Starting Your Employment
(Employee Only)
On your first day you should normally go to your place of work, unless otherwise stated in your letter of appointment. In order to begin your employment, you will need to have supplied the following documents and information:
· Full Name, Date of Birth, Address & Email address

· Emergency Contact Details

· Original documentary evidence of your right to work in the UK (required for the purpose of our obligations under the Asylum and Immigration Act 2004). A list of acceptable documents can be found at https://www.gov.uk/government/uploads/system/uploads/attachment_data/ file/426964/an_employers_guide_to_right_to_work_checks_may_2015_final.pdf

· One copy of the signed contract terms

· Signed Privacy Notice

· One copy of the signed Apprenticeship Deed (If applicable)

· Your P45 (or complete a P46 which will be supplied to you)

· National Insurance number and bank details for payroll administration purposes.

· If you wish to join the salon's pension scheme - details of pension entitlement from your previous employer (if applicable)

· Details of any statutory sick pay received in the last 8 weeks
· Signed Handbook Affirmations
Please bring original documents where requested. We will take copies which will be held on your personnel file and we will return the originals to you.

As an employer, we are obliged by the terms of the Asylum and Immigration Act to require you to produce proof of your right to work in the UK as a condition of starting your employment.
Induction Procedures |

You will be given access to this Handbook which you must read in order to familiarise yourself with the rules and procedures set out in it. You will be required to confirm that you have received and read the staff handbook on the appropriate form.
On joining, you will receive training in the Organisation's procedures, including in particular, the Health and Safety and Fire Safety Procedures. If you have any questions or concerns as you settle into your new employment, you should raise them immediately with your line manager or Salon Owner.

Place of Employment |
You will be required to work in the place specified in your contract of employment. Your contract allows for you to be moved to a different location on a temporary basis if business needs require. Also, you may be required to permanently work at a different location.

If any changes to your place of work should take place the Organisation will do its best to keep you informed at all stages and give you as much advanced warning as possible. The Organisation will also try to take into account your personal circumstances but makes no guarantee that your circumstances can always be accommodated
Probationary Period |
Your employment is subject to an initial probationary period of 3 months that can be extended by a further 3 months upon notice from the employer to the employee. References will be taken up during the probationary period. Your continued employment will be conditional on satisfactory references. The probationary period does not apply to apprentices and apprenticeship.

During your probationary period, your performance and general suitability will be assessed and, if it is satisfactory, your employment will continue.

At the end of the probationary period, if you have not yet met the required standard, the Organisation may decide to extend the probationary period to give you a further opportunity to satisfy us that you are able to do so. If you fail to improve sufficiently during the extended probationary period, your employment will be terminated.

If your work performance or suitability for the role is not up to the required standard, we may either take remedial action or terminate your employment (normally without recourse to the disciplinary procedure). At the end of your probationary period, you will be assessed and, if satisfactory, your employment will continue and you will no longer be subject to probation.

Your employment may be terminated by either party at any time during your probation period by giving the notice detailed in the Notice section of your contract of employment.
Employee Training |
At the start of your employment, you will receive the necessary training for your specific job. As your employment progresses, your skills may be extended to encompass new job activities within the business, depending on our business requirements and your individual skills and strengths as they develop.
Performance Review and Staff Appraisal |
Our policy is to monitor your work performance on a continuous basis so that we can maximise your strengths, and help you overcome any possible weaknesses.

Performance targets in your role will be discussed with you and set either: weekly, monthly or quarterly.

Targets are intended to encourage you to maximize your full earning potential. However, be aware that a persistent failure to meet the targets set for you without reasonable explanation may result in the termination of your employment with the Organisation under the Organisation's disciplinary policy.

Appraisals of staff will be carried out from time to time by the Organisation
Pay |

Your wages (and expenses if applicable) are paid weekly in arrears net of tax and national insurance either directly into your bank. You will receive written notice of any change to your pay.
Expenses |

The Organisation will reimburse to you all expenses properly incurred by you in the proper performance of your duties if they are claimed in accordance with this (or another) procedure.

In order to claim expenses, they must be incurred as a necessary part of your duties and if there is any doubt you should ask your Manager for clarification that the expense may be reimbursed before it is incurred.

In order to claim expenses, you must complete the appropriate form and attach receipts, vouchers or other evidence of payment and the form must be signed by your manager. Expenses are to be submitted MONTHLY direct to the accounts office on the Organisation expenses claim form to arrive by 20th of each month, for re-imbursement direct into your bank account the following month.

WARNING: Payment of your expense claims will be delayed or withheld if not properly substantiated. Fraudulent claims may result in your dismissal.

All expenses claims must be made within 1 month of the incurring of the expenditure. Any claims made after this deadline will not be reimbursed.

Reimbursement of travel expenses will be made up to the maximum allowed by the guidance from HM Revenue and Customs, but this does not guarantee the Organisation will pay the maximum allowed. The Organisation will notify you of the changes in these rates as they occur from time to time.
Hours of Work |

Your hours of work are set out in your contract.

You will receive a rest break of 20 minutes if your daily working time exceeds 6 hours. If you are 16 or 17 years of age, you will receive a rest break of 30 minutes if your work time exceeds 4 hours 30 minutes. Rest breaks will be unpaid and do not form part of your working time.

You may be required to take an unpaid lunch break of 1 hour, to be taken at a time designated by your Manager. If this is the case, you will not otherwise receive a rest break.

The Organisation has the right to make reasonable changes to your hours of work.

You will often be expected to work beyond your normal working hours should the workload demand. You will be paid at the normal hourly rate for any overtime worked. Overtime may only be worked if agreed by the Employer.

The Organisation has the right (also as set out in your contract of employment) to require you to remain away from work on full pay for such period and on such conditions as the Organisation may specify.

Holidays |

The Organisation's holiday year runs from August to July. Payment for holidays will be at your normal rate of pay.

You are entitled to 28 working days of holiday per calendar year (reduced pro rata in relation to your part-time hours if you work part-time) inclusive of all bank and statutory holidays which you are permitted to take, or such increased amount of holiday set out in your contract of employment or agreed with your manager.
If you wish to take holiday you will normally need to make your request with four week's notice. The holiday request will be considered by your Manager who will advise you within two weeks whether your request has been granted. The Organisation will respond as soon as possible to your request for holiday. No responsibility will be accepted for monies lost as a consequence of your failure to follow this procedure.
You should not presume that your request for leave will be approved and make any bookings before your request has been granted.
You may not take holiday that would mean you are away from work for more than 2 consecutive weeks. Holidays must be taken at a time that is convenient for the Organisation. You will not be paid for annual leave taken without prior authorisation.
No unused holiday may be carried forward into a subsequent holiday year and you will not generally receive a payment in lieu of any unused holiday except on termination of your employment.

Unused holiday can only be carried over to another holiday year in cases involving sickness absence or in cases of maternity, paternity, adoption, parental or shared parental leave.

If you start or leave your employment during the holiday year, your holiday entitlement for that holiday year will be calculated pro rata to the period worked in that holiday year.

Employees accrue holiday entitlement during Maternity/Adoption/Paternity/Shared Parental Leave periods.
Upon termination of your employment, you will be entitled to pay in lieu of any unused holiday entitlement for that holiday year. If, at the end of your employment, you have already taken holiday in excess of your annual entitlement, you must repay any pay received for that holiday, and you agree that the Organisation may deduct such sums from any money owing to you.
The Organisation may require you to take any unused holiday during your notice period, even if you have already booked that holiday to be taken after the end of the notice period. 
Alternatively, the Organisation may require you to work the whole or any part of your notice period even if you have already obtained authorisation to take holiday during that period.
The Organisation may require you take your holiday on specified days (for example when we are closed on Christmas Day or refurbishment).
Public Holidays |

Your holiday entitlement is 28 days per annum in total, inclusive of all bank, statutory or public holidays (reduced pro rata if you work part-time), or such increased amount of holiday set out in your contract of employment or agreed with your manager.

Due to the nature of our business, you may be expected to work on public holidays in the ordinary course of your employment.

You will not receive any additional pay or overtime when you work on a public holiday. You will be allowed to take your holiday entitlement on a different day if you do not use the allowance for a public holiday.
Sometimes we may open for only half a day on a public holiday. If this is the case you will only use half a day of allowance if you choose to take that day as a holiday and if you work on that day you will be entitled to use a half day at a different time.

