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1.

INTRODUCTION

This Handbook is provided for the use of and as a reference for all employees.
Please read it carefully as the contents form part of your Contract of Employment.
You are encouraged to seek help and guidance on any points about which you are
not absolutely clear.
This handbook and the terms within it supersede all other previous versions or
agreed terms and conditions of employment and must be read in conjunction with
your contract statement.
1.1

Contract of Employment

The Contract of Employment has a Contract Statement that is to be read in
conjunction with this Handbook. Any questions you have concerning either should
be referred to the Chair or Secretary
1.2

Variations to Terms and Conditions

The Company does not intend to vary terms and conditions of employment at a whim
but we all live in an ever-changing environment and it may be necessary to consider
appropriate changes in order to keep pace with the times and to maintain our status
as a professional and appropriate employer.
Therefore the Company reserves the right in appropriate circumstances to change
the terms and conditions of your employment and any such variations will be notified
to you either by way of general notice to all employees or as an individual notice to
yourself personally, whichever is appropriate. Any changes will be made by way of
negotiation and appropriate consultation, and the notice given to you by the
Company will be dependent upon your length of service and within legislative
guidelines.
1.3

Probationary Period

All engagements are made subject to the satisfactory completion of usually up to a
three-month probationary period. This period may be longer on engagement or
extended to meet particular circumstances.
Although we very much hope that every employee will become a valued member of
our team we are realistic and accept that on occasions things may not work out as
had been planned. In such circumstances you should be aware that during the
probationary period and at any time within the first two years of service, your
employment might be subject to termination without recourse to the disciplinary
warnings process, or the right to appeal, although every situation will be considered
on its own merits.
1.4

Job Title, Flexibility and Location

Your job title is as stated in your Contract Statement and generally your duties will be
appropriate to that title. When the need arises you may be required to undertake
alternative or additional duties which fall within your capabilities.
Aire Rivers Trust’s permanent and registered office is 38 Morton Lane, East Morton
Keighley, West Yorkshire, BD20 5RS but the employee’s normal place of work will
be elsewhere in the Bradford area as advised at the time of employment.
In addition you may be required to work from different locations and it is a condition
of your employment that you are willing to do so when reasonably requested.
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You may be required to work away from home and on rare occasions this may
include overnight stay(s) according to the distance involved and the need to
maximise the working time. All details will be as approved and agreed by your
Line Manager beforehand.
In such situations and unless agreed otherwise, any accommodation must be agreed
beforehand with your Line Manager or the Chair. Any essential and necessary travel
expenses incurred in the course of your duties for the business will be reimbursed
based on prior agreed terms.
If you regularly work away from home additional conditions may apply and will be
provided as an appendix to this handbook.
In certain circumstances agreement may be given by your Line Manager or the
Director, to allow you to work from home in order to satisfy a particular need.
However any such special arrangement must be discussed and agreed beforehand
with your Line Manager, there must be clear objectives/outputs to meet specific
circumstances and evidence of the work must be provided.
Other areas to be considered and discussed before agreeing to allow someone to
work from home, will be ensuring an appropriate risk assessment is carried out,
producing evidence of appropriate buildings/contents insurance cover, that any
Company tools/equipment are used for business purposes only and that any
documentation or sensitive information in any format, is stored and maintained in a
confidential and appropriate way.
You will be required to ensure that you maintain the same work ethos and
commitment to ART whatever your place of work and ensure that you are
contactable at all times during your working hours.
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2.

WAGES/SALARIES

2.1

Payment

You will receive a monthly payslip showing how the total amount of your
wages/salary payment has been calculated and the deductions that have been made
e.g. income tax, national insurance, pension etc.
Any queries you may have e.g. incorrect payment, shortages, error in deductions
etc. should be raised with the Secretary.
2.2

Overpayments

Should you be overpaid in error, you must notify your Line Manager or the Secretary
immediately. The total of the overpayment will normally be deducted from your next
payment.
However, each case will be considered on its own merits and if it is accepted that
this might cause hardship, arrangements may be made for the overpayment to be
recovered over a longer period although appropriate evidence may be requested to
substantiate such a situation.
2.3

Bank Account Details

When joining the Company you will be asked to provide details of the bank or
building society account into which you wish your wages/salary to be paid. If these
details change you must inform the Secretary immediately otherwise you may find
payment to you is delayed.
2.4

Deductions

Aire Rivers Trust is a ‘not for profit’ Organisation and finances must be tightly
managed to ensure that we are able to continue to grow and to provide our service.
Therefore we reserve the right, in appropriate circumstances, to deduct from your
pay any sums which you may owe the Company including without limitation any
overpayments made to you by the Company or losses suffered by the Company as a
result of your negligence or breach of Company rules. Wherever possible prior
notification of a deduction will be given.
2.5

Income Tax

At the end of each tax year, you will receive a P.60 Tax Form showing the total pay
you received from the Company during that year and the amount of deductions. You
should retain this document in a safe place as you may find that you need to produce
it when making enquiries with HM Revenue and Customs or Department for Work
and Pensions (DWP).
If required the Company's Account office and PAYE reference numbers are as
follows:
Account Office Ref. No: 120PC01574974
PAYE Ref No: 120/LB73777
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2.6

Real Time Information - HMRC

It is now the responsibility of every employee to report any changes in personal
circumstances that may affect the HMRC records i.e. change of surname, address,
marital status or gender. To inform HMRC go to hmrc.gov.uk/individuals/change-ofcircs.htm click on ‘complete’ and email online form and then click on report a ‘change
of name or address’, complete the changes in the boxes provided and follow the
process.
You must also inform the Secretary in writing which will ensure that our records
match with HMRC.
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3.

HOURS OF WORK

Your normal hours of work will have been made known to you on your appointment
and are detailed on your Contract Statement.
The full time working week is 37 hours per week (including breaks totalling up to 1
hour per day, which cannot be carried forward). Normal office hours are between
8.30am and 6pm. Core working hours are between 10am to 4.30pm (excluding a
lunch break) and staff are expected to be at work between these times except where
leave has been agreed in line with this policy.
Lunch breaks must be taken between 12 noon and 2pm, and the maximum length of
time for a lunch break is 1 hour unless otherwise agreed between an employee and
their Line Manager.
If you work more than 6 hours consecutively you must take a minimum of a
20 minute uninterrupted break, ideally away from your workstation.
If you are under the age of 18 however you are entitled to a minimum of a 30 minute
uninterrupted break once you have worked more than 4.5 consecutive hours and you
must not work more than 8 hours in any one day. If there is any doubt about your
actual working hours please speak with the Chair.
There may be some flexibility extended to individual working hours within the terms
of the ’flexi system’ and recording TOIL (see below) but all terms must be agreed
with your Line Manager beforehand and any decision will be dependent upon the
needs of the Company.
3.1

Flexi system

Aire Rivers Trust recognises that a system of flexible working is beneficial for
employees in allowing them to achieve an acceptable work/life balance. We
therefore operate some flexibility in terms of how work is carried out, individual
access needs and in terms of the actual hours of work. However it is essential that
we also take into account the needs of the Company to ensure that the service we
provide is not compromised as a result of trying to be flexible. Any decision will be at
the discretion of your Line Manager.
3.2

Additional Hours

There will be occasions when the Company faces staff shortages i.e. due to sickness
and other absences or unforeseen changes, and we need to respond in order to
retain goodwill. This will create occasions when there is a need for us all to work
additional hours to those quoted in our Contract Statements. Whilst no one will be
compelled to work additional hours we hope that you will consider any request
positively and work with your colleagues to ensure that we provide an efficient and
proper service.
In any case of additional hours, staff are entitled to take time off in lieu (TOIL) for any
additional hours worked over and above contracted hours. Staff may not carry more
than 16 hours additional time over from one month to another without the prior
agreement of their Line Manager. Where more than 16 additional hours are worked
staff should therefore try to take this time off during the month in which they have
accrued otherwise the time will be forfeited.
The Company will allow employees to go into a limited number of ‘debit’ hours if
absolutely necessary. No member of staff may have a debit of more than 8 hours in
any one month. Any debit hours must be worked in the following month, or such
time will be deducted from their holiday allowance.
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There may be occasions when you are required not to attend work for whatever
reason. In normal circumstances if this is necessary you will be paid your normal
pay and it will not be considered as disciplinary action. If you are required to be
suspended from work as a result of any disciplinary action you should refer to the
section within the handbook under the Disciplinary section titled
‘Rules and Disciplinary Procedures’.
3.3

Time/sheets

Employees may be required to complete a timesheet to record his or her hours of
work including the start and finish times and break periods, in order to maintain a
record of any ‘TOIL’ built up in credit or debit. This is an essential requirement so
that your Line Manager can monitor your working hours and break times to ensure
that we adhere to the requirements of the Working Time legislation and comply with
our duty of care to our employees.
If there is any doubt about your actual working hours please speak with the Chair.
3.4

Expenses

Please refer to the relevant policy in relation to expenses reasonably incurred by you
on behalf of the Company or in order to fulfil your duties for the Company.
Where you are in any doubt or you wish to seek clarification, you should speak with
your Line Manager.
All expenses should be approved and agreed beforehand by your Line Manager
Please be aware that any costs incurred by you, or expenses claimed by you, which
are considered by Aire Rivers Trust to be excessive, unnecessary or unreasonable
will not be reimbursed to you by the Company.
3.5

Travel Time

In all normal circumstances travelling to and from your normal place of work will not
be paid and does not form part of your working time. However where you are being
required to travel to other locations in order to undertake your duties all
arrangements and expenses will be agreed with you beforehand with you Line
Manager.
3.6

Absence

If you are unable to attend work for whatever reason you (or, in exceptional
circumstances, someone on your behalf) must notify your Line Manager as soon as
possible and preferably by 9.30 am on your first day of absence, and at the latest by
10.00 am.
Details of the full procedures relating to absence due to illness or injury are given
later in this Handbook.
3.7

Attendance and Timekeeping

Punctuality is an important feature for working for Aire Rivers Trust and persistent
lateness and unauthorised absenteeism will be dealt with under the
Company's Disciplinary Procedure.
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4.

