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Welcome 
 
 

Dear Employee, 
 
Welcome to M.V Kelly Ltd, we are truly proud of our Company and employees; we have a 
strong and valued team. 
 
We work in an industry and time that is very challenging and fast paced and we need all our 
employees to be able to cope with the demands placed on us.  We provide a supportive 
environment whilst expecting high standards.  Our vision, strategy and company values 
underpin everything we do; retained from the Company’s family origins in 1995. 

Our Mission Statement is very simple and we aim to, “Be the Company of choice for 
groundworks, infrastructure and associated services to the UK housing market.” 

We will achieve this by applying our company values; 

• Safety First; The Board of Directors will lead by example and expect everyone within 
our control to act safely within our safe systems of work. 

• Achieve consistently high standards of work. 
• Apply fair market rates. 
• Act with integrity in our dealings with clients, staff, operatives, sub contractors and 

suppliers. 

Please study the contents of this Handbook carefully. It contains a great deal of helpful 
information as well as our “rules & regulations” and is aimed at clarifying the terms and 
conditions of employment relating to all staff.   
 
Together with your Contract of Employment, this Handbook sets out the main terms and 
conditions of your employment. Where there are any inconsistencies between the Handbook 
and your Contract of Employment, the contract prevails. 
 
The Handbook and policies contained herein will be updated from time to time and you will 
be notified of updates as and when they occur.  The most recent update will always apply. 
 
If you require clarification about any of its contents, please discuss them with the HR team 
prior to signing the acceptance declarations as we are more than happy to explain any of our 
policies and procedures to new and existing staff. 
 
Yours sincerely, 
 

J. Kelly 
 
Julie Kelly 

Human Resources Director 
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General Notices 
 

This section of the Handbook contains information relating to various rules and procedures. 
It also gives guidance in specific areas.   

A) Commencing Employment 
 
OFFICE INDUCTION 
New employees will receive an office induction at the start of your employment which 
ensures you are familiar with all the polices and general rules regarding your employment.  
You will have an opportunity to discuss any policies or procedures which you may be unsure 
of. 
 
JOB DESCRIPTION & OBJECTIVES 
You will be provided with a job description of your position. Your job description may change 
from time to time in relation to our changing needs and to your own ability and the Company 
reserves the right at any time to require you to carry out any other duties that are deemed 
reasonable for you to carry out.  
 
While colleagues are on holiday, it may become necessary for you to take over some of their 
duties. In the same way while you are on holiday colleagues will perform some of your 
duties. Your Manager will organise for you to have sufficient training when asked to take on 
other duties that do not fall in line with your current roles and responsibilities. 
 
JOB FLEXIBILITY 
It is an express condition of employment for you to be prepared, whenever necessary, to 
transfer to alternative departments or duties within the Company. Each employee will be 
consulted with prior to any change. 
 
To allow us to operate efficiently and gain maximum potential from our work force this type 
of flexibility is essential and you will only be requested to undertake a transfer/ additional 
duties which fall in line with your capabilities. 
 
PLACE OF WORK 
Your place of work is as set out in your contract of employment, however you may be 
required to work at any other premises which the Company has or may later acquire in 
accordance with the demands of the business.  Each employee will be consulted with prior 
to any change in place of work. 
 
HOURS 
These are as set out in your contract of employment. Full time workers are generally entitled 
to one hour rest break which is unpaid. How this is to be taken will be agreed with your line 
manager.  It is your responsibility to take your break; you will not be paid for breaks not 
taken.  
 
OVERTIME 
Overtime is not generally required.  If it is then each department will be consulted as to how 
this will be managed for the duration it is required.  It is generally paid at normal hourly rate 
of pay during the week and time and a half at weekends.  Overtime must be authorised by 
the Human Resources Department in order to be paid.  Time off in lieu may be agreed 
instead of overtime payments. 
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PROBATIONARY PERIOD 
New employees join us on an initial probationary period of three months. During your 
probationary period, your work performance and general suitability will be assessed and if 
satisfactory your employment with us will continue. 
 
You will receive regular reviews during your probationary period and feedback on work is 
given consistently, by either your manager or a company HR representative. This will be a 
chance for the employee and employer to discuss performance and development areas.  
In your final review you will be informed of one of the following: 
 

1) You have passed your three month probation. 
2) Your probation period has been extended. 
3) You have failed your probation period. 

 
Final confirmation of your employment with the Company is subject to the successful 
completion of the three month probationary period. 
 
During the probationary period the Company’s normal disciplinary and grievance procedures 
will not apply.  Refer to your contract for notice periods (excluding dismissal on the grounds 
of gross misconduct for which no notice is required). 

 
EMPLOYEE TRAINING 
As your employment progresses your skills may be extended to include new activities and 
responsibilities within the Company.  Where necessary and possible, the Company will 
arrange training for you. You must attend all training sessions required of you and take all 
steps to promote your own improvement at all times.  
 
TIMEKEEPING, ABSENCE & SICKNESS 
All time keeping and absence issues will be addressed in accordance with the company 
Absence Policy (see later in handbook). The principles of this will also be covered in 
induction. 

B) Wages, Salaries & Benefits 
 

PAYMENT 
Salaries are paid monthly by direct transfer to your Bank/Building Society account and will 
arrive in your account on or around the last working day of the month.   
 