If you wish to take paid annual leave on a date falling on a public holiday when we will be open, you must give at least four weeks' notice of your proposed holiday in accordance with the procedure set out above. This is to enable the Organisation to check and organise staffing requirements for the public holiday in question.
Employed Benefits

Team Members Services
As an employee of Enhance you are entitled to receive all you hair and beauty services completely free when carried out by an employed Team Member in the salon.

You can also have free hair & beauty services by a Self Employed Team Member if they have opted in to the Benefits Scheme. You must use the salon product for this though. Again this must be carried out in the salon.

All your services must be booked in and carried out on your day off. If a full paying client needs the appointment, you will be bumped from the team member’s column to another day/time.

Team Members Retail

You may purchase any Retail Product in salon at cost price plus VAT. This must be paid in cash or the card fees will be added also. These are strictly for your own use. If someone else is paying for these then they will pay full price and you will receive your Commission.

Team Members Gift Vouchers
You may purchase gift vouchers with 10% off.
Team Members Commission
For all retail that you sell, you will receive 10% commission. This will be paid Monthly.

Service Commission is the way in which you can have uncapped earning. Once your income reaches 3x your wage you will recive 34% of any income brought in above this.

Team Members Pension Contributions

Once you hit the pension scheme criteria you will be added to the scheme and the business will pay contributions into your fund.

Friends & Family

You are entitled to choose 2 people you know who will receive 40% off if they have a service carried out by yourself. They will be bumped from your column if a full paying client would like the appointment.

All your fiends and family are also entitled to 10% off all retail in salon although this means no commission will be paid on these items.

You may bring any friend or family into the salon to carry out a service on them on your day off and they can pay product cost only. Although you will not be paid, you must still wear your uniform and act professional at all times. This is subject to enough space in salon and must be cleared with your manager/salon owner. Since your clinet will only be paying cost, use this opportunity to take videos and pictures for your social media.

Notification of Sickness or other Absence
Principles |
It is your responsibility to notify us at the earliest opportunity you are absent from work for any reason. If the absence continues for any length of time, you must keep your Manager fully informed and submit medical certificates where appropriate. We require this information in order to manage the business effectively in your absence and to pay you appropriately.

If you cannot attend work for any reason and your absence has not previously been authorised by the Organisation, you must inform the Organisation.
Sickness Notification Procedure |
You should always attempt to notify your Manager directly about any absence and speak with them when you are ringing with an update. If they are not available, you should not rely on another member of staff to pass on a message on your behalf. If you cannot speak directly to your manager you must leave a telephone number on which you can be contacted in person. 
Providing details of your absence by text message is not acceptable. If you have left a message and your manager has not returned your call, you should try again after a reasonable time (about an hour).
You should provide details of how long you expect to be absent (if possible) and the full reasons for your absence to your Manager when you phone in.
You should contact your Manager by no later than 30 minutes before the time at which you are due to start work on the first working day of absence.
If your absence continues you should call again to update the Organisation on every working day of your absence until the provisions of clause 9.3 below applies.
Immediately after your return to work after a period of sickness absence of up seven days you must complete a Self-Certification form, stating the dates of and the reason for your absence, including details of sickness on non-working days, as this information is required by the Organisation for calculating Statutory Sick Pay entitlement. Self-Certification forms can be obtained from your manager and will be retained in the Organisation's records.
If you are absent from work due to sickness or injury that continues for more than seven days (including weekends) you must provide the Organisation with a medical certificate by the eighth day of sickness or injury. Thereafter weekly medical certificates must be provided to the Organisation to cover any continued absence and you must contact the Organisation on a weekly basis to update the Organisation on the position regarding your illness and likely return date.
Other Unforeseen Circumstances |

When a domestic or other unexpected situation occurs, you (or someone on your behalf) must notify your Manager as soon as practicable.
The Organisation will always treat such cases sympathetically but you must keep in touch with your Manager and agree the amount of time you will be away from work.
You should always attempt to notify your manager directly about any absence and speak with them when you are ringing with an update. If they are not available, you should not rely on another member of staff to pass on a message on your behalf. If you cannot speak directly to your manager you must leave a telephone number on which you can be contacted in person. 
Providing details of your absence by text message is not acceptable. If you have left a message and your manager has not returned your call, you should try again after a reasonable time (about an hour).

Payment for such absences will be at the discretion of the Organisation.
Failure to notify absence and/or unauthorised absence |
All absences will be recorded and monitored.
Failure to follow the notification procedure without good reason will be regarded as a disciplinary matter.
Frequent, unexplained or unauthorised absence will also be regarded as disciplinary matters.
Sick Pay |

If you are absent from work due to sickness or injury and comply with the Organisation's procedures and provided that you meet the applicable statutory conditions, you will be paid Statutory Sick Pay.
To be eligible for Statutory Sick Pay, you must have been incapable of work for at least four consecutive days. For Statutory Sick Pay purposes, your qualifying days are Monday to Sunday.
Statutory Sick Pay will be administered in accordance with the legislation in force at the time.
The Organisation may require you to be examined at anytime by an independent doctor at its expense and unreasonable refusal by you to comply with any such request is likely to be a disciplinary offence. It may also have an adverse effect on the Organisation's entitlement to pay you Statutory Sick Pay and will make it difficult for the Organisation to make informed judgments about your fitness to work.
Sickness Absence Procedures |

The Organisation may need to dismiss an employee whose attendance does not meet an acceptable standard either because of a long-term absence or because of a series of short-term absences. Such dismissals do not depend on any wrongdoing on the employee's part and do not mean that the Organisation does not accept that their absences are genuinely due to illness or injury. Rather, dismissal is recognition that unfortunately the employee is no longer able to perform their role or attend work on a sufficiently regular basis to make their continued employment a viable option.
Short-Term Absence |

An employee who is absent on more than three occasions within a six-month period will be invited to a meeting to discuss their attendance. The meeting will usually be conducted by the employee's line manager and the employee will have a right to be accompanied by a fellow employee or a trade union official on the same basis as set out in the performance management procedure.
At the meeting the employee will be asked to explain the level of their absence. Where there is any indication that the absences are caused by an underlying medical condition then the matter may be dealt with under the procedure for long-term absence set out below. The Organisation may also seek medical evidence from either the employee's doctor or an occupational health specialist in which case the meeting will be adjourned for a report to be obtained.
Subject to any medical evidence, the manager conducting this first-stage meeting may decide to issue a warning to the employee setting out the Organisation's expectations regarding attendance and indicating the level of improvement needed. A review period will normally be set which may range from one month to 12 months depending on the circumstances.
If the employee's attendance does not improve to the extent required they may at any stage in the review period be invited to attend a second-stage meeting to discuss the matter. The meeting will again be conducted by the line manager and the employee will be entitled to be accompanied by a fellow employee or trade union official. This meeting may result in an extension of the review period or the issuing of a final written warning requiring the employee's attendance to improve and setting out the level of improvement required over a specified period of up to one year.
If the employee does not meet this standard and there is no underlying condition where reasonable adjustments would assist the employee to attend then they may be dismissed. A final meeting will be convened which shall be conducted by a manager with appropriate authority to dismiss and will consider any representations made by or on behalf of the employee who will once again have the right to be accompanied by a fellow employee or trade union official.
Any dismissal arising out of this meeting will be with notice.
There is a right of appeal against a decision to dismiss which must be exercised within five working days of the decision being communicated.
Long-term sickness absence |
Where an employee is absent for an extended period - or it is clear that their absence is likely to continue for some time - then the Organisation will want to investigate the prospects for their return and consider what actions can be taken to facilitate this. The extent to which the Organisation can continue to accommodate an employee's absence will depend on a range of factors, including the role of the employee and the prevailing circumstances of the business.
The Organisation will seek medical advice as to the employee's condition either from the appropriate professionals caring for the employee or from a specialist occupational health practitioner. The focus will be on ascertaining when the employee will be able to return to work and what steps the Organisation can take to facilitate this.
An employee is not obliged to consent to any medical reports or records being shared with the Organisation as part of this process. However, in the absence of medical evidence the Organisation will have to work on the basis of what information is available in reaching its decision.
One or more meetings will be arranged with the employee to discuss their condition, the prospects for any return to work, and whether anything more can be done by the Organisation to help. The employee will be entitled to be accompanied at the meeting by a fellow employee or trade union official.
Every effort will be made to make suitable arrangements for the meeting to allow the employee to attend. Where the employee is simply too ill to take part in the process, however, the Organisation may proceed to dismissal in the absence of a meeting taking into account any representations made on the employee's behalf.
Where it appears that the employee will be unable to return to work within a reasonable time frame then the Organisation may need to consider dismissal. Any dismissal will be with notice.
There is a right of appeal against a decision to dismiss which must be exercised within five working days of the decision being communicated.
Disciplinary Procedure
The Organisation wishes to ensure high standards from its employees. This Disciplinary Procedure enables the Organisation to take appropriate action against you where your conduct is unsatisfactory. However, the Organisation abides by a number of principles to ensure that any employee subjected to disciplinary action receives consistent and fair treatment.