NOTICE TO TERMINATE EMPLOYMENT

4.1

Notice Conditions

The notice, which you must give and receive to terminate your employment, is
detailed on your Contract Statement.
Notice to terminate your employment should be given in writing to your Line
Manager. You must expect that you will be required to work the period of your
notice.
During the notice period, if you fail to attend work, or to work normally, the Company
has the right to terminate your employment without obligation to any remaining
period of notice.
If you terminate your employment without working the proper period of notice, the
Company reserves the right to deduct from any pay due to you, a sum of
compensation of up to the equivalent of what should have been your notice period
(excluding any part of your notice period which you have worked).
The Company reserves the right to utilise any outstanding accrued holiday
entitlement against all or part of the notice period.
The right is also reserved to make payment in lieu of notice.
In the event of dismissal due to gross misconduct, the Company will terminate your
employment without notice (see Disciplinary Rules and Procedures).
Garden Leave
During the notice period you may not be required to attend for normal duties but to
remain available for work if necessary. This is commonly known as “garden leave”
and any decision will be at the discretion of the Chair.
5.

PENSION SCHEME ARRANGEMENTS

5.1

Auto-enrolment Scheme/NEST (National Employment Savings Trust)

The Government has introduced in a new auto-enrolment pension scheme known as
NEST. This is a pension scheme into which every qualifying employee must be
automatically enrolled by us, as the employer. If you do not want to be part of the
scheme, you may ‘opt out’ by completing a form, but only after we have ‘enrolled’
you.
If you choose to stay in the scheme you will be required after three months
employment to make pension contributions and Aire Rivers Trust will also make
contributions on your behalf. Further detail on qualification and contributions is
available from the Secretary.
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6.

HOLIDAY ENTITLEMENT

6.1

Annual Leave

The Company strongly believes that time away from your place of work to take
annual leave is a vital part of enabling an acceptable work/life balance. You are
therefore encouraged to ensure that all your holiday entitlement is taken within the
year in which it falls due.
In the event that you would require only half a day’s absence from work you are
requested to wherever possible take it as Time Off in Lieu (TOIL). Further detail on
Toil is included under General Conditions of Employment set out below. Where you
have insufficient TOIL to enable this you must book your leave in half-day blocks (or
your pro-rata equivalent) for your half day so as to have minimum impact and
disruption to the Company.
The holiday year begins on 1st September and ends on 31st August each year. Your
annual holiday entitlement is 5 weeks for full time employees (the equivalent to
25 working days) and for calculation purposes the payment for these holidays is
accrued at the rate of 2.08 days for each complete calendar month worked during
the holiday year. This excludes the customary public holidays (see over).
After 5 year’s service you will receive an additional 5 days holiday leave giving you a
maximum annual entitlement of 6 weeks (30 days or pro-rata equivalent) in addition
to the customary public holidays as stated under section 6.2.
All part-time employees will receive a pro-rata entitlement based on the above
calculations dependent upon their contracted hours of work.
Holidays may not be taken in advance of the amount accrued unless prior approval
has been obtained from your Line Manager.
In addition to the entitlement above the Company may allow a further one day’s paid
leave for Christmas Eve dependent on how the day falls and the needs of the
business. In any case you will only be entitled to pay for this day if you are in work
and available for work at the time that it falls due. No pro-rata calculation for
employees leaving during the year or for employees who are off sick up to the day
before Christmas Eve will be given.
You should not pay a deposit for a holiday for which you require time off work,
without obtaining prior management approval to that time off. The Company will not
be held responsible for any unrecoverable deposit or other losses incurred by you as
a result of a holiday request not being approved by the Company.
Annual leave during your probationary period may not be permitted
(except customary public holidays) unless the Company was notified at the time of
your appointment and has agreed to honour a prior booked holiday. Where you
have a prior booked holiday that requires time off from work during your probationary
period of your employment, your probationary period will be extended by a time
equivalent to your holiday absence.
A previous absence from work may not be permitted to be subsequently taken as
holiday, although each case will be considered on its own merits and any decision
made will be strictly at the discretion of your Line Manager.
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6.2

Customary Public Holidays

In addition to the annual holiday entitlement, you are allowed the following holidays
with pay or alternative days as decided by management:
New Year’s Day
Easter Monday
Good Friday
May Day

Spring Bank Holiday Monday
August Bank Holiday Monday
Christmas Day
Boxing Day

Part time staff will be paid for bank holidays pro rata, but only those falling within the
period of employment.
Owing to the nature of our business, it is a condition of employment that you are
prepared to work on a customary public holiday if required to do so. In such
instances you will be allowed to take the equivalent time off in lieu at a later agreed
time dependent upon the needs of the business.
Customary public holidays falling within periods of annual leave should not
automatically be added on at the end of an agreed holiday or taken separately
without prior approval.
Absence from work at any time can be disruptive to the work we do and the service
we provide and this can be especially so if the absence falls at either side of a
customary public holiday. Therefore if you are absent due to sickness directly before
and/or after a customary public holiday you may be required to provide a doctor’s
certificate (“fit note”) to support the reasons for your absence, or if the absence is not
due to sickness, proof of other serious and unavoidable domestic emergency.
Failure to do so may result in non-payment for the holiday although every case will
be considered on its own merits and any decision made will be strictly at the
discretion of the Chair.
6.3

Procedures and Conditions

You should complete a holiday request form for all annual holidays not laid down by
the Company.
The request form must be approved beforehand by your
Line Manager. Holiday leave he/sheets will be kept in a central file and transferred
to each employee’s file at the end of the holiday year. All holiday leave must also be
recorded on the employee’s time he/sheet as such and hours credited.
The approval of holidays may be less flexible in certain roles within Aire Rivers Trust
and you are therefore requested to book any annual leave as early as possible to
avoid disappointment.
In normal circumstances requests for more than 10 consecutive working days will not
be approved. Every request for more than 10 consecutive working days will be
considered on its own merits and any decision made will be strictly at the Chair’s
discretion and dependent upon the needs of Aire Rivers Trust. However we would
like to assure you that no reasonable request would be declined without justification.
In order to manage the holiday absences as effectively as possible you are
requested to give as much notice as you can. In any case at least 4 weeks' notice of
your intention to take holidays of one week or more is requested. Holidays for lesser
periods require a minimum of 2 week's notice wherever possible although every
request will be considered and will not be declined unreasonably.
However, you are also requested that for the odd day of paid leave you take any
TOIL that has built up before booking holiday so as to ensure that your TOIL does
not become unmanageable.
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Employees are expected to organise their holiday leave with due regard for the
smooth running of the Company.
Management have a duty to ensure that staffing levels are sufficient to ensure that
the Company can operate effectively and for this reason there may be circumstances
where requests for leave are turned down if other members of staff have already
booked leave at the same time or at times of sickness absence.
You are not normally allowed to carry forward any part of one year’s holiday
entitlement to a subsequent year and ordinarily annual holiday not taken by
31st August will be forfeited. However in extenuating circumstances consideration
may be given to allowing a limited number of days carry over but any decision will be
strictly at the Chair’s discretion and agreement to any request should not be relied
upon.
On termination of your employment you will be paid for any holidays accrued but not
taken in that year. However, in the event of your having taken holidays in excess of
those accrued in the holiday year then the appropriate deduction will be made from
your final wages/salary. Accrued contractual holiday pay will be forfeited if your
employment is terminated due to gross misconduct and the statutory provisions only
will apply.
The right is reserved to utilise any accrued holiday entitlement/pay against any part
of your entitlement to pay during notice where it is deemed appropriate by the
Company. Any decision will be strictly at management discretion and based on the
needs of the business subject to appropriate notice being given to you.
Aire Rivers Trust welcomes employees from different religious and cultural
backgrounds and recognises the needs of everyone to attend their own religious
activities outside the recognised bank holidays. Whilst we will do everything possible
to agree to leave at this time we cannot guarantee that a request will be approved
and any decision will have to be based on the needs of the Company and taking into
account the number of other staff who may already have had leave approved for the
same time.
6.4

Medical Appointments

It is expected that all non-emergency appointments with doctors, dentists, opticians,
etc. should be made outside your normal working hours using the flexible working
and TOIL arrangements. Where this is impracticable, appointments may be made
during working hours but these should be made at the beginning or end of your
working day to minimise disruption to work and with the prior permission of your
Line Manager. There may be no entitlement to pay in such cases.
When making appointments you must ensure that you are still able to fulfil your
responsibilities and the appropriate colleagues are aware.
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7.