Your rate of pay is as set out in your contract of employment or as most recently notified to 
you by the Company. Your salary is reviewable and there is no entitlement to any increase 
following a review. 
 
You will receive a pay slip showing how the total amount of your salary has been calculated. 
This shows the deductions made and the reasons for them, e.g. Income Tax, National 
Insurance Contributions etc. Any queries that you may have should be raised initially with 
Ruth Williams (Payroll Manager).  
 
INCOME TAX 
At the end of every tax year we provide you with a form P60. This shows the total pay you 
have received during the year and the total amount of income tax deductions and national 
insurance contributions made on your behalf. 
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You must keep your P60 form in a safe place, as it may be necessary to produce it when 
making enquiries with the Inland Revenue or other government agencies. 
It is essential that you understand that it is your responsibility to check your tax code and 
that it has been worked out correctly by HMRC.  We will apply the tax code that they have 
most recently notified to us. 
 
As an M.V. Kelly Ltd employee you are registered at the Birmingham/Solihull Inland 
Revenue tax office.  Our Employer Reference is: 068/M8036.  If you have a tax query and 
are unable to resolve it internally with the Payroll department you should contact the tax 
office quoting the above reference. 

 
OVERPAYMENTS 
If we accidentally overpay you, you must immediately notify Ruth Williams (Payroll 
Manager).  Failure to report an overpayment may result in disciplinary action being taken 
against you.  The total overpayment will usually be deducted from your next wage/ salary 
payment and you consent to such a deduction being made.  
 
If this would cause hardship, arrangements may be made for the overpayment to be 
recovered over a longer period; this should be discussed with the Payroll Department and is 
at all times subject to the discretion of the Company. 
 
DECLARATION IN RELATION TO DEDUCTIONS FROM WAGES 
The Company has the right to deduct from your pay any sums which you may owe the 
Company including, without limitation, any overpayments or loans made to you by the 
Company or losses suffered by the Company as a result of your negligence or breach of 
Company rules; deductions may also be made in accordance with our Study Policy (included 
in this handbook). 
 
In particular, if you leave the Company during a holiday year and have taken more holiday 
than your pro-rata accrual, the Company has the right to deduct this overpayment from your 
salary during your notice period.  
 
If you terminate your employment without either giving or working the required period of 
notice as indicated in your employment contract, you will have an amount equal to the 
balance of notice period not worked deducted from any termination pay or final monies 
which may be due to you and you consent to such a deduction.  
 
Any deduction will be clearly shown on your wage slip. 
 

PENSIONS 
M.V. Kelly Ltd offers a pension in line with auto enrolment regulations and further 
correspondence will be given to you during your employment by our Payroll Department. 
 
EXPENSES 
Only authorised expenses will be paid, please see the Company Expenses Policy which is 
included in this handbook. 
 
CHANGES IN PERSONAL DETAILS 
You must notify us of any change of address, marital status etc, so we may maintain 
accurate information on our records and make contact with you in an emergency. Such 
changes should be sent to the Payroll Department.   
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EMPLOYEES PROPERTY 
We do not accept liability for loss of or damage to property you bring onto the premises, 
therefore please do not bring personal items of value onto the premises. 
 
Please do not leave any personal items on the premises overnight. 
 
EYE CARE 

 
If you are a regular “user” of a VDU as part of your job, the Company will pay for an eye test 
by a registered optician.  You should notify the Payroll or Human Resources department 
before you book your eye test so that we may advise you if we have vouchers or current 
offers.     
 
The Company will reimburse the cost of a basic eye test up to £30, but will not be 
responsible for paying any additional costs, including the cost of glasses/contact lenses, 
unless they are required solely for display screen use. 
 
A “user” of a computer is someone for which all or most of the following apply: 
 

• A computer is essential for the job role 

• The individual has no choice over whether or not a computer is to be used for the 
task 

• Prior training and skill is necessary e.g. knowledge of how to use word processing, 
spread sheets or data base software packages 

• There’s a fast transfer of information between the user and the screen 

• Users transfer information for at least an hour at a time 
   

You will need to bring the attached DSE Eye Test/ Refund Application form with 
you to be completed by the optician and return this form to the Payroll/ Human 
Resources department with the receipt attached.  The form is located within the 
HR Folder or you can ask the HR department for one. 

 
HEALTHY LIVING POLICY 
We believe in supporting people to live a healthy lifestyle and details of how we do this can 
be found in the Health Living Policy included in this handbook. 

C) Performance, behaviour, general rules 

 
PERFORMANCE MANAGEMENT  
We carefully monitor your work performance in order to maximise your strengths and 
highlight areas of development, please refer to the Performance Management Policy for 
more information on this.  We have very high standards and seek to maintain this via regular 
feedback and performance management.  
 
BEHAVIOUR AT WORK 
We must all behave with civility towards others; rudeness will not be tolerated towards other 
members of staff, customers or members of the public. 
 
We must all use our best endeavours to promote the interest of the Company.  Involvement 
in activities, which could be construed as being in competition with us, is forbidden. 
 