Principles:
Any complaint made against you will be fully investigated and no disciplinary action will be taken until you have been informed of the nature of the complaint and given the opportunity to make representations at a disciplinary meeting.
You will have the right to be accompanied by a work colleague or trade union official of your choice at any formal disciplinary or appeal meeting.
Whilst the Organisation will make all reasonable efforts to ensure that you are present at any disciplinary hearing, in case of persistent absence or failure to agree a meeting date the Organisation may hold the hearing in your absence and in which case a decision will be made in your absence. It is therefore in your interests to make yourself available for any hearings.

Wherever possible the Organisation will use its best endeavours to keep all details relating to any disciplinary investigation or procedure confidential.
You will not be dismissed for a first breach of discipline except in the case of gross misconduct, when the penalty will normally be dismissal without notice and without pay in lieu of notice.

You have a right of appeal against any disciplinary action taken against you.
This procedure may be implemented at any stage if the nature or seriousness of your alleged misconduct warrants such action.
The Procedure

Informal Discussions |
Before taking formal disciplinary action, in normal circumstances your line manager will make every effort to resolve the matter by informal discussions with you. If the matter cannot be dealt with informally, then the formal procedure will be used.
No formal action (such as a written warning) will be taken without the formal procedure being completed. However, verbal warnings (which are informal) might be recorded on your file as a record of the agreed action.
Formal Disciplinary Procedure |

Step 1: Investigation
The Organisation will investigate the problem to establish the facts. This investigation will be proportionate to the severity of the alleged misconduct, the proposed sanction and the complexity of the issues.
There may (or may not) be a separate investigation hearing. This will depend upon the circumstances.
No action will be taken against the Employee at the Investigation stage, which is only about finding out the facts.
There is no statutory right to be accompanied to an investigation meeting. However, the Organisation will in most circumstances allow the Employee to be accompanied by a work colleague.
Step 2: Informing the Employee
The Organisation will write a letter to the Employee setting out the allegations and the basis for them and invite the Employee to a meeting to discuss.
If any witness statements or other evidence has been gathered these will be sent to the Employee with this letter. The letter will also set out the possible disciplinary sanction and inform the Employee of their right to bring a companion.
Step 3: Disciplinary Meeting
Hold a meeting with the Employee to consider and discuss the allegations.
Either party may call witnesses to give evidence. If they wish to do so, they should give

1 working day of notice (prior to the start of the meeting) of the names of the witnesses they intend to call.
It is not permissible to record, whether audio and/or visual, any meetings which take place as part of this procedure, without the express written authorisation of the Organisation.
Step 4: Decision
After the meeting the Employer will make a decision. Initially, the Employee may be informed verbally, but the decision will always be confirmed in writing. The letter will tell the Employee about their right to appeal.
Step 5: Appeal
There will be a right of appeal and an appeal meeting if requested by the Employee.
If the Employee wishes to appeal they should write to the Organisation setting out their grounds of appeal within 5 days of receiving the written decision.
If possible the Appeal will be heard by a manager not already involved in the investigation or decision.
The Employee will have the right to be accompanied by a work colleague or trade union official at the Appeal meeting.
Possible Formal Sanctions: First Written Warning
If conduct is unsatisfactory, you will normally be given a first written warning. Such warnings will be recorded on your personnel file, but they will normally be disregarded after 12 months of satisfactory service.
Where appropriate, you may also be told that a final written may be considered if there is no sustained satisfactory improvement or change within a stipulated period and where the first offence is sufficiently serious, the Organisation may move directly to a final written warning.
Possible Formal Sanctions: Final Written Warning
If the offence is serious or if there is no improvement in standards, or if a further offence occurs, a final written warning may be given which will include the reason for the warning and a note that if no improvement results within a stipulated period, action, as set out below, is likely to be taken.
Again, the warning will be recorded on your personnel file but normally disregarded after a period of 12 months.
Dismissal will usually only be appropriate for:

Misconduct during your probationary period;

Further misconduct where there is an active final written warning on your record; or

Any gross misconduct regardless of whether there are active warnings on your record.
Possible Action Short of Dismissal |
In some cases the Organisation may, at its discretion and with your agreement, consider alternatives to dismissal. These will usually be accompanied by a final written warning. Examples of action short of dismissal may include: demotion, transfer to another role, a period of suspension without pay, loss of seniority, reduction in pay or loss of overtime.
Gross Misconduct |
If, after investigation, it is confirmed that you have committed an offence of gross misconduct, the normal consequence will be dismissal without notice or pay in lieu of notice. Some examples of the type of offence that, in the absence of mitigating circumstances, is likely to amount to gross misconduct, are listed below, but the list is not exhaustive:

· Theft, fraud, deliberate falsification of records
· Physical violence including fighting and assault on another person
· Deliberate damage to the Organisation's property or property belonging to any employee
· Serious incapability through alcohol or drugs used other than in accordance with a prescription issued to you
· Driving on Organisation business whilst under the influence of alcohol
· Abuse of drugs
· Refusal to undergo a medical examination at the Organisation's request in connection with the Organisation's Alcohol and Drug Abuse Policy
· Refusal to comply with the Organisation's Search Procedure
· Negligence which causes significant loss, damage or injury
· A serious act of insubordination
· Serious failure to follow the health and safety rules of the Organisation
· Failure to notify the Organisation of a serious and immediate danger to health or safety
· Serious misuse of the Organisation's computing, telephone or postage facilities
· Breach of the Organisation's Equal Opportunities Policy (for example: harassment on grounds of sex, age, race or disability)
· Disclosure of confidential information
· Dishonest use of the Organisation's property or name
· Bringing the Organisation into disrepute

Whilst the alleged gross misconduct is being investigated, you may be suspended, during which time you will be paid your normal pay rate. In the event that you become unfit

for work or unable to attend any necessary meetings due to sickness, the Organisation will review the decision to keep you on suspension and, following this review, your suspension may be lifted. If your suspension is lifted, you may no longer be entitled to full pay but will be entitled to Statutory Sick Pay in accordance with the Organisation's rules and procedures.

Any decision to dismiss will be taken by the Organisation only after a full investigation.

This policy will be reviewed from time to time. If you have any comments on this policy, please direct them in writing to your line manager.

Appeals |
If you feel that disciplinary action taken against you is wrong or unjust you should appeal in writing, stating your full grounds of appeal, to your manager within 5 working days of that date on which you were informed of the decision.
If you are appealing against dismissal the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if your appeal is successful you will be reinstated with no loss of continuity or pay.
If you raise new matters in your appeal, we may need to carry out further investigation. If any new information comes to light we will provide you with a summary, including, where appropriate, copies of additional documents and witness statements. You will have a reasonable opportunity to consider this information before the hearing, and you or your companion may comment on any new evidence arising during the appeal before any decision is taken.
We will give you written notice of the date, time and place of the appeal hearing. The appeal hearing may be a complete re-hearing of the matter or it may be a review of the fairness of the original decision in light of the procedure which was followed and nay new information which may have come to light. This will be at the Organisation's discretion depending on the circumstances of your case. In any event the appeal will be dealt with as impartially as possible.
Where possible the appeal hearing will be conducted impartially by a manager who has not previously been involved in the matter. You may bring a companion who is a work colleague or trade union representative with you to your appeal hearing.
We may adjourn the appeal hearing if we need to carry out any further investigations in light of any new points you have raised at the hearing. You will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened.
Following the appeal hearing we may:

Confirm the original decision;

Revoke the original decision; or

Substitute a different penalty which will not be more severe than the original sanction imposed.