SICKNESS AND SICK PAY PROCEDURES

In the event of your absence from work due to personal sickness or injury, the
Company is only responsible for paying you Statutory Sick Pay (SSP) providing that
you qualify and you comply with the rules set out below.
The Company does not currently operate its own Sick Pay Scheme but may at its
discretion consider other sickness payments.
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GRIEVANCE PROCEDURE
It is important that if you feel dissatisfied with any matter (e.g. your existing
conditions of employment, any contractual matter or indeed any Board issues) you
have an immediate means by which such a grievance can be aired and resolved.
The Grievance Procedure may also be instigated if any employee feels they have
been subject to unreasonable behaviour or actions within work.
If you have such a grievance on any matter during the course of your employment
you should:
8.1

Informal Resolution

If a conflict or grievance is against another member of staff or your Line Manager or
Board member, you should attempt to resolve it with him/her informally before
entering the following formal procedure. One way of doing this may be through the
appraisal and line management processes already in place.
Where this is not feasible, you should request a meeting and raise the grievance
verbally and informally; the object of this meeting is to reach a mutually satisfactory
outcome and agree action to remedy the grievance so that formal action is not
necessary. You may bring a work colleague in to this meeting to support you and
help explain your concerns.
We would always encourage you to consider engaging in a structured but more
informal meeting, perhaps off site, to share and be open with your concerns or the
issues to hand as a way of trying to find a resolution outside of a more formal
process.
Resolving the grievance informally may involve discussions with other members of
staff. This should only be done by mutual agreement and should be kept to a
minimum. The need for confidentiality must be respected at all stages.
You should not take a grievance direct to a Board member in the first instance
unless your grievance is with a Board member.
No member of staff or member of the Board of Directors may take part in this
procedure if they are or they are likely to become involved in any potentially ongoing
grievance process or appeal. If you do need to speak with a Board member you
should speak with any member with whom you are comfortable but please note that
this should only be in exceptional circumstances.
An alternative would be to speak with a member of management who may be
prepared to have a conversation on behalf of you/a staff member. In this case such
action does not automatically trigger the formal process.
A short written record of any outcome/action should be made and signed by both
parties, made known to the Chair and placed in the employee’s personnel file.
If the grievance remains unresolved you may wish to start the following formal
procedure.
8.2

Formal Grievance

Raise the grievance in writing with your Line Manager explaining fully the nature of
your grievance.

14

8.3

Grievance Hearing

A hearing will be arranged wherever possible within 5 working days, to discuss your
grievance in more detail and you will have the right to be accompanied by a work
colleague or a suitably qualified trade union official. If appropriate an investigation
will then be undertaken.
8.4

Investigation

An investigation will be undertaken before any final decision is made and you will be
entitled to have a copy of the investigation material in the event that the investigation
proceeds to a formal grievance.
Generally you would be expected to continue normal working unless this is not
possible, in which case individual circumstances will be considered and the final
decision made by the Chair in consultation with another Board Member if necessary.
Time limits may be extended with the agreement of all parties concerned. Where
they are extended clear reasons for the extension of time/delay must be recorded at
each stage.
8.5

Outcome

You will be given the details of the outcome in writing and you will be given the right
to appeal.
8.6

Grievance Appeal

If you are not satisfied with the decision made, you have the right to appeal to
against the decision by submitting in writing full written grounds within 5 working
days of the outcome. You should write to either the Chair if he/he/she has not
already been involved in the grievance but otherwise you should lodge your appeal
with another Board member.
Where it is deemed appropriate further investigations may be undertaken with any
decision at the discretion of the person leading the grievance appeal.
An appeal hearing will generally be held wherever possible within 10 working days of
your appeal. You will retain the right to be accompanied as stated above and you
will be given a full opportunity to state your case. However if the person leading the
appeal has unavoidable diary commitments, or for other extenuating circumstances,
the hearing may have to be deferred for longer than 10 working days. In this case
an explanation will be provided.
The outcome of the appeal will be made known to you in writing usually within 5
working days of the hearing, giving the reasons for the decision.
This decision will be final.
8.7

Link with Disciplinary Procedure

If, during any grievance process, other issue(s)/allegation(s) concerning another
employee come to light, the Company may find it necessary to initiate appropriate
disciplinary action.
Should the situation arise where both a grievance and a disciplinary process are
appropriate courses of action, the Company will determine whether these can
reasonably be conducted concurrently or whether one process should be completed,
with a decision being determined, before the other is initiated. That decision would
be taken by the Chair.
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Request to Refrain from Working
In cases where there is reasonable ground for believing that continued presence at
the place of work of an employee connected with a grievance will be detrimental to
the progress of the grievance procedure, the progress of any investigation and/or the
continued working of the Company, or conversely if it would be in the best interests
of the employee to be away from work, the employee may be suspended or asked to
‘refrain from working’ for a period, on full pay, while the investigation is undertaken.
The terms of refraining from work will be conveyed to the employee in writing by the
person who is leading the process. During this time, the employee may be required
to surrender their keys to any of the employer's premises, and to comply with any
other conditions as reasonably required by management. In any case confidentiality
will be a pre-requisite to ensure the investigation is not prejudiced in any way.
A decision to suspend an employee or to ask an employee to ‘refrain from working’ is
not a disciplinary action in itself and will not be counted as such. Furthermore, such
action should not be considered as implying guilt. Employees will not necessarily be
given any notice of such a decision.
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9.

RULES AND DISCIPLINARY PROCEDURES

9.1

Introduction

Where appropriate the Company will always consider alternative routes to
disciplinary action, i.e. conflict resolution via mediation or discussion that may involve
third party involvement.
The rules set standards of performance and behaviour whilst the procedures are
designed to help promote fairness in the treatment of individuals. It is the aim of the
rules and procedures to emphasise and encourage improvement in the conduct of
individual employees where they are failing to meet the required standards and not
as a means of punishment.
Every effort will be made to ensure that any action taken under this procedure will be
fair, with the employee concerned being given the opportunity to state their case at a
hearing and to appeal against any decision they consider to be unjust.
The following procedure should ensure that:
1.

All employees are fully aware of the standards of performance, action and
behaviour required of them.

2.

Disciplinary action, where necessary, is taken speedily and in a fair, uniform
and consistent manner.

3.

An employee will only be the subject of disciplinary action after careful
investigation of the facts and the opportunity to present his/her side of the
case.

10.

DISCIPLINARY RULES

It is not practicable to specify all offences which may result in disciplinary action, as
circumstances may vary depending on the nature of the work and the misconduct.
Even a minor infraction may be treated as serious misconduct depending on the
circumstances that may apply at the time.
Failure to comply with the following general rules will render you liable to
disciplinary action and where no improvement is forthcoming, possible
dismissal. This list is not exhaustive:
1.

Behaviour at Work

1.1

You should behave with civility towards your fellow employees and rudeness
will not be tolerated towards customers or members of the public.
Objectionable or insulting behaviour or excessive bad language will render
you liable to disciplinary action.

1.2

You must use your best endeavours to promote the interests of the Company
and shall, during your normal working hours, devote the whole of your time,
attention and abilities to its business and affairs.

1.3

Any involvement in activities, which could be construed as being in
competition with the Company, is not allowed unless prior approval has been
given due to the appropriateness of such a situation. However this rule is not
intended to prohibit genuine ‘networking’ or ‘building partnerships’ with other
Companies that are approved and transparent and for the benefit of Aire
Rivers Trust. If you are unclear on this matter you should seek clarification
from your Line Manager or the Chair.
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1.4

Activities which result in adverse publicity to ourselves, or which cause us to
lose faith in your integrity, or which may bring the reputation/name of the
Company into disrepute, may give us grounds to take disciplinary action. This
applies to your activities outside working hours as well as during working time
(including time whilst away from your normal place of work).

1.5

You shall not, during or after the termination of your employment, disclose to
any person whomsoever or use for personal gain any confidential information
regarding the Company, its business or trade secrets that you have learned
during your employment with the Company.

1.6

All reasonable requests from a member of management are to be followed.

1.7

Unauthorised use of any Company equipment and communication networks
including e-mail, internet, business telephones, fax machines, mobiles,
voicemail systems, etc. is a disciplinary offence. For clarification please refer
to the policy on this subject which is found under the section titled ‘Computer
Controls and Policies’ within the General Conditions of Employment in
alphabetical order.

2.

Company Property

2.1

Use of Company property for any purpose other than normally defined duties
is not permitted.

2.2

Unless required for business purposes Company property of any type is not to
be taken away from the premises without prior written management approval.

2.3

You must immediately notify the appropriate member of management of any
damage to property or premises.

2.4

You are responsible for the care and safekeeping of any tools, equipment or
clothing provided to you by the Company. The Company reserves the right to
charge for any items that are unaccountably lost, damaged by you or not
returned on termination of your employment. Any such deduction will be
made through the payroll automatically, after notice has been given by the
Company of its intention.