OTHER EMPLOYMENT 
Whilst you are employed by us you may not undertake any other form of employment 
without the express permission of the Human Resources Director. 
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Such permission will not be unreasonably withheld and its primary aim is to ensure that there 
is no conflict of interest. 
EQUALITY/ DIVERSITY AND ANTI BULLYING/ HARASSMENT 
You are expected to treat all other employees and all company contacts with respect and 
dignity.  Please ensure you are familiar with our policy regarding this as failure to comply is 
not tolerated. 
 
POLITICAL & RELIGIOUS ACTIVITIES 
As an organisation we have no political or religious bias. If your religion means you need to 
pray then prayers must be taken within your break time in a quiet area away from all other 
employees. All employees should be respected for their beliefs as per the Equal 
Opportunities & Diversity Policy/ Anti Bullying Policy. 
 
DISCIPLINARY & GRIEVANCE 
Failure to comply with Company rules and issues regarding incapacity and capability will be 
dealt with under the Company disciplinary procedure. 
 
This procedure does not apply to employees with less than two year’s service.  
 
We aim to have an open relationship with employee’s and would like to aim to resolve any 
work related issues before they become a problem.  We do have a grievance policy in place 
if informal action is not sufficient.  
 
REDUNDANCY ARRANGEMENTS 
If circumstances arise where redundancy may be a possibility we will investigate measures 
that we may be able to take prior to reverting to statutory redundancy procedures. 
 
OUR PROPERTY 
Use of our property for a purpose other than normal duties is not permitted. 
 
No property is to be taken away from our premises without prior permission from the relevant 
departmental manager. 
 
You must notify the appropriate member of management of any damage to the property or 
premises immediately. 
 
COMMUNICATIONS 
We will try to inform you of all matters of interest by means of email and the company 
newsletter. 
 

STATEMENTS TO THE MEDIA 
Any statements to any member of the media given about or on behalf of the Company must 
be given only by a Director unless express permission has been granted to an individual. A 
breach of this rule will be treated as gross misconduct.  
 
CONFIDENTIALITY, DATA PROTECTION & INVENTIONS/ DISCOVERIES 
You must abide by the following provisions within our policies which are included within this 
handbook.  We are respectful of personal information that we hold and are extremely 
protective of our commercial data.  Any rates for commercial work or procurement shall be 
confidential and unless in the course of our business or required by law, you shall not, either 
before or after the termination of your employment disclose such information to any person 
without our prior written consent. 
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You shall exercise reasonable care to keep safe all documents or other material containing 
confidential information, and on the termination of your employment, or at any other time, 
upon demand return to us such material in your possession. 
 
Failure to comply with these rules and / or any breach of your obligations under them will be 
treated as a serious disciplinary offence that will probably lead to summary dismissal and 
may also result in the Company taking legal action following any decision to terminate. You 
must ensure that you have read and understood our policies in regard to this. 
 
HEALTH & SAFETY 
Company site operations are high risk and the Board has committed to the safety of all 
irrespective of work area.  We invest a lot of time and resource into safety and expect 
everyone to adopt the same proactive attitude.  You must familiarise yourself fully, and 
comply at all times, with the Company’s Health and Safety Policy and procedures.   If you 
are required to visit site you must abide by the site specific rules and sign in and out of the 
site.    
 
Where you are provided with safety devices and personal protective equipment or clothing, 
you must ensure that you use these and that you do so carefully.  
 
You must follow the Company’s procedures relating to work accidents (set out below) and 
you are at all times responsible for the health and safety of others as well as yourself. 
 
If you notice any unsafe or potentially unsafe working conditions, equipment or practices, 
you should report them to your manager. If no action is taken, you should use the 
Company’s grievance procedure. 
 
You should advise your manager of any ways in which you feel the Company’s Health and 
Safety practices and procedures could be improved.  
 
You must make sure that you carefully follow, and adhere to, any training on aspects of 
Health and Safety that you receive. 
 
We hope that you will follow the positive spirit of our safety culture, however failure to do so 
may result in disciplinary action being taken against you. 

 
WORK ACCIDENTS 
If you have an accident at work you must seek first aid if necessary.  You must report the 
accident to a member of the safety team at once and ensure that it has been recorded in the 
accident report book, located in the Health and Safety Office (there are also first aiders and 
first aid boxes on all Company premises). 

 
FIRE PROCEDURES 
Please refer to the Fire Risk Assessment which will be given to you at induction/ regular 
intervals. There are also Fire Marshalls who will provide guidance in the event of a fire. 
 
REST ROOM 
All offices have well equipped kitchens for your use; however we do expect you to keep 
them clean and tidy by ensuring you have cleaned any items you have used. 
 
SMOKE FREE WORKPLACE POLICY 
There are designated smoke areas outside the offices; employees found smoking outside of 
these areas will be in breach of the company policy therefore disciplinary action may be 
taken. Please refer to the Smoking Policy. 
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DRUGS & ALCOHOL 
The consumption of alcohol and the possession, use or distribution of drugs for non-
medicinal purposes is strictly forbidden on Company premises. Contravention of this rule will 
be classed as gross misconduct, please refer to our Drugs and Alcohol Policy. 
 
STRESS AT WORK POLICY 
The Company takes seriously its commitment to the health and wellbeing of all our 
employees, please refer to our full policy.  If you feel under any stress whether that may be 
work related or due to external reasons please always feel free to discuss this with your line 
manager or a member of the HR department.   
 