We will inform you in writing of our final decision as soon as possible, usually within one week of the appeal hearing. Where possible we will also explain this to you in person. There will be no further right of appeal.
Performance Improvement Procedure
It is in everybody's interests for employees to perform well at their jobs and the Organisation aims to ensure that all employees are given the support needed to ensure that they do so. 
Where there are issues with performance then the employee should receive feedback from their manager setting out any concerns. Discussions should take place about how that performance can be improved. This procedure is designed to be used when such informal discussions do not lead to the employee's performance improving to an acceptable level.
Where an employee's poor performance is believed to be the result of deliberate neglect, or where serious errors have been made to the detriment of the Organisation then it may be more appropriate to use the disciplinary procedure. Which procedure to use shall be at the discretion of the Organisation, as will the decision whether to follow these procedures where the employee has short service (under two years).
The right to be accompanied |
Employees are entitled to be accompanied at any meeting held under this procedure by

a fellow employee or trade union official of their choice. The Organisation will provide any chosen companions with appropriate paid time off to allow them to attend the meeting. It is, however, up to the employee in question to arrange for a companion to attend the meeting.
If your chosen companion cannot attend on the day scheduled for the meeting then the Organisation will agree a new date. This will usually be within 5 working days of the date originally scheduled. If your companion is not available within that timescale then you may need to find someone else to take their place.
The Companion's role is to advise you during the meeting and make representations on your behalf. However, both you and your companion are required to cooperate in ensuring a fair and efficient meeting.
Stage one |
The employee's manager will inform them of the nature of the problem and confirm this in writing. The employee will be invited to a meeting to discuss the issues raised by the manager's concerns. The meeting will be conducted by the employee's line manager and will consider any representations the employee may make about their performance, whether it needs to be improved, and if so what steps can be taken to help the employee reach the appropriate level.
Following discussion of the problem, the line manager may choose to take no further action; to refer the matter for investigation under the disciplinary procedure or to issue a written warning and Performance Improvement Plan which will remain current for a period of 12 months.
Performance Improvement Plan |
A Performance Improvement Plan (PIP) is a series of measures designed to help improve the employee's performance. Each measure will ideally be agreed with the employee, though the Organisation reserves the right to insist on any aspect of the PIP in the absence of such agreement.
Each PIP will be tailored to the particular situation, but will contain the following elements: Timescale: the overall timescale in which the necessary improvement must be achieved will be set out, together with the timescale for reaching individual milestones where appropriate.

Targets: The PIP will specify the particular areas in which improvement is needed and set out how and on what criteria the employee's performance will be assessed. Where appropriate, specific targets will be set which will need to be achieved either by the end of the plan or at identifiable stages within it.

Measures: The PIP will specify what measures will be taken by the Organisation to support the employee in improving their performance. Such measures may include training, additional supervision, the reallocation of other duties, or the provision of additional support from colleagues.

Feedback: As part of the PIP the employee will be given regular feedback from their line manager indicating the extent to which the employee is on track to deliver the improvements set out in the plan
If at any stage the Organisation feels that the PIP is not progressing in a satisfactory way, a further meeting may be held with the employee to discuss the issue. As a result of such a meeting the employer may amend or extend any part of the plan.
Review |

At the end of the PIP the employee's performance will be reviewed. If satisfactory progress has been made the employee will be notified of this fact in writing. If the manager feels that progress has been insufficient then they may decide to extend and /or amend the PIP to such extent as seems appropriate. Alternatively, the manager may refer the matter to a meeting under Stage two of this procedure.
Following the successful completion of a PIP the employee's performance will continue to be monitored. If at any stage in the following 12 months, the employee's performance again starts to fall short of an acceptable standard, their line manager may decide to institute stage two of this procedure.
Stage two |
If a PIP has not led to sufficient improvement in the employee's performance, the employee will be invited to attend a formal performance management hearing. The invitation will set out the respects in which the line manager believes that the employee's performance still falls short of an acceptable standard.
The hearing will be conducted by a member of the senior management team.
At the hearing, the employee will be given an opportunity to respond to any criticism of their performance and to make representations about any aspect of the way in which the process has been managed.
If the hearing concludes that reasonable steps have been taken which should have allowed the employee to perform to an acceptable standard but that these measures have not worked then a formal warning may be issued. The warning will explain the nature of the improvement which is required in the employee's performance and state that the improvement must be immediate and sustained. It will also explain that if this improvement does not take place then the employee may be dismissed. Where it is appropriate, the warning may be accompanied by an extended or revised PIP.
The warning will remain current for a period of 12 months, after which time it will cease to have effect.
Stage three |
If an employee has been issued with a warning under stage two which remains current, and the manager believes that the employee's performance is still not acceptable then the matter may be referred to a further performance management hearing.
The employee will be informed in writing of the grounds of which the hearing is being convened and in particular will be told of the respects in which their performance continues to fall below an acceptable standard.
The hearing will be conducted by a senior manager, authorised to make dismissal decisions.

At the meeting the employee will be able to respond to any criticisms made of their performance and make representations about how the situation should be treated.
The manager conducting the meeting may take such action as is judged appropriate up to and including a decision to dismiss the employee.

Any dismissal under this procedure will be with notice or payment in lieu of notice and the decision to dismiss together with the reasons for dismissal will be set out in writing and sent to the employee.
Appeals |
An employee may appeal against any decision taken under this procedure. The appeal should be submitted in writing within one week of the action complained of. An appeal hearing will then be convened to consider the matter. Any PIP that is in force, together with any measures or objectives included within it, will continue in place during the appeal process.
The outcome of the appeal will be confirmed to the employee in writing explaining the grounds of which the decision was reached. The outcome of the appeal will be final.
Redeployment |
There may be circumstances in which it becomes clear that an employee would be better suited to a different role within the Organisation. However, any offer to redeploy the employee will be entirely at the Organisation's discretion and will only be made when the Organisation is confident that the employee will be able to perform well in the redeployed role and where there is a suitable available vacancy.
Redeployment may be offered as an alternative to dismissal where the Organisation is satisfied that the employee should no longer be allowed to continue to work in their current role. While the employee is free to refuse any offer of redeployment, the only alternative available in these circumstances will usually be dismissal.
Grievance Procedure
Principles |

The Organisation wishes to ensure that all of its employees are treated fairly. If you have problems or concerns about your work, working environment or working relationships, the Organisation wishes to see these problems resolved before they develop into more serious situations.
Please note that any grievance raised by you will be received in absolute confidence and the Organisation will, as far as possible, keep any details of your complaint confidential save and except where necessary in order to investigate your grievance or if your grievance leads to disciplinary action against another employee or officer of the Organisation. The Organisation will promptly investigate and deal with any grievance brought to its attention.
The Organisation is aware that there are many issues which give rise to a grievance and it is impossible to give a comprehensive list. However, they might include matters relating to your terms and conditions of employment, the health and safety of yourself or of colleagues, your working relationships with colleagues or your managers or your treatment at work.
In addition, in accordance with the Public Interest Disclosures Act 1998, the Organisation has instituted a system for reporting information where you have reasonable belief there is a serious wrong doing at work ie criminal or dangerous activities - this is set out in the Whistle Blowing Procedure in this Staff Handbook.
The Procedure |
Informal Procedure

Employees should aim to resolve most Grievances informally with their manager. This has advantages for all concerned and allows for problems to be resolved quickly.

If the Grievance cannot be settled informally, or if the matter is considered sufficiently serious, the following procedure should be followed:
Grievance: Step 1: Complaint in Writing
The Employee must write to the Organisation setting out the details of the Grievance or complaint. The Employee should contact a manager who is not involved in the allegations. .
Grievance: Step 2: Investigate and hold a meeting
The Organisation must investigate the allegations detailed in writing by the Employee and arrange a meeting with the Employee at the earliest practicable opportunity.
The Organisation shall advise the Employee of the right to be accompanied at the meeting by a work colleague or trade union representative.
Where possible, the Organisation should allow the companion to have a say in the date and time of the hearing of the Grievance. If the companion cannot attend a proposed date, the Employee may suggest an alternative time and date, so long as it is reasonable and not more than 5 working days after the original date.
It is not permissible to record, whether audio and/or visual, any meetings which take place as part of this procedure, without the express written authorisation of the Organisation.
Grievance: Step 3: Inform of Outcome
Following the meeting, the Organisation shall write to the Employee with a decision on the Grievance and notify the Employee of the right of appeal against that decision if the Employee is not satisfied with it.
Grievance Appeals |