2.5

You must ensure that your own insurance cover is in place for any Company
item which is transported in your vehicle, or stored/used at your home. This
may include laptop computers and props or outfits used for performances.

3.

Health & Safety

3.1

The Company will do all in its power to ensure the wellbeing and safety of all
its employees. Any action by you which endangers the health or safety of
yourself, other employees or other persons, will lead to disciplinary action
being taken and could result in dismissal.

3.2

At all times you must abide by the general health and safety rules and
procedures.

3.3

All accidents, no matter how slight, whether involving an employee or member
of the public, must be reported and entered into the Accident Book. False
statements or deliberate interference with evidence following an accident or
dangerous occurrence is a serious offence.

3.4

Smoking is not permitted on used by Aire Rivers Trust This applies equally to
the smoking of electronic cigarettes.
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3.5

Client/customer rules on smoking must be observed when you are working
away from Aire Rivers Trust premises. This applies equally to the smoking of
electronic cigarettes. Also, please do not charge electronic cigarettes on site.

3.6

Any potential hazard or unsafe conditions must be reported to your
Line Manager.

3.7

Failure to undertake an appropriate risk assessment where needed or failure
to adhere to an existing risk assessment, may lead to disciplinary action.

4.

Timekeeping/Absence

4.1

You are expected to attend for work punctually at the specified time(s) and
persistent or excessive lateness in attending work will render you liable to
disciplinary action. Any lateness may be taken out of any accrued Time Off in
Lieu (TOIL).

4.2

In addition to 4.1 above, lateness for work may result in an appropriate
deduction from your wages or salary.

4.4

All absences must be notified in accordance with the procedures laid down
earlier in this Handbook. It is your responsibility to keep the Company
advised of the circumstances which are preventing you from attending work
and also the likely date of your return.

4.5

You are required to comply strictly with any time recording/reporting
procedures relating to your area of work. Failure to follow any time recording
and the absence reporting procedures will render you liable to disciplinary
action.

IMPORTANT: You should be aware that any period of unauthorised absence is
a breach of contract.
5.

Working Standards

5.1

If your work and/or work rate is not maintained consistently to a satisfactory
standard, disciplinary action leading to the termination of employment will
result.

5.2

All staff are responsible for the cleaning up of any mess or spillage, however
caused, without delay or discussion.

5.3

You should not take audio or visual recording by whatever means, of
Company premises, activities, employees or third parties (whether or not on
Company premises) without the knowledge and/or authority of the Chair.
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11.

RULES COVERING GROSS MISCONDUCT

You will be liable to summary dismissal (i.e. dismissal without notice), if you
are found to have acted in any of the following ways. This list is not
exhaustive.
11.1

A serious or wilful breach of any of the Company's Disciplinary and Safety
Rules.

11.2

Behaviour deemed by the Company to be grossly indecent or unacceptable.

11.3

Any bullying, harassment or any action likely to be construed as bullying or
harassment of another person in connection with work or during your working
hours is unacceptable.

11.4

Dangerous, threatening, offensive, insulting or intimidating behaviour, fighting
or physical assault.

11.5

Incapacity for work or poor performance at work due to the influence of
alcohol, the possession or the taking of intoxicants or illegal drugs.

11.6

Deliberate falsification of any records, such as time he/sheets, expense
claims, and so on, in respect of yourself or any fellow employee.

11.7 Undertaking private work on the premises either paid or voluntary work
and/or without permission using Company equipment
11.8

Undertaking private work during your working hours.

11.9

Any fraudulent activity, theft of money or property whether belonging to the
employer, another employee or a third party.

11.10 Destruction/serious damage of the employer's property or any property on the
premises or place of work.
11.11 Serious health and safety breaches which endanger yourself, fellow
employees or any other person by the unauthorised removal, operation,
interference or misuse of any plant and equipment, guard or protective device
or signs/warning notices.
11.12 Serious misuse, negligent or wilful violation of computer security/equipment or
procedures.
11.13 Misuse of chemicals, flammable or hazardous substances or other materials
and electrical equipment, or other fixtures/fittings.
11.14 Any act or involvement in any act either within or outside of normal working
time that could cause damage or harm to the reputation of the Company or its
business.
11.15 A wilful breach of any cash handling procedures.
11.16 Flagrant disregard of safety precautions, including horseplay or practical
jokes, that are likely to endanger yourself and/or other employees.
11.17 Careless driving or loss of driving licence or conviction where driving is all or
an essential part of the job requirement.
11.18 Gross insubordination and/or refusal to comply with reasonable and legitimate
instructions given by a member of management.
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11.19 Any occasion when you are found to have dishonestly made a request for or
taken any time off work, for example but not limited to, Compassionate
Leave. Any breach of a legal statute which has a direct effect on the ability of
you to undertake your stated duties and/or on the desired characteristics of
your position.
11.20 Any breach of the rules in relation to smoking whether on Aire Rivers Trust
premises or at customer/client site.
12.

DISCIPLINARY PROCEDURE

This procedure has been designed to ensure that those responsible for initiating
disciplinary action through the various stages are clearly identified and that
employees can appeal to an appropriate group of people at each stage of the
process.
We aim to have a transparent, fair, effective and consultative approach to dealing
with issues. If you are unsure of the procedure at any point, please feel free to speak
with your Line Manager, in the first instance.
The responsible person or body is identified in the grid below. Other than for gross
misconduct and those with less than 2 years’ service, any disciplinary action taken
will be based on the following procedure:
There will generally be up to four stages of the disciplinary procedure; each designed
to cover varying levels of seriousness of the case and also to give a proper
sequence for persistent cases. However, the Company reserves the right to enter
the disciplinary procedure at any stage depending upon the circumstances and
severity of the offence or to increase the time the warning is valid dependent upon
the circumstances.
Similarly the Company reserves the right not to enter the disciplinary procedure at all
if the employee has less than 2 years’ service although every case will be
considered on its own merits and strictly at the discretion of the Chair.
Where the employee has completed their six month probationary period
successfully, there would normally be an investigation undertaken in to any
disciplinary allegations.
1st
Occasion

Verbal
Warning

Where the case is of sufficient seriousness to be
bought to the attention of the employee formally or,
in the case of capability concerns, where the
employee is not showing the required improvement
in work performance, a first warning may be given
verbally and then confirmed in writing.
Discussion may have taken place within
supervision or appraisal that refer to ongoing
problems, however, the employee will be advised
that the warning constitutes the first formal stage of
the disciplinary procedure and as such should be
seen independent of any supervision or appraisal
process.
The nature of the offence and the likely
consequences of further offences or a failure to
improve should be explained clearly. A short
written record will be made, the penalty will be
confirmed in writing and the details made known to
the Chair.
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This will
remain on
your record for
6 months

2nd
Occasion

Written
Warning

3rd
Occasion

Final
Warning

4th
Occasion

Dismissal

12.1

A formal written warning may be given where the
case has already involved the first warning stage
and insufficient improvement has been made, or
for a first occasion offence where the case is of
sufficient seriousness.
The written warning will include –
a) the decision to issue the Warning.
b) the cause or nature of the offence(s).
c) action required of the employee, including
details of work performance improvements
required in the case of action relating to capability.
d) time scale in which improvement is expected.
e) any assistance which the employer may make
available.
f); the length of time the Warning will remain on
file.
g) the likely consequences of further offences or a
failure to improve within the given timescale.
h) the right of appeal
Where the case has already involved the Written
Warning stage and insufficient improvement has
been made, or for a first occasion offence where
the case is of sufficient seriousness, a Final
Warning may be given. The Final Warning will
cover the same information as contained in the
Written Warning, together with a statement that the
consequences of further misconduct or insufficient
improvement within the time that the warning
remains ‘live’ could be dismissal.
Where the case has already involved the Final
Warning and insufficient improvement has been
made, or for a first occasion offence where the
case is of sufficient seriousness to constitute gross
misconduct or serious misconduct, the employee
may be dismissed. The outcome letter will cover
explain the decision, explain the cause or nature of
the offence, and give the right of appeal.

This will
normally
remain on
your record for
12 months

This will
normally
remain on
your record for
12 months

Notes

The disciplinary and grievance procedures are non-contractual and do not form part
of your contract of employment. The right is reserved to enter the disciplinary
procedure at any stage, depending on the seriousness of the allegations. Any
statutory rights will apply, such as the right to be accompanied to a meeting by a
trade union representative or work colleague.
You may be required to refrain from working on full pay normally for an up to 10 days
or longer if required, for the purpose of carrying out investigations into any alleged
offence. Suspension will be kept to a minimum and only last as long as necessary to
gather statements and evidence and complete a thorough investigation in to the
allegations.
If dismissed for Gross Misconduct you have no right to any period of notice or to
receive payment for any outstanding contractual accrued holidays and your statutory
entitlement only will apply. At all stages of the Disciplinary and Appeal Procedures
you have the right to be accompanied by a fellow employee of your choice, an official
employed by a trade union or an official of a trade union who is certified as a
worker’s companion at disciplinary or grievance hearings
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13.