COMPANY VEHICLES 
You must have express consent prior to driving any Company Vehicle in addition to us 
having your driving licence and completed driver application form.  
 

Policies & Procedures 
 

This section of the Handbook contains our specific policies and procedures. 
 

1) Equal Opportunities & Diversity Policy 
 

M.V. Kelly Limited is a civil engineering and building company specialising in infrastructure, 
groundworks and associated services.  The Company is an equal opportunities employer; it 
is company policy not to discriminate against individuals with regards to sex, sexual 
orientation, race, religion and belief, disability, marital status and age or social background, 

and to comply with the current legislation. 

 
M.V. Kelly Ltd values the diverse nature of its staff, potential recruits and clients and will 
ensure that no job applicant or employee receives less favourable treatment on the grounds 
of sex, marital status, civil partnership, sexual orientation, gender reassignment, disability, 
race, colour, pregnancy and maternity, nationality, religion or belief, ethnic origin or age or is 
disadvantaged by conditions, requirements or practices which cannot be shown to be 
justifiable.  This Equal Opportunities policy covers any direct or indirect discrimination as well 
as harassment and victimisation.  

 
Harassment takes many forms, occurs on a variety of different grounds and can be directed 
at one person or many people.  An essential characteristic is that it is unwanted by the 
recipient and that the recipient finds the conduct offensive or unacceptable.  Conduct 
becomes harassment if it is persisted in once it has been made clear that it is regarded by 
the recipient as offensive, although a single incident may amount to harassment if sufficiently 
serious.   
 
Selection criteria and procedures will be frequently reviewed to ensure that individuals are 
selected, promoted and treated on the basis of their relative merits and ability.    
 
Each member of staff with management or supervisory duties on behalf of M.V. Kelly Ltd. is 
expected to: 
 

• ensure a positive attitude throughout the company towards equality of opportunity 
and the administration of staff policies to that end; 

 

• ensure that the terms of the Sex Discrimination Act 1975, the Race Relations Act 
1976, the Equality Act 2010 and this policy are observed; 
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• communicate the terms of this policy to each employee, with guidance in the use of 
the grievance procedure as a means of making any complaint of discrimination or 
failure to accord equality of opportunity. 

 
Implementation 
It is the personal responsibility of all employees’ to apply the Company’s equal opportunities 
policy in practice, which extends to the treatment of job applicants, employees (including 
former employees), sub contractors, customers and visitors.  Management and supervisory 
staff have the responsibility for implementing this Policy throughout the Company.   
 

All sub contractors and self employed persons are expected to co-operate with the company 
in carrying out this policy.  

 
If an employee feels that the Equal Opportunity policy has been contravened and that they 
have, or are currently being discriminated against or victimised they should report it to their 
line manager. An investigation will take place into the alleged discrimination/harassment, 
and action taken as necessary.  Employees will not be victimised in any way for making such 
a complaint in good faith.  Complaints of this nature will be dealt with seriously, in confidence 
and as soon as possible. 
 
If the alleged discrimination/harassment is from your line manager you should report it to a 
member of the Senior Management Team. 
 
If a member of senior management is the person who is being complained about then the 
matter should be reported to the Managing Director or Human Resources Director. 
 
Breaches of our equality policy will be regarded as misconduct and may lead to disciplinary 
proceedings.  Allegations of discrimination/harassment which are not made in good faith will 
also be considered as a disciplinary matter and dealt with under the Company’s disciplinary 
procedure.   
 

This statement of company policy will be made available to all interested parties on request. 
 

M.V. Kelly Limited is committed to continual improvement in our equal opportunities, 
diversity and anti harassment policy and our objectives will be monitored for achievement 
through the Management Review Process. 
 

This Equal Opportunities and Diversity policy will be reviewed regularly in light of changes to 
legislative requirements, as a result of monitoring the system for effectiveness or other 
requirements. 
    

2) Health & Safety Policy Statement 
 

M.V. Kelly Limited is a civil engineering and building company specialising in infrastructure, 
groundworks and associated services.  The Company recognises its responsibility to protect 
and promote the health, safety and welfare of its employees, contractors and all those who 
may be affected by its work. 
 
All work will be carried out in accordance with our statutory duties and all reasonable and 
practicable measures will be taken to prevent any injuries or ill health and avoid risk to our 
employees and others who may be affected by our activities. 
 
M.V. Kelly Ltd has the following health, safety and welfare objectives: 
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• Undertake all reasonably practicable measures to prevent accidents, injuries and 
damage to health. 

• Prevent, reduce or control all foreseeable risks to the health and safety of any person 
who may be affected by its activities. 

• Provide information, instruction, training and supervision as is necessary to ensure 
the health and safety at work of its employees. 

• Provide a safe working environment and adequate facilities’ and arrangements for 
employee’s welfare at work. 

• Appoint competent persons to assist us to meet our statutory duty. 
 
Implementation 
 

Management and supervisory staff have the responsibility for implementing this Policy and 
supporting safety manuals, procedures and instructions throughout the Company and must 
ensure that health, safety and welfare considerations are always priortised when planning 
and supervising work. 
 
All employees and sub contractors are expected to co-operate with the company in carrying 
out this policy and supporting documents and must ensure that their own work is carried out 
without risk to themselves or others. 
 