Grievance Appeals: Step 1: Written Notice of Appeal
If the Employee wishes to appeal against the Organisation's decision, then the Employee must write to the Organisation within 5 working days of the Employee receiving the Organisation's written decision. The Employee's letter must set out the grounds for the appeal.
Grievance Appeals: Step 2: Meeting
The Organisation shall arrange a meeting at a time, date and place convenient to the Employee and advise the Employee of the right to be accompanied at that meeting by a work colleague or trade union representative. As far as reasonably practicable, the appeal should be with the most senior manager who has not previously been involved in the matter.
It is not permissible to record, whether audio and/or visual, any meetings which take place as part of this procedure, without the express written authorisation of the Organisation.
Grievance Appeals: Step 3: Written Outcome
Following the meeting, the Organisation shall write to the Employee with a decision on the Grievance which shall be regarded as the final stage of the Grievance Procedure.
Other Employment

You must devote the whole of your time, attention and abilities during your hours of work for the Organisation to your duties for the Organisation. You may not, under any circumstances, whether directly or indirectly, undertake any other duties, of whatever kind, during your hours of work for the Organisation.
In any event, you may not be engaged during your employment, whether directly or indirectly, in any business or employment which is similar or in any way connected to or competitive with the business of the Organisation or which could or might reasonably be considered by others to impair your ability to act at all times in the best interests of the Organisation.
Maternity Policy

This policy outlines the statutory rights and responsibilities of employees who are pregnant or have recently given birth, and sets out the arrangements for ante-natal care, pregnancy-related sickness, health and safety, and maternity leave. It does not apply to agency workers or the self-employed.
This policy does not form part of any employee's contract of employment and we may amend it at any time.
Definitions |
The definitions in this paragraph apply in this policy.

Expected Week of Childbirth: the week, starting on a Sunday, in which your doctor or midwife expects you to give birth.

Qualifying Week: the fifteenth week before the Expected Week of Childbirth.
Personnel Responsible for Implementing the Policy |
Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.
Notification
You must inform us as soon as possible that you are pregnant. This is important as there may be health and safety considerations. Before the end of the Qualifying Week, or as soon as reasonably practical afterwards, you must tell us:

· that you are pregnant;

· the Expected Week of Childbirth; and

· the date on which you would like to start your maternity leave (Intended Start Date).

· You must provide a certificate from a doctor or midwife (usually on a MAT B1 form) confirming your Expected Week of Childbirth.

Time off for Ante-natal Care
If you are pregnant you may take reasonable paid time off during working hours for ante​natal care. You should try to give us as much notice as possible of the appointment.
We may ask you to provide the following, unless it is the first appointment:

· a certificate from the doctor, midwife or health visitor stating that you are pregnant; and

· an appointment card.

If your partner is pregnant, you are entitled to unpaid time off for up to two antenatal appointments.
Sickness
Periods of pregnancy-related sickness absence shall be paid in accordance with the statutory sick pay scheme in the same manner as any other sickness absence. Any payment of sick pay in excess of this as a result of pregnancy-related sickness shall be entirely at our discretion.

Periods of pregnancy-related sickness absence from the start of your pregnancy until the end of your maternity leave will be recorded separately from other sickness records and will be disregarded in any future employment-related decisions.
If you are absent for a pregnancy-related reason during the four weeks before your Expected Week of Childbirth, your maternity leave will usually start automatically.
Health and Safety
We have a general duty to take care of the health and safety of all employees. We are also required to carry out a risk assessment to assess the workplace risks to women who are pregnant, have given birth within the last six months or are still breastfeeding.
We will provide you with information as to any risks identified in the risk assessment, and any preventive and protective measures that have been or will be taken. If we consider that, as a new or expectant mother, you would be exposed to health hazards in carrying out your normal work we will take such steps as are necessary (for as long as they are necessary) to avoid those risks. This may involve:

· changing your working conditions or hours of work;

· offering you suitable alternative work on terms and conditions that are the same or not substantially less favourable; or

· suspending you from duties, which will be on full pay unless you have unreasonably refused suitable alternative work.

Entitlement to Maternity Leave
All employees are entitled to up to 52 weeks' maternity leave which is divided into:

Ordinary maternity leave of 26 weeks (OML).

Additional maternity leave of a further 26 weeks immediately following OML (AML).
Starting Maternity Leave
The earliest date you can start maternity leave is 11 weeks before the Expected Week of Childbirth (unless your child is born prematurely before that date).
You must notify us of your Intended Start Date. We will then write to you within 28 days to inform you of the date we will expect you to return to work if you take your full entitlement to maternity leave (Expected Return Date).
You can postpone your Intended Start Date by informing us in writing at least 28 days before the original Intended Start Date, or if that is not possible, as soon as reasonably practicable.

You can bring forward the Intended Start Date by informing us at least 28 days before the new start date, or if that is not possible, as soon as reasonably practicable.
Maternity leave shall start on the earlier of:

· your Intended Start Date (if notified to us in accordance with this policy); or

· the day after any day on which you are absent for a pregnancy-related reason during the four weeks before the Expected Week of Childbirth; or

· the day after you give birth.

If you are absent for a pregnancy-related reason during the four weeks before the Expected Week of Childbirth, you must let us know as soon as possible in writing. Maternity leave will be triggered under paragraph 30.18a) unless we agree to delay it.
If you give birth before your maternity leave was due to start, you must let us know the date of the birth in writing as soon as possible.
The law prohibits you from working during the two weeks following childbirth.
Shortly before your maternity leave starts we will discuss with you the arrangements for covering your work and the opportunities for you to remain in contact, should you wish to do so, during your leave.
Statutory Maternity Pay
Statutory maternity pay (SMP) is payable for up to 39 weeks. SMP will stop being payable if you return to work (except where you are simply keeping in touch in accordance with paragraph 30.34. You are entitled to SMP if:

· you have been continuously employed for at least 26 weeks at the end of the Qualifying Week and are still employed by us during that week;

· your average weekly earnings during the eight weeks ending with the Qualifying Week (the Relevant Period) are not less than the lower earnings limit set by the Government;

· you provide us with a doctor's or midwife's certificate (MAT B1 form) stating your Expected Week of Childbirth;

· you give at least 28 days' notice (or, if that is not possible, as much notice as you can) of your intention to take maternity leave; and

· you are still pregnant 11 weeks before the start of the Expected Week of Childbirth or have already given birth.

SMP is calculated as follows:

· First six weeks: SMP is paid at the Earnings-Related Rate of 90% of your average weekly earnings calculated over the Relevant Period;

· Remaining 33 weeks: SMP is paid at the Prescribed Rate which is set by the Government for the relevant tax year, or the Earnings-Related Rate if this is lower.

SMP accrues from the day on which you commence your OML and thereafter at the end of each complete week of absence. SMP payments shall be made on the next normal payroll date and income tax, National Insurance and pension contributions shall be deducted as appropriate.
You shall still be eligible for SMP if you leave employment for any reason after the start of the Qualifying Week (for example, if you resign or are made redundant). In such cases, if your maternity leave has not already begun, SMP shall start to accrue in whichever is the later of:

· the week following the week in which employment ends; or

· the eleventh week before the Expected Week of Childbirth.

If you become eligible for a pay rise before the end of your maternity leave, you will be treated for SMP purposes as if the pay rise had applied throughout the Relevant Period. This means that your SMP will be recalculated and increased retrospectively, or that you may qualify for SMP if you did not previously qualify. We shall pay you a lump sum to make up the difference between any SMP already paid and the amount payable by virtue of the pay rise. Any future SMP payments at the Earnings-Related Rate (if any) will also be increased as necessary.
Terms and Conditions During OML and AML
All the terms and conditions of your employment remain in force during OML and AML, except for the terms relating to pay. In particular:

· benefits in kind [such as life insurance, health insurance, gym membership and use of a Organisation vehicle if applicable] shall continue;

· annual leave entitlement under your contract shall continue to accrue and

· pension benefits, if any, shall continue during any period of paid maternity leave.

Annual Leave
During OML and AML, annual leave will accrue at the rate provided under your contract.

Annual leave cannot usually be carried over from one holiday year to the next. If you have been unable to take all of your holiday entitlement during a holiday year because you have been on maternity leave you will be able to carry that unused entitlement over into the next holiday year.
Keeping in Touch
We may make reasonable contact with you from time to time during your maternity leave.

You may work (including attending training) for up to ten days during maternity leave without bringing your maternity leave or SMP to an end. The arrangements, including pay, would be set by agreement with your manager. You are not obliged to undertake any such work during maternity leave. In any case, you must not work in the two weeks following birth.
Shortly before you are due to return to work, we may invite you to have a discussion (whether in person or by telephone) about the arrangements for your return. This may cover:

· updating you on any changes that have occurred during your absence;

· any training needs you might have; and

· any changes to working arrangements
Expected Return Date
Once you have notified us in writing of your Intended Start Date, we shall send you a letter within 28 days to inform you of your Expected Return Date. If your start date has been changed either because you gave us notice to change it, or because maternity leave started early due to illness or premature childbirth, we shall write to you within 28 days of the start of maternity leave with a revised Expected Return Date.