DISCIPLINARY APPEAL PROCEDURE

You have the right to lodge an appeal in respect of any formal disciplinary action
taken against you or in the event of dismissal for whatever reason. If you wish to
exercise this right, you should apply in writing to the Company within 5 working days
of the decision you are complaining against, stating the grounds of your appeal.
A hearing will be held by the Chair or another Board member), wherever possible
within 5 working days of your appeal. You will retain the right to be accompanied
and you will be given a full opportunity to state your case.
The outcome of the appeal will be made known to you in writing usually within
5 working days of the hearing, giving the reasons for the decision where appropriate.
There will be no further right of appeal.
Where either disciplinaries or grievances are raised we will aim to provide support
for all parties affected. This includes a person being subjected to disciplinary action
or having a grievance raised against them, as well as anyone who has entered a
grievance or provided a significant witness statement in either disciplinary or
grievance proceedings.
In terms of having clarity of procedure, a member of the Board will be nominated to
offer support to any member of staff who raises any issue of concern.
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14.

GENERAL CONDITIONS OF EMPLOYMENT (in alphabetical order)

The following general points all form part of your Contract of Employment.
14.1

Appraisals/one-to-one support

Your performance will be monitored and reviewed on a periodic basis through
one-to-one support and appraisal with your Line Manager. These are your
opportunities to discuss past and future progression, your achievements, to compare
your performance against your objectives and to agree and discuss the expectations
for the following agreed period.
In cases where a Line Manager has concerns about the capability of an employee to
perform the duties of the post for which they are employed to a satisfactory standard,
the Line Manager will ensure that these issues are first addressed through the
Company’s management and appraisal procedures or sickness procedures.
This will include identifying sources of training for staff, identification of work areas
where improvement is needed and detailing the improvement required. If an
employee’s performance does not improve the disciplinary process may be
considered.
You may also receive interim supervisions with the Chair. The intention of these
supervisions is to focus more on personal wellbeing and HR matters as they relate to
your work.
14.2

Bullying

It is our policy not to tolerate any bullying behaviour at work towards any person or
indeed outside of work if it is in any way connected with work. Irresponsible
behaviour can be both harmful, and dangerous. Any such behaviour will be
considered a breach of Company rules and appropriate action may be taken.
We believe very strongly in ensuring all our employees receive dignity at work and
that everyone is valued as an individual. We aim to foster good working
relationships and to encourage humour where it enhances morale amongst all staff.
However Aire Rivers Trust recognises that humour when used irresponsibly may
infringe on another member of staff’s dignity at work and may constitute bullying and
harassing behaviour.
If you feel you are being subjected to any such treatment you should contact your
Line Manager or the Chair as appropriate. Where possible, all such complaints will
remain in the strictest of confidence save for any investigation to ascertain the
allegations and undertake any appropriate action.
Some examples of what might constitute bullying are shown below but this list is by
no means exhaustive:









Insulting someone by word or behaviour.
Ridiculing or demeaning someone.
Picking on someone.
Setting someone up to fail.
Exclusion or victimisation.
Unfair treatment.
Overbearing supervision or other misuse of power or position.
Preventing individuals progressing by intentionally blocking promotion or
training opportunities.
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14.3

Buying or selling of goods

You are not allowed to buy or sell goods on your own behalf on Company premises
without prior permission. Where approval to do so is given, you must make sure that
your activities do not disrupt working practices or adversely affect other members of
staff.
14.4

Cash handling

If your job requires that you handle cash on behalf of Aire Rivers Trust (e.g. when
you take responsibility for cash for out-of-pocket expenses), and/or
students/Company members who may have learning disabilities, you should
exercise caution and security and follow any agreed procedures. If this applies to
you, you will have been asked to read and sign by way of acceptance a document
clarifying your responsibilities.
14.5

Change of address, telephone and/or next of kin/emergency contact
details

If you change your address and/or contact telephone number or next of kin details,
you must ensure that the Secretary and the Chair are notified in writing. You must
also notify HMRC of any material change that may be relevant to them.
14.6

Charity collections

Permission to make any collection (including raffle, sponsorships, etc) must be
sought from your Line Manager and care must be taken not to make employees feel
harassed or obliged into donating and the working day must not be adversely
affected by these activities.
14.7

Compassionate leave (this is not a statutory entitlement)

In cases of extreme or urgent family need (such as the serious illness or death of a
near relative or partner), Aire Rivers Trust staff may request up to three days’
compassionate leave with pay in any one holiday year. Such a request should be
made to the Chair.
Further compassionate leave may be granted in cases of special need at the
discretion of the Board of Directors. Such leave should be accounted on time
he/sheets as paid compassionate leave.
Up to a maximum of 3 days special paid leave of absence may be made at the
discretion of the Chair in the case of bereavement involving a direct member of
family i.e. parent, spouse/partner, brother or sister, or a child. Paid leave of absence
of up to 1 day may be permitted for a more distant family member or that of a very
close friend.
It is expected that outstanding holiday entitlement be used to provide payment for
bereavement leave beyond that which may be authorised.
Every case will be considered on its own merits and any decision will be strictly at
the Chair Discretion and dependent upon all the circumstances and the needs of the
business.
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14.8

Computer controls and policies

All staff are required to observe strictly the following controls and policies:
Computer equipment and software policy
No member of staff is permitted, without prior senior management approval, to load
any computer software other than that purchased by the Company for official
business purposes. Similarly, no customer or supplier data is to be installed on a
computer without prior approval.
Passwords
Where a computer is given a personal user password for accessing the computer or
its files, suitable and satisfactory notification arrangements must be made to ensure
the Company has no difficulty in obtaining access at any time. All passwords should
be logged with the Chair.
Passwords must not be easily identified. Users should keep these confidential.
Personal computers should not be left unattended whilst the user is logged on. A
screensaver, protected by a password, will be displayed when not used for 10
minutes or more.
Internet policy
Internet services should be used for business purposes only.
The following examples of uses of Company Internet services are not acceptable
and represent serious misconduct:







Access or distribution of malicious, obscene or harassing material
Use for personal gain or personal business transaction
Purchases, whether business or personal without obtaining prior authorisation
Downloading of games and images other than for use in a work context
Buying/selling or surfing on EBay or similar other than for use in a work
context
Personal use of MSN/ Facebook/MySpace, Blogging (internet diary) chat
rooms, Social Networking etc. unless in your own designated break times and
recorded as such on your time he/sheet or for agreed business use.

How you use social networking sites and what you say on them is important and
whilst ordinarily, what you do in your own time is of no concern to the business,
please be aware that if you do, or say, something which has an impact on the
Company it may become work’s business.
We may want to speak to you about it and may even consider disciplinary action if
we believe that the action could impact on the business’s reputation, could bring the
Company’s name into disrepute, or could be considered inappropriate or offensive.
With regard to accessing social networking sites within or outside of the workplace
you must not:


make reference to the Company, its clients, third party contacts, volunteers,
students or its employees (unless you have specific authority to do so);



make offensive, discriminatory, defamatory or inappropriate comments about
the Company, its clients, contact, volunteers, students, suppliers or any of its
employees.
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divulge confidential information about, or belonging to, the Company, or
anyone connected to Aire Rivers Trust.

E-mail policy
The use of Company computer equipment and systems for the sending of personal
e-mail messages either internally or externally or the transmitting of confidential
information to any person, firm or Company during the course of normal business is
not permitted. The e-mail facility should only be used for Company authorised
purposes.
You are advised that the Company may exercise its right to check at any time staff
e-mail transmissions both incoming and outgoing from any Company workstation.
Any member of staff discovered to be in wilful breach of this policy will be subject to
serious disciplinary action and/or liable to legal action depending on the
circumstances.
14.9

Communications

Information and changes affecting your employment will either be provided to you on
an individual basis, or details will be mailed or e-mailed dependent upon the most
appropriate channel of communication.
The Company may install its own intranet or internal shared drive systems as the
primary channels of communication within the Company. You will be notified when
these are in place.
14.10 Confidential reporting (‘Whistle blowing’ – Public Interest Disclosure
Act)
This policy is a confidential reporting system available to all employees and agency
staff, irrespective of their length of service, or the position they hold within the
Company. We hope you will not have cause to use the policy, however, you should
be aware of its availability and purpose.
The main purpose of the policy is to provide you with ready access to a safe and
effective means of reporting any matter which can be classified as a ‘qualifying
disclosures’ (see below for clarification) regarding the Company and/or its
employees. In the full knowledge that the matter will be dealt with in the strictest of
confidence and you will be protected against suffering any detriment subject to the
claim being made in good faith.
Should you discover a situation, which you feel would be best dealt with by means of
this policy, you are free to decide to whom you should report the matter, in terms of
their seniority/position within the Company.
Qualifying disclosures
If a worker is to be protected, the disclosure must be one covered by the Public
Interest Disclosure Act. A qualifying disclosure is a disclosure which, in the
reasonable belief of the worker tends to show one or more of the following:


That a criminal offence has been committed, is being committed, or is likely to
be committed.



That a person has failed, is failing, or is likely to fail to comply with a particular
legal obligation.
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That a miscarriage of justice has occurred, is occurring, or is likely to occur.