The Managing Director is responsible for health, safety and welfare and reference must be 
made to him in the event of any difficulty in implementing this policy. 
 
This statement of company policy will be displayed prominently at all sites and workplaces 
and will be made available to all interested parties on request. 
 
M.V. Kelly Ltd is committed to continual improvement in our safety performance and our 
health, safety and welfare objectives will be monitored for achievement through the 
Management Review Process. 
 
This Health and Safety policy will be reviewed regularly in light of changes to legislative 
requirements, as a result of monitoring the system for effectiveness or other requirements. 

3) Drugs & Alcohol Policy 

 
Synopsis 
The increasingly widespread availability of drugs and alcohol in society today can lead to 
experimental, recreational and dependent use, which in turn may affect an individual’s 
working life. M.V. Kelly Ltd is committed to providing a safe, healthy and productive working 
environment and to protecting its employees, partners and customers from the risks 
associated with the use and misuse of alcohol and drugs. 
 
Purpose 
This Drugs & Alcohol Policy details the measures in place to control the risks posed by the 
use or misuse of drugs and alcohol by employees and contractors working for or on behalf of 
M.V. Kelly Ltd.  It is designed to deliver compliance with the requirements of relevant 
statutory legislation, to protect the Health and Safety of employees and to ensure the safety 
of customers and the public in general.   
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Scope 
This Policy applies to all Company staff, contractors and individuals working for or on behalf 
of M.V. Kelly Ltd.  It applies at any location which an employee is required to attend for the 
purpose of their employment and includes travelling to or from such locations. It applies 
during working hours, and includes any period of overtime, shift work, breaks/rest periods 
and periods of standby or emergency call out duty.  
 
This policy covers the use and misuse of intoxicating substances which include alcohol, 
solvents, legal and illegal drugs, prescription and over-the-counter medicines and other 
substances that could adversely affect work performance and/or health and safety. 
 
The policy will be applied equally, regardless of grade or status. 
 
Definitions 
For the purposes of this policy the following definitions apply: 
 

Unfit for duty through drug or alcohol misuse - A person has drugs or alcohol in their 
body at a level that would cause them to test positive in either the Company’s drugs or 
alcohol test. 
 
Contractors & Sub-Contractors - Includes all agency staff, contractors, sub-contractors, 
self-employed and any other persons working for or on behalf of M.V. Kelly Ltd. 
 
Dismissal - Termination of employment, and in the case of contractors etc, termination of 
contract. 
 
Drug - Any substance that affects the way in which the body functions physically, 
emotionally or mentally. This includes, but is not limited to, alcohol, solvents, over-the-
counter and prescribed medicines, new legal highs and illegal substances.   
 
Alcohol - Refers to any beverage that contains ethyl alcohol including but not limited to 
beer, wine, pre-mix drinks and other spirits. 
 
Employee - A person directly employed by M.V. Kelly Ltd. 
 
Incident - Unplanned, uncontrolled event which could have resulted in or did result in death, 
ill health, injury or other loss. 
 
Safety-critical - Refers to tasks or activities that have the potential to import risk onto the 
Company’s premises or vehicles. 
 
Laboratory - A testing facility accredited to UKAS 17025 standards where the sample 
collected is analysed to screen and/or confirm the presence of a specific drug or its 
metabolite(s). 
 

Rules 
o No employee, sub-contractor or contractor may report for work while unfit to do so 

through the use or misuse of drugs or alcohol.  
o No employee, sub-contractor or contractor may possess (unless for legitimate 

medical reasons), sell or give away drugs whilst at work or during working hours. 
o No employee, sub-contractor or contractor may consume drugs (unless for legitimate 

medical reasons) or alcohol whilst at work or during working hours. 
o Employees, sub-contractors and contractors cannot store alcohol or drugs within 

works areas or work premises.  
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o No employee or contractor undertaking safety-critical tasks should take prescribed or 
non-prescribed medication that has the potential to affect their ability to work safely, 
without informing their manager or supervisor.   

o Employees, sub-contractors or contractors involved in Court proceedings arising from 
a drug or alcohol related offence must report the matter immediately to their Line 
Manager, Contracts Manager or Supervisor. 

 
If requested, employees are required to consent to be tested for drugs and alcohol. 
Employees should be aware that the use of alcohol or drugs at a time or in a quantity that 
would cause them to test positive at work will be considered a breach of this policy. 
 

A breach of these policy rules by an employee will be fully investigated and normally be dealt 
with under the Disciplinary Procedure. Due to the potential impact on the safety and health 
of employees and customers, and the reputation of the company, breaches of this policy are 
considered gross misconduct and may lead to summary dismissal.  
 
The Company reserves the right to suspend an employee on full pay whilst the Company 
conducts a full investigation. Such suspension is not an indicator of guilt/perceived guilt but 
is rather a standard precautionary measure. 
 
Nothing in this policy or its application shall be construed so as to prevent or inhibit the law. 
 
Communication, Education & Training 
The Policy will be communicated to all employees and sub-contractors through the company 
induction. Educational material will be provided at the company induction. Team briefings 
through toolbox talks, newsletters and notice board displays will provide sampled information 
regarding the requirements set within this policy. The Policy will be brought to the attention 
of all job applicants, sub-contractors and contractors. 
 