We will expect you back at work on your Expected Return Date unless you tell us otherwise. It will help us if, during your maternity leave, you are able to confirm that you will be returning to work as expected.

Returning Early
If you wish to return to work earlier than the Expected Return Date, you must give us eight weeks' prior notice. It is helpful if you give this notice in writing.

If not enough notice is given, we may postpone your return date until eight weeks after you gave notice, or to the Expected Return Date if sooner.
Returning Late
If you wish to return later than the Expected Return Date, you should either:

· request unpaid parental leave in accordance with our Parental Leave Policy, giving us as much notice as possible but not less than 21 days; or

· request paid annual leave in accordance with your contract, which will be at our discretion.

If you are unable to return to work due to sickness or injury, this will be treated as sickness absence and our Sickness Absence Policy will apply.
In any other case, late return will be treated as unauthorized absence.
Deciding Not to Return
If you do not intend to return to work, or are unsure, it is helpful if you discuss this with us as early as possible. If you decide not to return you should give notice of resignation in accordance with your contract. The amount of maternity leave left to run when you give notice must be at least equal to your contractual notice period, otherwise we may require you to return to work for the remainder of the notice period.
Once you have given notice that you will not be returning to work, you cannot change your mind without our agreement. This does not affect your right to receive SMP.
Your Rights When You Return
You are normally entitled to return to work in the same position as you held before commencing leave. Your terms of employment shall be the same as they would have been had you not been absent.
However, if you have taken any period of AML or more than four weeks' parental leave, and it is not reasonably practicable for us to allow you to return into the same position, we may give you another suitable and appropriate job on terms and conditions that are not less favourable.
Returning to Work Part-time
We will deal with any requests by employees to change their working patterns (such as working part-time) after maternity leave on a case-by-case basis. There is no absolute right to insist on working part-time, but you do have a statutory right to request flexible working and we will try to accommodate your wishes unless there is a justifiable reason for refusal, bearing in mind the needs of our business. It is helpful if requests are made as early as possible.
Paternity Policy

This policy outlines employees' entitlement to paternity leave and sets out the arrangements for taking it. The policy does not apply to agency workers or the self ​employed.
No-one will be discriminated against or subjected to a detriment for taking leave in accordance with this policy.
This policy does not form part of any employee's contract of employment and we may amend it at any time.
Definitions |

The definitions in this paragraph apply in this policy.

· Partner: someone (whether of a different sex or the same sex) with whom you live in an enduring family relationship, but who is not your parent, grandparent, sister, brother, aunt or uncle.

· Expected Week of Childbirth: the week, beginning on a Sunday, in which their doctor or midwife expects your spouse, civil partner or Partner to give birth.

· Expected Placement Date: the date on which an adoption agency expects that it will place a child into your care with a view to adoption.
Personnel Responsible for Implementing the Policy
Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.
Entitlement to Paternity Leave
Certain employees can take paternity leave in relation to the birth or adoption of a child. 
However, in adoption cases paternity leave is not available to an employee who decides to take adoption leave. Further details of adoption leave are set out in our Adoption Policy.
You are entitled to paternity leave (PL) if you meet all the following conditions:

· You have been continuously employed by us for at least 26 weeks ending with:

· in birth cases, the week immediately before the 14th week before the Expected Week of Childbirth

· in adoption cases, the week in which you or your Partner are notified by an adoption agency that you/they have been matched with a child.

You:

· are the biological father of the child;

· have been matched with a child by an adoption agency;

· are the spouse, civil partner or Partner of the child's mother; or are the spouse, civil partner or Partner of someone who has been matched with a child by an adoption agency.

You:

· expect to have main responsibility (with the child's mother, co-adopter or adopter) for the child's upbringing; or

· are the child's biological father and you expect to have some responsibility for the child's upbringing; and

· your intended leave is for the purpose of caring for the child, or supporting the child's mother, adopter or co- adopter in caring for the child.
Timing and Length of Paternity Leave
PL must be taken as a period of either one week or two consecutive weeks. It cannot be taken in instalments.
PL can be taken from the date of the child's birth or adoption placement, but must end:

· In birth cases, within 56 days of the child's birth, or (if later) by the first day of the Expected Week of Childbirth.

· In adoption cases, within 56 days of the child's placement.

Notification (Birth)
If you wish to take PL in relation to a child's birth, you must give us notice in writing of your intention to do so and confirm:

· The Expected Week of Childbirth;

· Whether you intend to take one week's leave or two consecutive weeks' leave; and

· When you would like to start your leave. You can state that your leave will start on:

1. the day of the child's birth;

2. a day which is a specified number of days after the child's birth; or

3. a specific date later than the first date of the Expected Week of Childbirth.

You must give notice under paragraph 31.10 before the 14th week prior to the Expected Week of Childbirth (or, if this is not possible, as soon as you can).
We may require a signed declaration from you that you are taking PL for a purpose for which it is intended; namely, to care for the child or to support the child's mother in caring for the child.
Notification (Adoption)
If you wish to take PL in relation to the adoption of a child, you must give us notice in writing of your intention to do so and confirm:

· The date on which you and/or your spouse, civil partner or Partner were notified of having been matched with the child, together with the Expected Placement Date;

· Whether you intend to take one week's leave or two consecutive weeks' leave; and

· When you would like to start your leave. You can state that your leave will start on:

1. the day on which the child is placed with you or the adopter;

2. a day which is a specified number of days after the child's placement; or

3. a specific date later than the Expected Placement Date.

You must give notice under paragraph no more than seven days after you and/or your spouse, civil partner or Partner were notified of having been matched with the child (or, if this is not possible, as soon as you can).
We may require a signed declaration from you that you are taking PL for a purpose for which it is intended; namely, to care for the child or to support your spouse, civil partner or Partner in caring for the child.
Changing the Dates of PL
Where you are to take PL in respect of a child's birth, you can give us written notice to vary the start date of your leave from that which you originally specified in the notice given under paragraph 31.10. This notice should be given:

· where you wish to vary your leave to start on the day of the child's birth, at least 28 days before the first day of the Expected Week of Childbirth.

· where you wish to vary your leave to start a specified number of days after the child's birth, at least 28 days (minus the specified number of days) before the first day of the Expected Week of Childbirth.

· where you wish to vary your leave to start on a specific date (or a different date from that you originally specified), at least 28 days before that date.

Where you are to take PL in respect of a child's adoption, you can give us written notice to vary the start date of your leave from that which you originally specified in the notice given under paragraph 31.13. This notice should be given:

· where you wish to vary your leave to start on the day that the child is placed with you or the adopter, at least 28 days before the Expected Placement Date.

· where you wish to vary your leave to start a specified number of days after the child's placement, at least 28 days (minus the specified number of days) before the Expected Placement Date.

· where you wish to vary your leave to start on a specific date (or a different date from that you originally specified), at least 28 days before that date.

If you are unable to give us 28 days' written notice of the wish to vary the start of your leave as set out above, you should give us written notice of the change as soon as you can.

Statutory Paternity Pay
In this paragraph, Relevant Period means:

· In birth cases, the eight-week period ending immediately before the 14th week before the Expected Week of Childbirth.

In adoption cases, the eight-week period ending immediately before the week in which you or your spouse, civil partner or Partner were notified of being matched with the child.
If you take PL in accordance with this policy, you will be entitled to statutory paternity pay (SPP) if, during the Relevant Period, your average weekly earnings are not less than the lower earnings limit set by the government.
SPP are paid at a prescribed rate which is set by the government for the relevant tax year, or at 90% of your average weekly earnings calculated over the Relevant Period if this is lower.
Terms and Conditions During PL
All the terms and conditions of your employment remain in force during PL, except for the terms relating to pay. In particular:

· Benefits in kind such as life insurance, health insurance, gym membership and use of a Organisation vehicle if applicable shall continue.

· Annual leave entitlement under your contract shall continue to accrue; and Pension benefits, if any, shall continue.

Annual Leave
During PL, annual leave will accrue at the rate provided under your contract.