That the Health or Safety of any individual has been, is being, or is likely to be
endangered.



That the environment has been, is being, or is likely to be damaged.



That information indicating the occurrence of any of the above has been, is
being, or is likely to be deliberately concealed.

The Company will support employees who make confidential disclosures and protect
them from reprisals, or victimisation as long as the disclosure is made in good faith.
This applies equally if anyone comes forward in good faith with a concern, which
turns out later not to have been justified.
If anyone tries to discourage an employee from coming forward, to express a
concern, the Company will treat this as a serious disciplinary offence.
If an employee is criticised, or victimised, after a concern has been expressed in
good faith, this matter will be dealt with under the disciplinary procedures.
It is acknowledged, that it is never easy to report a concern, particularly one that may
relate to an unlawful act. However, employees are urged to come forward with any
concerns, at the earliest opportunity, so that matters can be dealt with promptly and
effectively, before problems can get out of hand.
In the first instance, you may wish to discuss the matter, on an informal basis with
your Line Manager although this should in no way dissuade you from making a
formal report where appropriate.
14.11 Confidentiality
You must not during or after the period of your employment divulge to any outside
body any confidential information of any kind but including in relation to Company
contacts, employee or Board members, members/students/agency fees, pricing
and/or any other details of business connections including such of the foregoing that
you have introduced into the Company during your employment.
You shall not remove from the place of your employment any documentation of any
description nor take copies of such documentation for your personal use, or the use
of a competitor or third party either during your employment or on termination of your
employment.
Any information provided by the Company to you will be regarded as confidential
unless it is of a type that would be:


Freely available to the general public.



Freely available to members of the Company's trade or profession.

Notwithstanding the above, in appropriate circumstances there will be a requirement
for every employee to share some confidential information amongst other staff
members, but this will remain within the context of an essential and appropriate
requirement to maintain our service. If you are in any doubt as to what might or
might not be considered as confidential information, or whether ti is appropriate to
share this information with other work colleagues, you must first speak with your
Line Manager or the Chair.
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14.12 Conflict of interest
No member of staff is to gain special advantage by virtue of their position within the
Company.
For example it is not acceptable for you to use, on a personal basis, the services of a
consultant, contractor, professional adviser or other individual with whom you have
come into contact via the business, or who has a business relationship with Aire
Rivers Trust, without obtaining specific prior written authority from the Chair.
You should avoid entering into any situation where your personal or financial
interests may conflict with those of the Company.
You must act in the Company’s best interests and disregard your personal
preference or advantage when dealing with clients, suppliers, contractors,
competitors, or any person doing or seeking to do business with the Company.
Failure to obtain the appropriate written approval or a formal receipt could lead to
disciplinary action being taken against you.
14.13 Conflict resolution
The Company will always initially endeavour to resolve any conflicts in the workplace
in an informal way by working with all parties concerned to find a mutually agreeable
and appropriate solution. This may include involving third parties where the
Company considers that external intervention may be beneficial.
However the interests of the Company as well as those of the employees concerned
will be taken into account before any decision is made. Where informal conflict
resolution is not successful the Company may have no option but to consider formal
disciplinary action.
14.14 Data Protection
In accordance with the Data Protection Act 1998 the Company hereby notifies you
that it holds employment data relating to you for the purposes of maintaining a
personal file in respect of your employment and your signature to this statement
constitutes your consent to the Company holding such data and records.
The Company recognises its responsibilities as an employer to maintain accurate
personnel records and to comply with current and future Data Protection Legislation.
Factual information relevant to your role may be forwarded to your Line Manager
when and where appropriate.
In addition to the above the Company will use (including but not exclusively for
advertising, marketing, networking, etc) the Internet, web sites, e-mails, social
networking sites and various other channels (not exclusively electronic) for the
benefit of the business. As part of that we may wish to post a picture/photograph of
you as a link to our business and in signing this you agree to consent to this, in
reasonable circumstances.
This may include post-employment as well as during employment, where it is
considered inappropriate or not feasible to reprint or reproduce the information
immediately after someone has left our employment. In any case this type of
information will generally be reviewed and updated on an annual basis.
29

If you have any concerns or objections to this please let your Line Manager know.
14.15 Disclosure and Barring Service (DBS)
All applicants/employees who work with young or vulnerable people are required to
have an acceptable DBS report.
On joining the Company you will be required to produce an appropriate report. Until
a satisfactory report has been obtained, you must not work alone.
Your
Line Manager will ensure that you are accompanied during any and all work carried
out for Aire Rivers Trust until we receive a satisfactory report.
On sight of an acceptable report a note will be retained on your file of the reference
number. Under the current legislation you must give us written authority to allow us
to provide any relevant information obtained from your CRB report about you to your
Line Manager. This will be discussed in more detail with you when you start in our
employment.
For more details on the process you should refer to your Line Manager or the Chair.
If whilst working for Aire Rivers Trust there are any changes to your criminal records,
especially if this may impact on or affect your work or the client group with whom you
work, you must inform the Chair immediately.
14.16 Drugs and alcohol
The Company does not condone drinking alcohol or alcoholic beverages during the
normal course of your working day and any abuse of this type of activity will be dealt
with through the Company’s disciplinary procedures and could even lead to
dismissal.
Notwithstanding the above, we do accept that there may be occasions through the
course of your employment (usually outside of the normal working day) when alcohol
or alcoholic beverages are available. As an indication, the type of situations we are
referring to may include:


An occasion when you are officially undertaking some networking in order to
promote the business or to generate business/contacts for Aire Rivers Trust.



Any occasion when you may be representing Aire Rivers Trust out of normal
working time.

Whilst Aire Rivers Trust would never want to impose unreasonable expectations on
individuals, especially outside of the normal working day, you must be clear on what
is expected of you in situations when you are undertaking activities in connection
with work.
In such situations the Company does not condone the consumption of anything more
than moderate quantities of alcohol in appropriate circumstances.
It would never be reasonable or acceptable for alcohol to be consumed on a daily
basis during the working day, or regular excessive consumption outside the normal
working day whilst working on behalf of Aire Rivers Trust.
It is important that you bear in mind the fact that the way in which alcohol affects us
all can differ dependent upon so many variances such as, but not limited to, whether
you are taking any medication, personal capacity, body weight, the time over which
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the alcohol is taken, the type of alcohol being consumed, the individual’s personal
health and whether the individual has eaten or not.
On any occasion that you are ‘on work’s business’ you must consider yourself to be
an ambassador for Aire Rivers Trust. You are therefore required to ensure that you
take a high level of personal responsibility for your own actions and behaviours. You
must also ensure that you maintain a professional level of personal control and
restraint to ensure that you do not put yourself in any unacceptable, compromising or
dangerous situation.
Wherever possible any situation about which the Company can reasonably foresee
or anticipate any of the above, will be discussed with the relevant employees
beforehand to ensure that there is a shared understanding of what would and would
not be reasonable or acceptable behaviour.
If any employee feels that they are concerned about a work colleague, or indeed an
individual feels they may have a problem, you must raise this immediately with the
Chair.
14.17 Equal employment and non-discrimination policies
The Company has a positive ongoing commitment towards Equal Opportunities and
will not tolerate discrimination on grounds of age, sex, sexual orientation, race,
disability, religion or religious belief. This policy is an obligation on all employees to
observe and contravention will be liable to disciplinary action being taken. This will
have been covered with you during your induction and a copy of the full policy
provided.
14.18 Facilities and resources
Aire Rivers Trust has guidelines regarding the use of the Company's telephones,
computers, internet and email. These are designed to provide a clear framework for
the use of such facilities and resources, which are valuable business tools and
available to all employees. All Aire Rivers Trust’s facilities and resources and
equipment are provided for use connected with the business of the Company, not
the entertainment or personal interests of staff. We must advise you that improper or
inappropriate use of any facilities or resources provided by Aire Rivers Trust may
lead to disciplinary action.
14.19 Flexible hours system
The flexible hours system has been designed to allow you to vary your pattern of
attendance at work. The scheme allows you to vary the time of starting work and the
time of finishing work within agreed limits (agreed core working hours are
10.00 a.m. - 4.30 p.m. unless otherwise negotiated).
This must however be balanced against the needs of the business to have each area
of work adequately staffed during normal working hours, for attendance at meetings
and to manage peaks and troughs of workload effectively.
If you participate in the flexible hours scheme you will be required to record your
attendance accurately and on a timely basis. Failure to adhere to the agreed rules,
or to abuse the facility may mean that you are no longer permitted to work flexibly in
the future and that the TOIL system is no longer available to you.
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14.20 Gambling
Gambling is not permitted on the Company's premises.
14.21 Gifts, hospitality/bribery & corruption
Whilst we understand that there will be occasions when members of staff are offered
gifts or gestures of a nominal nature/value from members/students/contacts who
have been pleased with the help you have given them or with the service we have
provided, we are mindful that you should protect yourself from unfavourable
allegations of improper practice.
With this in mind and in order to protect you from serious allegations such as
favouritism or bribery, we require that if/when you are offered anything other than a
gift(s)/gesture of a nominal nature/value, you must declare this immediately to the
Chair. If you are unsure as to what constitutes ‘nominal nature/value’ you should
seek guidance from the Chair.
You are reminded that corruptly accepting any gifts or money, which is not for the
payment of goods and to be passed to the Company, can lead to disciplinary action
resulting in dismissal and possible criminal proceedings.
14.22 Harassment
It is the Company’s Policy to provide an environment that is free of any type of
harassment. Harassment can be defined as:
“Unwanted, uninvited and unwelcome action, behaviour or language
by one or more people, against one person or a group of people,
which creates an intimidating, hostile, degrading, humiliating or
offensive environment within the workplace, whether intentional or
not.”
Employees may not always recognise that their behaviour constitutes harassment;
they must recognise that what is acceptable to one employee may not be acceptable
to another.
Any harassment situation will be treated totally individually and without bias,
assumption or prejudice.
Every effort will be made to deal with any incident quickly, effectively and with utmost
sensitivity and confidentiality. Unless the complaint requires immediate formal
intervention the aim of the Company will be to resolve the situation informally in the
first instance.
Issues may demand either formal or informal resolution as
circumstances around incidents may vary depending on the misconduct identified.
If further intervention is required, complaints of harassment will be dealt with through
the grievance procedure and any employee who feels they are the subject of
harassment may seek preliminary advice as indicated in the grievance procedure.
Any such discussions will be strictly private and confidential with the aim of helping
the individual to decide what course of action they wish to take to resolve the issue.
If the matter is referred to the formal stage of the grievance procedure (referred to
earlier on in this handbook), a full and thorough investigation will be carried out
ensuring that confidentiality is maintained for those involved. Where harassment is
confirmed as having taken place, the matter will be dealt with under the disciplinary
procedure.
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It is the duty of all staff to accept their personal responsibility for the practical
application of this policy.
14.23 Health and safety
The Health and Safety at Work Act 1974 requires the employee to work safely and
efficiently with due regard for his/her own safety and that of others, including the
public. You must familiarise yourself with all fire and safety precautions and
procedures laid down, and ensure that you comply with these.
All employees are responsible for taking reasonable care for the health and safety of
themselves and others who are affected by their work and to co-operate with Aire
Rivers Trust Ltd Board of Directors in complying with their statutory duties and with
Aire Rivers Trust Ltd’s Health and Safety Policy.
14.24 Housekeeping
From the point of view of safety and appearance, each employee has a duty to
maintain his or her working environment in order to achieve a good housekeeping
policy. It is also important to maintain a professional image at all times and we are
all responsible for ensuring that all work and rest areas are kept clean and tidy.
Please wash up your own cutlery and crockery and ensure that you leave all working
and rest areas as you would like to find them.
14.25 Intellectual property rights
Under the terms of the Copyright Design and Patents Act 1988 the creation of any
new material undertaken by you in the course of your work for Aire Rivers Trust, will
become our property. This may include for example (but not exclusively) the
creation of scripts, broadcasting materials, DVD’s/CD’s, web information, courses,
learning programmes/resources, etc.
For clarification it will become the property of Aire Rivers Trust if it was made:


In the course of your normal duties or in the course of duties specifically
assigned to you, or



In the course of your duties, and at the time of writing/creating/
developing/composing any new material of whatever nature, you have a
particular obligation to further our interests.

You must transfer the legal and beneficial ownership of any such intellectual property
rights to the Company with the intent that they shall automatically become Company
property upon them coming into existence.
You shall at the Company’s request and expense do all such acts and execute all
such documents as the Company may consider necessary, in order to maintain or
protect the title to such rights in the Company or its nominees or to assist in any
disputes concerning such intellectual property rights.
14.26 Keys
You may be given a set of door keys and a fob for the building and these must be
kept safe at all times. They must not be left unattended at any time and when asked
to lock up you must ensure that all doors and windows in our part of the building are
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securely locked and any other final checks and the ‘closure’ procedures are followed
to ensure the safety of the premises and our equipment. You must return all such
keys and fob on your termination of employment or on request of the Executive
Director ensuring that these are signed in/out according to protocol.
14.27 Laptops
If you are provided with a laptop by the Company for business purposes it must only
be used by you, or by another member of staff with your permission or that of the
Director.
Due and proper care must be exercised at all times for computer security in terms of
both software loading (see Computer equipment and software policy) and loss of
equipment through theft or neglect.
The right is reserved in the case of any damage to or loss of a laptop through misuse
or wilful neglect of security precautions that the cost of repair/replacement will be
your responsibility.
Please ensure that your own personal home contents insurance covers Company
equipment, such as a laptop, whilst it is stored on your home premises or in your
vehicle.
14.28 Letters of reference
Building Societies, finance providers, property providers, etc. may apply to the
Company for a letter of reference on your behalf and your signature to this document
is taken to signify that you give your approval to the Company providing this
information on receipt of a written request.
Reference enquiries by other employers may be made to your Line Manager whilst
you are currently employed, or for up to three years after you have left. The Chair
will approve all references before they are issued.
Open letters of reference will not normally be given.
14.29 Maternity leave and pay
Aire Rivers Trust will reflect all the statutory entitlements that fall under the Maternity
Leave and Pay entitlements. For more details you should speak with the Chair
14.30 Mobile phone policy
This policy provides guidance on the use of mobile phones and you must exercise
due care and regard for the following rules:
14.37.1

Mobile phones issued by the Company are primarily for business use.

14.37.2

Personal calls on Company mobile telephones should be kept to a
minimum and you will be responsible for covering the cost of any
personal calls that fall outside any ‘free allowance’ provided within the
terms of the mobile phone Company contract we have obtained. You
may be liable to cover the cost of business calls (at the discretion of the
Company), which fall outside the ‘free allowance’ on a Company
mobile telephone if the reason they are being charged is because you
have made an excessive number of personal calls. The monthly billing
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will be scrutinised by the Company and the cost of any excessive
private calls will be recovered by a deduction from pay. (This policy
may be subject to change in the future should the mobile phone
contractor or facility utilised by Aire Rivers Trust be changed.)
14.37.3

If you are using your own mobile for Company business reasons an
appropriate amount can be claimed via your expenses claims based on
prior agreed terms.

14.37.4

Personal mobile phones should ideally be kept switched off whilst you
are working. If this is not possible you must ensure that your personal
mobile is kept on ‘discreet’ mode and not used in sessions or
rehearsals.

14.37.5

It is your responsibility to ensure that any other rules at your location of
work, applicable to the use of mobile phones, are observed.

14.37.6

You are not permitted to use a mobile phone on Company premises for
audio or visual recording purposes without the express permission of
the Chair.

14.37.7

Use of mobile telephones when driving

14.37.8

The actual use of the telephone hand set by the driver whilst the
engine to the vehicle is running is contrary to the basic requirement of
the Highway Code. Any such use may lead to prosecution by the
Police Authority.

14.37.9

Using a mobile phone whilst driving, whether or not with a hands free
facility, is potentially dangerous to you, other road users and
pedestrians. You are therefore not permitted to use a mobile phone
whilst driving on Company business under any circumstances (this
includes if your vehicle is stationary with the engine running). The
Company will not accept any responsibility for liabilities arising from a
failure to comply with this policy.

14.37.10

Your phone must be kept switched off whilst you are driving and the
voicemail facility should be utilised, unless a work colleague is
travelling as a passenger and is able to use the phone.

14.37.11

When wishing to use a mobile phone whilst driving, you should find a
safe place to stop before making the call and your vehicle must remain
stationary for the duration of the call with the engine switched off.

14.37.12

You should be aware of potential theft when stopping at a set of traffic
lights, or when the car is parked, your telephone must therefore be
concealed out of temptation of thieves. When your vehicle is left
unattended your phone should be removed.

14.37.13

You must ensure that all mobile telephone equipment is turned off
when re-fuelling a vehicle or waiting on a filling station forecourt.

14.37.14

The above rules are easy to follow and are designed to safeguard you.
They must be respected and any failure in your duty to do so will result
in disciplinary action including possible termination of your
employment.
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14.31 Parental leave
Aire Rivers Trust will reflect all the statutory entitlements that fall under the Parental
Leave entitlements. For more details you should speak with the The Chair
14.32 Parking
There are no parking spaces provided for employees at Aire Rivers Trust Studios.
However if you are working at a different location and parking is provided, you are
advised any vehicle is left entirely at your risk and the Company will accept no
liability for any damage caused.
14.33 Paternity leave and pay
Aire Rivers Trust will reflect all the statutory entitlements that fall under the Paternity
Leave and Pay entitlements. For more details you should speak with the The Chair
14.34 Personal mail
All mail sent to the Company is regarded as being addressed to the Company and
will be opened unless prior approval has been given by the The Chair.
14.43 Personal property
Liability is not accepted for the loss of, or damage to, personal property brought onto
the premises, or any other location. You are recommended not to bring personal
items of value to work and, in particular, not to leave any personal items unattended.
14.35 Personal telephone calls
Telephones are provided for essential aspects of the business only. All personal
calls must be kept to a minimum but if you need to make an essential call which is of
longer duration you are requested to seek prior permission from your Line Manager
and to make these in your own time and to record on your timehe/sheet as such.
14.36 Public duties
All employees are entitled by law to reasonable unpaid time off for certain public
duties. These are:












A member of a Jury.
A Justice of the Peace.
A member of a Local Authority.
A member of a statutory tribunal.
A member of a health authority, NHS Trust or Health Board.
A member of a managing or governing body of an educational establishment.
A member of a police authority.
A member of a board of prison visitors or a prison visiting committee.
A member of the Environmental Agency.
A witness in a court of law.
A member of any other body at the discretion of the employer.