Line Managers & Contracts Managers will receive drug and alcohol awareness training 
 
All employees, sub-contractors and contractors will be given educational material to cover: 
 

o Awareness of the policy and policy rules 
o The effects drugs and alcohol can have on a user’s health and ability to work safely 
o How to avoid becoming dependent on drugs and alcohol 
o How and where to seek help if you have a drug or alcohol dependency problem 
o How to recognise the signs and symptoms of drug and alcohol misuse 
o How to ensure your body is free from drugs and alcohol at work 

 
 

Managers will receive drug and alcohol awareness training to cover: 
 

o The principal ways in which drugs and alcohol affect behaviour 
o How to recognise the signs and symptoms of drug and alcohol misuse 
o The distinction between signs associated with dependency and signs associated with 

recent substance misuse 
o How to utilise the support provided by the policy  
o How to apply the policy in a variety of situations 
o How the drug testing elements of the policy will be managed 
o How the testing processes work 

 
Assistance with Dependency Issues 
Where an employee or sub-contractor seeks assistance from M.V. Kelly Ltd for a drug or 
alcohol dependency problem and M.V. Kelly Ltd acknowledges this problem to exist, M.V. 
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Kelly Ltd will treat the problem as a medical condition and offer the employee or sub-
contractor assistance with rehabilitation.   
 
Individual circumstances and safety issues will be taken into consideration to determine 
whether the employee or sub-contractor can continue with their normal duties during the 
period of rehabilitation. If normal duties cannot be continued, the employee or sub-contractor 
may be required to undertake non safety critical duties or stay away from the workplace. Any 
period of rehabilitation required away from the workplace will be classed as sickness 
absence.   
 

Management Support 
The company understands that managers may from time to time be unsure how best to deal 
with substance misuse incidents. The company provides managers and supervisors with 
Director level support and guidance to assist them in dealing with these issues in a sensitive 
and professional manner. Professional help will be sought if required. 
 
Employee Support 
Employees or sub-contractors may from time to time have concerns relating to drug or 
alcohol misuse that they feel they are unable to discuss with the company. The company 
provides employees with a counselling hotline (0117 934 0105) which may be able to help 
with advice regarding issues associated with misuse in the workplace. 
 

Control Measures (Testing/ Medication/ Searches) 
 

Testing 
 
All employees, sub-contractors and contractors have the potential to be tested.  
 
The testing process will be carried out by an independent third party specialist testing 
agency that use accepted and reliable methods. During the testing process, the safety, 
health and dignity of the donor will be respected and protected. 
 

A process will be used to maintain and document the chronological history of a sample in 
order to guarantee the identity and integrity of the sample from collection through to the test 
result. 
 
Circumstances for Testing 
Reasonable suspicion – Whenever a manager, supervisor or other Company official has 
reasonable cause to suspect that an employee or contractor has misused drugs or alcohol 
and is unfit to continue working, then a reasonable suspicion test will be instigated.  The 
official’s observations will be documented and such documentation shall be kept in the 
donor’s confidential drug and alcohol testing file.   

 
Post incident – Drug and alcohol testing of employees, sub-contractors and contractors 
shall be conducted following an incident where there are reasonable grounds to suspect that 
the effect of drugs or alcohol may be the cause or a contributory factor.  This testing is 
mandatory following an incident in which a serious injury or fatality has occurred.   

 
Unannounced random – The Company aims to test 20% of all employees and contractors 
each year on an unannounced random basis.  M V Kelly Ltd will provide the third party 
testing agency with selected sites to test and the random selection process will be managed 
by the approved independent testing agency using a computer-based random number 
generator that gives all present an equal chance of being selected on each occasion.   
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Rehabilitation & Follow up – As part of a rehabilitation programme, the Company may 
require the employee or sub-contractor to consent to a series of drug and alcohol tests, 
some of which may be unannounced. These tests will be used to monitor the employee’s 
progress during and following rehabilitation. 

 
Refusing a Test 
Refusal to undergo a test will normally be deemed an act of gross misconduct. 
 
Refusing to take a test includes, but is not limited to: 
 

▪ Failure to consent to a test. 
▪ Failure to cooperate with any part of the testing process. 
▪ Failure to appear for testing at a collection site at the time allotted. 
▪ Leaving the scene of an incident in which a serious injury or fatality 

has occurred, without just cause and without submitting to a test.   
 

Positive Results of Testing 
Drugs – A laboratory confirmed positive drug test result will be recorded if a drug is detected 
in the donor’s sample for which no legitimate explanation, medical or otherwise, can be 
found. An employee or contractor will be in breach of this policy if they receive a laboratory 
confirmed positive drug test result. 
 
Alcohol – A positive alcohol test result will be recorded if alcohol is detected in the donor’s 
breath sample at a concentration equal to or above 22 micrograms of alcohol per 100 
millilitres of breath in two consecutive breath tests. An employee or contractor will be in 
breach of this policy if they receive a positive alcohol test result. 
 
