst a member of the Scheme, an employee must notify the Company whenever they use an alternative mode of travel to the Normal Mode of Travel, such notification to confirm the alternative method(s) of travel used; the date(s) to which this applies, and be received by the Company by the end of the relevant week in which the alternative mode of travel has applied.  

51.7 Under the Scheme, the Company assumes that the employee incurs travel and subsistence costs when undertaking Assignments.  Employees must therefore notify the Company by the end of each week of any day(s) in the relevant week where no travel and/or subsistence costs have been incurred by them.  Irrespective of whether employees are in the Scheme, if they qualify they will receive payments in respect of reimbursement of their license fee, training costs and uniform costs. Employees agree that their salary will be reduced by an amount (“the Reimbursement Reduction”) and that they will receive tax free payments in respect of reimbursement of these costs.  Employees will be advised of the amounts that can be claimed and, unless they do not pay tax or National Insurance, their total payment will increase their take home pay (taking into account any tax credits to which they become entitled by virtue of these payments) by approximately 2.5% of the value of the reimbursement (although this may not be the case in their final payslip). 

51.8 The allowance may, in certain circumstances be paid to the employee in instalments over a number of pay periods but their take home pay will never be less than their original net pay would have been.  If for any reason some or all of the Scheme Reduction and/or the Reimbursement Reduction is found to be invalid or some or all of the Scheme Reduction and/or the Reimbursement Reduction is reinstated or awarded to them, then they will be required to give credit for any amounts paid to them by way of the allowance against any additional salary reinstated or awarded to them. This will mean that the advantages of the scheme will not be available to them and the pay and taxation position will be reversed to the extent of the taxable reinstated salary or award.

52 Data Protection Policy

52.1 We are aware that in today’s world the protection of data and information is fundamental to an employee’s personal security and we have an obligation to ensure the data we capture and store relating to our employees is respected, used correctly and stored securely.

52.2 We can categorically confirm that we do not share, copy, provide or publish any of the data we retain with any other organisation without an employee’s express written authority.

52.3 Please be aware therefore that all data captured and retained by us is managed in accordance with the following eight recognised principles of data protection:

(a) It will be fairly and lawfully processed;

(b) It will be processed for limited purposes;

(c) It will be adequate, relevant and not excessive;

(d) Remain accurate and up to date;

(e) Not kept for longer than is necessary;

(f) Processed in line with an employee’s rights;

(g) Securely captured and retained;

(h) Not transferred to other countries without adequate protection.
52.4 Employees have a right to access and view any data we hold relating to them and we 
uphold this right at all times.

52.5 Access will be made available within 40 days of an employee’s request and where recurring access is required a small charge may be levied to cover administration costs.

52.6 Please apply to the office for more 
information on how to access this information if required.

52.7 We are registered with the Information Commissionaires Office and comply with all relevant legislation and regulation in aspect of capturing, retaining and protecting an employee’s data.

52.8 Should any employee have any concerns regarding data protection or the practices we utilise please bring these concerns (in writing wherever possible) to the immediate attention of the HR Manager who is located at the Head Office.

I can confirm that I have received and signed both copies of my employment contract, code of conduct and employment handbook and accept your offer of employment and it’s terms and conditions.

Name:

Signed:

Date:
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