If you hold a public office as referred to above, and you wish to take unpaid leave to
fulfil your duties, you should write formally in the first instance to your Line Manager
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detailing the date, the purpose and the likely duration of the leave. You must also
provide details of the work you have or are likely to have or be involved in at the time
of the proposed leave. The matter will then be referred to the Chair and any decision
made will be strictly at their discretion and dependent upon the needs of Aire Rivers
Trust.
14.37 Redundancy policy
Should circumstances arise where redundancy is seen to be a possibility the first
steps will be to reduce overtime to a workable minimum and restrict recruitment.
If redundancies cannot be avoided, consideration will be given to applications for
voluntary redundancy and if the selection of employees for redundancy becomes
necessary, all reasonable factors will be taken into consideration.
At all times in a redundancy situation, the overriding consideration will be the future
needs and viability of the business.
14.38 Relationships within work
The Company wihe/shes to operate a very open and professional working
environment in order to enhance working relations and the philosophy of equal
opportunities, dignity and fairness for all. In order to try to achieve this we have
establihe/shed the following policy on ‘relationships within work:
You must disclose to your Line Manager or the Chair, ideally in writing, any
relationship or close friendships that you may have with another employee,
contractors, consultants, supplier, student, etc. or which arises directly or indirectly
via close relatives, through other groups, clubs, associations etc. of which you are a
member. A decision will then be made as to whether any action needs to be taken
to protect the business activities or the needs of the business.
The Company does not wish to stop or to control relationships between employees
or third parties connected with the business.
However, the Company considers that it is reasonable and sensible for them to be
aware of any such relationship so as to protect both the employee and the Company
from any allegations of favouritism or improper dealings. This is even more relevant
for employees who are working away from home i.e. on tour.
14.39 Religious and political activities
The Company has no religious or political bias and does not condone any activity
that is offensive to others or causes discomfort to an individual or disruption to
working practices. Employees must not feel pressurised in any way into listening to,
or participating in, any religious or political activity.

14.40 Retirement
There is no set retirement age from the Company. At any time during your
employment, you are welcome to discuss any future plans you may have with
management. If you wish to retire from your employment or discuss your plans for
retirement, you should do so by informing management in writing.
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14.41 Rights of search
The Company would like to point out that the ‘rights to search’ are intended to be a
benefit and protection to all employees as well as to the Company. The right to
search may only be initiated when the Company has ‘just cause to do so’ and this is
intended to offer protection to both employer and employee. Therefore it may
include a situation where an employee has raised genuine concerns over potential
theft of personal money or belongings.
The Company therefore reserves the right, in reasonable circumstances, to carry out
checks without giving notice, on persons and property (including employee's
vehicles), at any time while they are on the Company’s premises or business. It is
understood that such checks do not imply suspicion in relation to any individual
concerned.
Whilst you will be given an explanation to clarify the need for implementing a search,
it is understood that this will be done on a ‘strictly without prejudice’ basis and should
the outcome of the search raise different concerns, the Company will take such
further steps as it feels is appropriate in the circumstances.
Whilst you have the right to refuse to be searched, refusal can constitute a breach of
contract, which could result in your dismissal.
14.42 Secondary/additional employment
You must devote the whole of your time, attention and abilities during your hours of
work for Aire Rivers Trust to your duties of the Company.
Prior to undertaking any other employment outside your normal working hours, you
should consult your Line Manager or the Chair. In any case you must ensure that it
does not interfere or conflict with your attendance and duties with Aire Rivers Trust.
If you already undertake additional/secondary employment you must inform your
Line Manager immediately.
Whilst the Company does not wish to restrict or prohibit you from earning additional
income or indeed from working even on a voluntary basis outside your normal
working hours for Aire Rivers Trust, it is essential that the Company exercises its
duty of care to ensure that we do not condone breaches of relevant legislation such
as the Working Time Directive or Health and Safety legislation.
The right is reserved therefore, in reasonable circumstances, to decline your request
to carry out secondary employment or to insist that any secondary employment
already being undertaken is stopped.
Under no circumstances are you permitted to use any of the Company’s tools,
equipment or property (including vehicles) for the purposes of carrying out secondary
employment. Any breach of this Company rule will lead to disciplinary action, which
may result in your dismissal.
14.43 Short-time working, lay off and temporary suspension from work
In the event of a shortage of work for whatever reason, the Company may find it
necessary to introduce an arrangement of short time working, lay off or a temporary
suspension from work without normal pay. In either case this will be done within the
provisions of current employment law.
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14.44 Socialising with clients
As the Company works very closely with ‘service users’, some of whom are young
and vulnerable, it is essential that you always endeavour to maintain clear
boundaries and clear standards of professionalism at all times to ensure you do not
put yourself in a compromising situation. Whilst it is acknowledged that building
excellent relationships with our service users is an essential part of most of our jobs,
Aire Rivers Trust wishes to raise awareness of how some associations could be
seen as disadvantageous to some and giving advantage to others.
With this in mind you are expected to use your own professionalism and skills to
avoid creating a reason that someone could allege favouritism or biased treatment.
If you are in any doubt about how to manage this, or how to deal with a particular
issue, please speak with your Line Manager (or the Chair in his/her absence).
Persistent or blatant flouting of the guidelines could lead to disciplinary action and
may result in your dismissal on the grounds of gross misconduct.
14.45 Standards of dress/appearance
Aire Rivers Trust does not have any formal dress code but each employee must
accept their own responsibility for ensuring that they present themselves in a clean,
smart and appropriate way, reflective of the working environment and the role they
are undertaking.
In any case you must not wear any items of clothing which may cause offence to
others for example but not limited to, wearing clothing with offensive or inappropriate
logos or designs, wearing clothing which is not considered appropriate by the
Company for the working environment.
Personal hygiene must also be of a high standard.
The right is reserved to suspend from duty without pay for an indefinite period any
member of staff who fails to conform to the dress code or, in the opinion of your
Line Manager, whose appearance could give offence to customers.
14.46 Statements to the media
Statements to the media will only be given by the Chair, unless otherwise agreed.
14.47 Subscriptions
The Company will refund any member of staff, for fees incurred in renewing their
subscriptions with a professional Organisation, where membership is beneficial to, or
required by, Aire Rivers Trust, subject to prior approval and strictly at the discretion
of the Chair.
14.48 Training
Aire Rivers Trust has a positive attitude towards personal development and
welcomes requests for training from employees. However priority will be given to
requests for training that has been identified within the Company business plan and
individual appraisals. It is also important that employees recognise the Company’s
need to evaluate any such training and that the employee is able and willing to
cascade relevant training received to other members of staff as appropriate.
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If you receive training/assessment from a person not employed by the Company,
that involves costs to the Company either in time or money, and you leave during the
12 months after completion of the training/assessment, a percentage of the costs
involved may be payable to the Company. The amount due will be calculated on a
pro-rata basis depending on the length of service following completion.
However, should you leave your employment prior to the end of the course, the full
amount incurred by the Company for the cost of training will be repayable by you.
In addition should you fail to attend a course on which you have been booked,
without prior agreement from your Line Manager, an appropriate deduction may be
made from your pay and disciplinary action may also follow if the reason for non
attendance is not acceptable to the Company.
On termination of your employment the Company has the right to deduct any
outstanding amount due from your final pay. If the provision of pay is not sufficient to
meet the sum involved the Company will invoice you for the amount due. It is your
responsibility to meet this cost.
14.49 Variations to terms and conditions
The Company reserves the right in appropriate circumstances to change the terms
and conditions of your employment and any such variations will be notified to you
either by way of general notice to all employees or as an individual notice to yourself
personally, whichever is appropriate. Any changes will be made by way of
negotiation and appropriate consultation, and the notice given to you by the
Company will be dependent upon your length of service and within legislative
guidelines.
14.50 Working time
The Company adheres to the legislation which falls within the Working Time
Directive which states that if an employee works more than 6 consecutive hours
he/he/she is entitled to take a minimum of a 20 minute uninterrupted rest break
ideally away from their work station (or a minimum of 30 minute rest break for
employees under 18 years of age who work more than 4.5 consecutive hours).
The Company encourages its employees to manage their work/life balance to ensure
maximum wellbeing and to avoid unnecessary stress and fatigue.
Working time legislation also limits the maximum number of hours an employee is
able to work during the working week.
This is currently no more than 48 hours per week (40 for under 18 year olds)
averaged over a 17-week period, unless agreed otherwise by way of a workforce
agreement.
Our flexible working system and TOIL facilities aim to help our employees manage
their working time.
You are requested to seek clarification from the Chair on any issue that you are not
clear in relation to your working hours, rest breaks, holidays, etc.
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