Action following a positive test result 
An employee, sub-contractor or contractor will be considered to be unfit for duty through the 
misuse of drugs or alcohol if a positive test result is recorded.  The following action will be 
taken: 
 

Circumstances for test Action 

Reasonable suspicion Disciplinary procedures and possible dismissal 

Post incident Disciplinary procedures and possible dismissal 

Unannounced random Disciplinary procedures and possible dismissal 

Rehabilitation & follow up Act in accordance with the rehabilitation programme 

 
The Company reserves the right to suspend an employee on full pay whilst the Company 
conducts a full investigation. Such suspension is not an indicator of guilt/perceived guilt but 
is rather a standard precautionary measure. The outcome of the investigation is not pre-
determined and dismissal may or may not be considered necessary.  

 
Medication 
Many medicines obtained with or without prescription can affect performance at work.  
These include, but are not limited to, tranquillizers, anti-depressants, painkillers, sleeping 
pills, some antihistamines, and some medicines for cough, colds and indigestion.   

 
All employees undertaking safety-critical tasks must ascertain if they are taking drugs which 
may affect their work performance.  If so, they should declare the use of the medication at 
the company induction through the Medical History Questionnaire.  If medication is 
prescribed to the employee or sub-contractor at a later time during their employment, this 
must be reported to their Line Manager, Contracts Manager or Supervisor before 
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undertaking such safety critical tasks, so that the Company can ascertain the effects and 
decide how best to manage those effects.    

 
All discussions with individuals regarding medical information are strictly confidential subject 
to the provisions of the law.   

 
Searches 
 
The Company reserves the right to search an employee or any of their property held on 
Company premises at any time if there are reasonable grounds to believe that the 
prohibitions on alcohol or drugs are being or have been infringed.  

 

The search will be carried out in accordance with the Company rules with regard to 
searches. If the employee refuses to comply with these search procedures, the Company 
may draw such inferences as it sees fit from such refusal and their refusal may be treated as 
amounting to gross misconduct and entitling the Company to take disciplinary action. 
 

Contact Details for Advice & Help 
Line Manager, Contracts Manager or Supervisor 
You can talk to your manager or supervisor. 
 
Human Resources Department 
You can contact the HR Director.  Ask your Line manager, Contracts Manager or Supervisor 
for contact details. 
 
Counselling Support Line (0117 934 0105) 
 
Talk to Frank 
Frank is a national helpline that offers free confidential advice and information about drugs 
0800 776 600.  
 
Release 
Release is a confidential helpline offering advice on drug use and legal issues 020 7729 
9904. 
 
Drinkline 
Drinkline offers confidential advice, support and information for people with alcohol problems 
and their families, friends and carers. You can contact Drinkline on 0800 917 8282 
(Monday–Thursday 9am–11pm, Friday–Sunday 24 hours). 
 
Alcohol Concern 
Alcohol Concern helps to tackle alcohol problems at a local level. Call 020 7928 7377 or visit 
the website at www.alcoholconcern.org.uk 
 
Adfam 
Adfam provides support to people working with family members who are affected by drugs 
and alcohol.  Call 020 7928 8898 or visit the website at www.adfam.org.uk 
 
Alcoholics Anonymous 
Offers help and advice to overcome drinking problems.  Call 0845 769 7555 or visit the 
website at www.alcoholics-anonymous.org.uk. 

http://www.alcoholconcern.org.uk/
http://www.adfam.org.uk/
http://www.alcoholics-anonymous.org.uk/
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4) Data Protection Policy 

In the course of your work you may come into contact with or use confidential information 

about employees, clients and customers, for example their names and home addresses. The 

Data Protection Act 1998 (the Act) contains principles affecting employees’ and other 

personal records. Information protected by the Act includes not only personal data held on 

computers but also certain manual records containing personal data, for example employee 

personnel files that form part of a structured filing system. The purpose of these rules is to 

ensure that you do not breach the Act. If you are in any doubt about what you can or cannot 

disclose and to whom, do not disclose the personal information until you have sought further 

advice from Julie Kelly (Human Resources Director). 

You should be aware that, under the Act, you are personally accountable for your actions 

and can be held criminally liable if you knowingly, or recklessly, breach it. Any serious 

breach of data protection legislation will also be regarded as misconduct and will be dealt 

with under the Company’s disciplinary procedures. If you access another employee’s 

personnel records without authority, this constitutes a gross misconduct offence and could 

lead to your summary dismissal.The data protection principles 

There are eight data protection principles that are central to the Act. The Company and all its 

employees must comply with these principles at all times in its information-handling 

practices. In brief, the principles say that personal data must be:  

1. Processed fairly and lawfully and must not be processed unless certain conditions are 

met in relation to personal data and additional conditions are met in relation to sensitive 

personal data. The conditions are either that the employee has given consent to the 

processing, or the processing is necessary for the various purposes set out in the Act. 

Sensitive personal data may only be processed with the explicit consent of the employee 

and consists of information relating to: 

• race or ethnic origin 

• political opinions and trade union membership 

• religious or other beliefs 

• physical or mental health or condition 

• sexual life 

• criminal offences, both committed and alleged. 

2. Obtained only for one or more specified and lawful purposes, and not processed in a 

manner incompatible with those purposes.  

3. Adequate, relevant and not excessive. The Company will review personnel files on an 

annual basis to ensure they do not contain a backlog of out-of-date information and to 

check there is a sound business reason requiring information to continue to be held. 