Annual leave cannot usually be carried over from one holiday year to the next. If you are taking a period of PL that will finish very close to the end of the holiday year or continue into the next holiday year accrued holiday entitlement that cannot reasonably be taken before starting paternity leave can be carried over into the next holiday year.
Returning to Work
You are normally entitled to return to work following PL to the same position you held before commencing leave. Your terms of employment will be the same as they would have been had you not been absent.
However, if you have combined your PL with a period of parental leave of more than four weeks, and it is not reasonably practicable for you to return to the same job, we will offer you a suitable and appropriate alternative position. If you are also taking Shared Parental Leave in respect of the same child please see the Shared Parental Leave Policy below for information about return to work.
We will deal with any requests by employees to change their working patterns (such as working part-time) after paternity leave on a case-by-case basis, in accordance with our Flexible Working Policy. We will try to accommodate your wishes unless there is a justifiable reason for refusal, bearing in mind the needs of the business. It is helpful if requests are made as early as possible.
If you do not intend to return to work or are unsure, it is helpful if you discuss this with us as early as possible. If you decide not to return you should submit your resignation in accordance with your contract. Once you have done so you will be unable to change your mind without our agreement. This does not affect your right to receive SPP

Adoption Policy
This policy does not form part of any employee's contract of employment and it may be amended at any time.
Definitions
The definitions in this paragraph apply in this policy.

· Qualifying Week: the week, starting on a Sunday, in which you are notified in writing by an adoption agency of having been matched with a child.

· Expected Placement Date: the date on which an adoption agency expects that it will place a child into your care with a view to adoption

· Ordinary Adoption Leave (OAL): a period of up to 26 weeks' leave available to all employees who qualify for adoption leave.

· Additional Adoption Leave (AAL): a further period of up to 26 weeks' leave immediately following OAL.
Personnel Responsible for Implementing the Policy
Managers have a specific responsibility to ensure the fair application of this policy and all members of staff are responsible for supporting colleagues and ensuring its success.
Entitlement to Adoption Leave
Adoption leave is available if you are adopting through a UK adoption agency. It is not available if there is no agency involved, for example, if you are formally adopting a stepchild or other relative. If you have a child placed with under a local authority ‘fostering for adoption' or ‘concurrent planning' arrangement, or you are entering into a surrogacy arrangement under which you will be applying for a parental order, you may also be entitled to adoption leave and pay.
You are entitled to adoption leave if you meet all the following conditions:

· You are adopting a child through a UK or overseas adoption agency.

· The adoption agency has given you written notice that it has matched you with a child for adoption and tells you the Expected Placement Date.

· You have notified the agency that you agree to the child being placed with you on the Expected Placement Date.

· Your spouse or partner will not be taking adoption leave with their employer (although they may be entitled to take paternity leave).

· Adoption leave is also available to individuals fostering a child under the “Fostering for Adoption" scheme.

· An employee who adopts a child may also be eligible to take shared parental leave.
Notification of Intention to Take Leave
You must give us notice in writing of:

· the Expected Placement Date; and

· your intended start date for adoption leave (Intended Start Date)

This notice should be given not more than seven days after the agency notified you in writing that it has matched you with a child.
Once you have received a Matching Certificate issued by the adoption agency you must provide us with a copy confirming:

· the agency's name and address;

· the name and date of birth of the child;

· the date you were notified of the match; and

· the Expected Placement Date.

You should also provide written confirmation that you intend to take statutory adoption pay and not statutory paternity pay.
If you are adopting a child from overseas, the following will apply, in addition to the rest of this Policy:

· You must have received notification that the adoption has been approved by the relevant UK authority (Official Notification)

· You must give us notice in writing of:

· Your intention to take adoption leave;

· The date you received Official Notification; and

· The date the child is expected to arrive in Great Britain.
This notice should be given as early as possible but, in any case, within 28 days of the latest of receipt of the official notification or your completion of 26 weeks continuous employment.

You must also give us at least 28 days notice in writing of your Intended Start Date. This can be the date the child arrives in Great Britain or a predetermined date no more than 28 days after the child's arrival in Great Britain.
You must also notify us of the date the child arrives in Great Britain within 28 days of that date.
We may also ask for a copy of the Official Notification and evidence of the date the child arrived in Great Britain.
Time off to attend Adoption Appointments
Employees who are proposing to adopt may take time off work to attend up to 5 adoption appointments in certain circumstances. Where there are joint adopters, only one adopter is entitled to take paid time off work for these purposes. If an employee exercises their right to take paid time off to attend an adoption appointment, they may not then go on to take paternity leave in respect of the same child.
Starting Adoption Leave
OAL may start on a predetermined date no more than 14 days before the Expected Placement Date, or on the date of placement itself, but no later.
You must notify us of your Intended Start Date in accordance with paragraph 32.8. We will then write to you within 28 days to inform you of the date we will expect you to return to work if you take your full entitlement to adoption leave (Expected Return Date).
You can postpone your Intended Start Date by informing us in writing at least 28 days before the original date or, if that is not possible, as soon as you can.
You can bring forward your Intended Start Date by informing us in writing at least 28 days before the new start date or, if that is not possible, as soon as you can.
Shortly before your adoption leave starts we will discuss with you the arrangements for covering your work and the opportunities for you to remain in contact, should you wish to do so, during your leave.
Statutory Adoption Pay
Statutory adoption pay (SAP) is payable for up to 39 weeks. It stops being payable if you return to work sooner or if the placement is disrupted. You are entitled to SAP if:

· you have been continuously employed for at least 26 weeks at the end of your Qualifying Week and are still employed by us during that week;

· your average weekly earnings during the eight weeks ending with the Qualifying Week (the Relevant Period) are not less than the lower earnings limit set by the Government; and

· you have given us the relevant notifications set out above.

SAP is calculated as follows:

· First six weeks: SAP is paid at the Earnings-related rated of 90% of your average earnings over the Relevant Period;

· Remaining 33 weeks SAP is paid at a Prescribed Rate which is set by the Government for the relevant tax year, or at 90% of your average weekly earnings calculated over the Relevant Period if this is lower.

SAP accrues with each complete week of absence but payments shall be made on the next normal payroll date. Income Tax, National Insurance and pension contributions shall be deducted as appropriate.
If you leave employment for any reason (for example, if you resign or are made redundant) you shall still be eligible for SAP if you have already been notified by an agency that you have been matched with a child. In such cases, SAP shall start:

· 14 days before the Expected Placement Date; or

· the day after your employment ends, whichever is the later.

If you become eligible for a pay rise before the end of your adoption leave, you will be treated for SAP purposes as if the pay rise had applied throughout the Relevant Period. This means that your SAP will be recalculated and increased retrospectively, or that you may qualify for SAP if you did not previously qualify. We shall pay you a lump sum to make up the difference between any SAP already paid and the amount payable by virtue of the pay rise. Any future SAP payments at the Earnings-Related Rate (if any) will also be increased as necessary.
Terms and Conditions During OAL and AAL
All the terms and conditions of your employment remain in force during OAL and AAL, except for the terms relating to pay. In particular:

· benefits in kind [such as life insurance, health insurance, gym membership and use of a Organisation vehicle if applicable] shall continue;

· annual leave entitlement under your contract shall continue to accrue; and

· pension benefits, if any, shall continue.
Annual Leave
During OAL and AAL, annual leave will accrue at the rate provided under your contract.

Annual leave cannot usually be carried over from one holiday year to the next. If you have been unable to take all of your holiday entitlement during a holiday year because you have been on adoption leave you will be able to carry that unused entitlement over into the next holiday year.
Disrupted Adoption
Adoption leave is disrupted if it has started if:

· you are notified that the placement will not take place;

· the child is returned to the adoption agency after placement; or

· the child dies after placement.
In case of disruption your entitlement to adoption leave and pay (if applicable) will continue for a further eight weeks from the end of the week in which disruption occurred, unless your entitlement to leave and/or pay would have ended earlier in the normal course of events.
Keeping in Touch
We may make reasonable contact with you from time to time during your adoption leave.

You may work (including attending training) on up to ten days during adoption leave without bringing your adoption leave to an end. This is not compulsory and arrangements, including any additional pay, would be discussed and agreed with your manager.
Shortly before you are due to return to work, we may invite you to have a discussion (whether in person or by telephone) about the arrangements for your return. This may cover:

· updating you on any changes that have occurred during your absence;

· any training needs you might have; and

· any changes to working arrangements (for example, if you have made a request to work part time).

Expected Return Date
Once you have notified us in writing of your Intended Start Date, we shall send you a letter within 28 days to inform you of your Expected Return Date. If your start date changes we shall write to you within 28 days of the start of adoption leave with a revised Expected Return Date.

We will expect you back at work on your Expected Return Date unless you tell us otherwise. It will help us if, during your adoption leave, you are able to confirm that you will be returning to work as expected.
Returning Early
If you wish to return to work earlier than the Expected Return Date, you must give us at least eight weeks' notice. It is helpful if you give this notice in writing.
If you do not give enough notice, we may postpone your return date until four weeks (or eight weeks as appropriate) after you gave notice, or to the Expected Return Date if sooner.
Returning Late
If you wish to return later than the Expected Return Date, you should either:

· request unpaid parental leave; or

· request paid annual leave in accordance with your contract, which will be at our discretion.

If you are unable to return to work due to sickness or injury, this will be treated as sickness absence and our usual sickness policy will apply.
In any other case, late return will be treated as unauthorzed absence.
Deciding Not to Return
If you do not intend to return to work, or are unsure, it is helpful if you discuss this with us as early as possible. If you decide not to return you should give notice of resignation in accordance with your contract. The amount of adoption leave left to run when you give notice must be at least equal to your contractual notice period, otherwise we may require you to return to work for the remainder of the notice period.
Once you have given notice that you will not be returning to work, you cannot change your mind without our agreement. This does not affect your right to receive SAP.
Your Rights When You Return
You are normally entitled to return to work in the same position as you held before commencing leave. Your terms of employment shall be the same as they would have been had you not been absent.
However, if you have taken any period of AAL or more than four weeks' parental leave, and it is not reasonably practicable for us to allow you to return into the same position, we may give you another suitable and appropriate job on terms and conditions that are not less favourable.
Returning to Work Part-time
We will deal with any requests by employees to change their working patterns (such as working part time) after adoption leave on a case-by-case basis. There is no absolute right to insist on working part time, but you do have a statutory right to request flexible working and we will try to accommodate your wishes unless there is a justifiable reason for refusal, bearing in mind the needs of our business. It is helpful if requests are made as early as possible.
Switching to Shared Parental Leave
In some cases you and your spouse or partner may be eligible to opt into the Shared Parental Leave scheme which gives you more flexibility to share the leave and pay available in the first year. Your partner should check with their employer if they are eligible.
You would need to give us at least 8 weeks written notice to end your adoption leave and opt into Shared Parental Leave. You can give this notice before or after the child is placed with you, but you must take at least two weeks adoption leave. You would then be able to share any remaining leave with your partner.

Shared Parental Leave

Shared parental leave is a flexible form of leave available to both parents designed to encourage shared parenting in the first year of a child's life. It allows a more flexible pattern of leave than the traditional arrangement under which the mother takes extensive maternity leave and the father takes a short period of paternity leave.
Employees who give birth or adopt remain entitled to take the full 52 weeks of leave if they choose to do so and the arrangements described above for maternity and adoption leave continue to apply. However, an employee may choose to share part of that leave with their partner provided that certain qualifying conditions are met. When leave is shared in this way, there is no need for the 'primary' leave taker to have returned to work. Both parents can be on leave at the same time, provided that the combined amount of leave taken by the parents does not exceed 52 weeks and provided that all of the leave is taken before the end of 52 weeks following the birth of the child or its placement for adoption.
Generally, parents will qualify for shared parental leave provided that both are working and that each has at least 26 weeks' service with their respective employers. To exercise the right, both parents must inform their employer that they intend to take shared parental leave - usually at the same time as the employer is notified that an employee is pregnant or plans to adopt. They must also give an indication of the pattern of leave that they propose to take.

A parent proposing to take a period of shared parental leave must give the Organisation 8 weeks' notice of any such leave. Depending on the circumstances, it may be possible for the Shared Parental Leave to be taken in intermittent blocks, with one parent returning to work for a time before taking another period of shared parental leave. Such an arrangement can only be made with the agreement of the Organisation. While every effort will be made to accommodate the needs of individual employees, the Organisation may insist on shared parental leave being taken in a single instalment. Any decision as to whether to permit intermittent periods of leave is entirely at the Organisation's discretion.
An employee absent on shared parental leave will be entitled to a weekly payment equivalent to the lower fixed rate of SMP. The number of weeks for which payment will be made will vary depending on the amount of SMP paid to the mother while on maternity leave. Essentially, if the mother ends (or proposes to end) her leave with 10 weeks of SMP entitlement remaining, the parent taking shared parental leave will be entitled to be paid for the first 10 weeks of leave.
Because of the number of options available, shared parental leave can be quite a complicated entitlement. If you want to take advantage of shared parental leave you should discuss this with your manager who will check that you qualify and help guide you through the procedure.

Flexible Working Policy

The Organisation will try, subject to the needs of the business, to accommodate requests from employees who wish to make changes to their working hours or place of work.
Requests for a change in working arrangements can be made by any employee with at least 26 weeks' continuous service with the Organisation at the time the request is made.
The request should be made in writing and set out the change requested. The request should also describe the impact that the change will have on the operation of the business and how any difficulties caused by the change may be addressed.
When a request is received, the employee will be invited to a meeting to discuss the potential change. The meeting will normally be conducted by the employee's line manager. The employee will be entitled to be accompanied by a fellow employee to assist in making any representations that may be appropriate.
The Organisation will refuse a request if doing so would adversely affect the business or create a burden on other employees. In refusing any request the Organisation will explain the reasons for the refusal in writing and may make an offer of an alternative arrangement. Discussions may then take place to try to agree a way forward. If no agreement is reached then the employee's terms and conditions will remain unchanged, subject to the right of employees to appeal the decision.
Any meetings should take place in a spirit of cooperation with both sides seeking to reach agreement on an appropriate way forward.
Any change in working arrangements which results from this process will be confirmed to you in writing.
This policy will not prevent managers agreeing to ad hoc arrangements from time to time. However, any such arrangement will not amount to a variation in your terms and conditions of employment unless specifically agreed to the contrary and confirmed in writing. The Organisation may terminate any such ad hoc agreement at any time and require you to revert to your agreed working arrangements.
As there will inevitably be a limit to the amount of flexibility the Organisation can tolerate without detriment to its interests, employees must accept that the fact that a particular working arrangement has been granted to one employee does not oblige the Organisation to grant it to another.

Ending your Employment

If you wish to end your employment you must give the Organisation adequate notice that you wish to leave. The amount of notice you should give is set out in your contract of employment. 
Your notice should be put in writing, signed, dated and addressed to your Manager.
If the Organisation wants to end your employment (ie dismiss you or make you redundant etc) you are entitled to be given notice of this by the Organisation, additionally other procedures may also apply such as disciplinary procedure or redundancy procedure. Your entitlement to notice is set out in your contract of employment. If you are dismissed for gross misconduct you may be dismissed with immediate effect following the conclusion of a disciplinary process.
If you decide to leave you will normally be required to work your notice period. Occasionally the Organisation may reach a special arrangement with an employee who is leaving, that they may leave before the end of their notice period (if the employee makes a request to leave early). If such an agreement is reached the employee will not receive a payment in lieu of their notice.
For the avoidance of doubt, upon termination of your employment by you or the Organisation for any reason, you will not be entitled to receive any commission payments or bonuses (or any sums in lieu of commission or bonuses) in respect of any pipeline business, or any sales or other transactions carried out by you, unless the relevant transaction has been completed and the Organisation has been paid its commission in respect of the transaction as at the date of termination of your employment.

Obligations under your Contract of Employment

Your contract of employment contains restrictions about what work you can undertake. These restrictions also prohibit you from

· "Stealing" customers of the business

· Enticing key members of staff to leave.

· Competing with the business during your employment

· Using the Organisation name or a similar name in connection with any new job or business that you are involved with

· Competing with the Organisation within half a mile radius of the Organisation for six months after your employment ends

This is not an exhaustive list of the restrictions under your contract of employment.
The Organisation takes these restrictions very seriously and you should familiarise yourself with these restrictions as they will be enforced against you.

Pensions & Retirement

Please refer to your individual Statement for details around Pension and your entitlements.
The Organisation does not operate a formal retirement policy.
Should you wish to leave the Organisation or retire you should approach your line Manager. In such circumstances, the Organisation has resolved to assist the employee in this process.
Jury Duty
If you are called for Jury Duty then you will be allowed the time off.

You may be asked to delay your jury service if your absence would seriously harm the business. You will be provided with a letter from the salon owner explaining why.

You will not be paid for your leave, however you can claim the court for loss of earnings.
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