4. Accurate and kept up-to-date. If your personal information changes, for example you 

change address, you must inform the Payroll Department as soon as practicable so that 

the Company’s records can be updated. The Company cannot be held responsible for 

any errors unless you have notified the Company of the relevant change. 

5. Not kept for longer than is necessary. The Company will keep personnel files for no 

longer than six years after termination of employment. Different categories of data will be 
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retained for different time periods, depending on legal, operational and financial 

requirements. Any data which the Company decides it does not need to hold for a period 

of time will be destroyed after one year. Data relating to unsuccessful job applicants will 

only be retained for a period of 6 months. 

6. Processed in accordance with the rights of employees under the Act. 

7. Appropriate technical and organisational measures will be taken against unauthorised or 

unlawful processing of personal data and against accidental loss or destruction of, or 

damage to, personal data. Personnel files are confidential and are stored in locked filing 

cabinets. Only authorised employees have access to these files. Files will not be removed 

from their normal place of storage without good reason. Personal data stored on discs, 

memory sticks, portable hard drives or other removable storage media will be kept in 

locked filing cabinets or locked drawers when not in use by authorised employees.  

    Data held on computers will be stored confidentially by means of password protection, 

encryption or coding, and again only authorised employees have access to that data. The 

Company has network backup procedures to ensure that data on computers cannot be 

accidentally lost or destroyed. 

8. Not transferred to a country or territory outside the European Economic Area unless that 

country ensures an adequate level of protection for the processing of personal data. 

Your consent to personal information being held 

The Company holds personal data about you. By signing your contract of employment, you 

have consented to that data being processed by the Company for any purpose related to 

your continuing employment or its termination including, but not limited to, payroll, human 

resources and business continuity planning purposes. Agreement to the Company 

processing your personal data is a condition of your employment. This includes giving your 

consent to the Company using your name, photograph and a brief work experience history in 

its marketing or promotional material, whether in hard copy print format or online on the 

Company’s website. It also includes supplying the Company with any personal data that it 

may request from you from time to time as necessary for the performance of your contract of 

employment or the conduct of the Company’s business, for example, supplying up-to-date 

contact telephone numbers to be held by line managers/ senior managers as part of its 

business continuity plan. 

The Company also holds limited sensitive personal data about its employees and, by signing 

your contract of employment, you give your explicit consent to the Company holding and 

processing that data, for example sickness absence records, health needs and equal 

opportunities monitoring data. 

Your right to access personal information 

You have the right, on request, to receive a copy of the personal information that the 

Company holds about you, including your personnel file, and to demand that any inaccurate 

data be corrected or removed.  
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You also have the right on request to: 

• be told by the Company whether and for what purpose personal data about you is being 

processed 

• be given a description of the data and the recipients to whom it may be disclosed 

• have communicated in an intelligible form the personal data concerned, and any 

information available as to the source of the data 

• be informed of the logic involved in computerised decision-making. 

Upon request, the Company will provide you with a statement regarding the personal data 

held about you. It will state all the types of personal data the Company holds and processes 

about you and the reasons for which they are processed. If you wish to access a copy of any 

personal data being held about you, you must make a written request for this and the 

Company reserves the right to charge you a fee of up to £10. To make a request, please 

complete a Personal Data Subject Access Request Form, which can be obtained from the 

Data Protection Officer (Julie Kelly). 

If you wish to make a complaint that these rules are not being followed in respect of personal 

data the Company holds about you, you should raise the matter with the Data Protection 

Officer (Julie Kelly).  

If the matter is not resolved to your satisfaction, it should be raised as a formal grievance 

under the Company’s grievance procedure. 

Your obligations in relation to personal information 

If, as part of your job duties and responsibilities, you collect personal information about 

employees or other people such as clients or customers, you must comply with this policy. 

This includes ensuring the information is processed in accordance with the Act, is only 

processed for the purposes for which it is held, is kept secure and is not kept for longer than 

necessary. You must also comply with the following guidelines at all times: 

• do not disclose confidential personal information to anyone except the data subject. In 

particular, it should not be: 

• given to someone from the same family 

• passed to any other unauthorised third party 

• placed on the Company’s website 

• posted on the Internet in any form 

Unless the data subject has given their explicit prior written consent to this. 

• be aware that those seeking information sometimes use deception in order to gain access 

to it. Always verify the identity of the data subject and the legitimacy of the request, 

particularly before releasing personal information by telephone 

• where the Company provides you with code words or passwords to be used before 

releasing personal information, for example by telephone, you must strictly follow the 

Company’s requirements in this regard 

• only transmit personal information between locations by fax or e-mail if a secure network 

is in place, for example, a confidential fax machine or encryption is used for e-mail 

• if you receive a request for personal information about another employee, you should 

forward this to Ruth Williams who is responsible for dealing with such requests. 
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• ensure any personal data you hold is kept securely, either in a locked filing cabinet or, if 

computerised, it is password protected so that it is protected from unintended destruction 

or change and is not seen by unauthorised persons 

• do not access another employee’s records without authority as this will be treated as 

gross misconduct and it is a criminal offence 

• do not write down (in electronic or hard copy form) opinions or facts concerning a data 

subject which it would be inappropriate to share with that data subject 

• do not remove personal information from the workplace with the intention of processing it 

elsewhere unless this is necessary to enable you to carry out your job duties and has 

been authorised by your line manager 

• ensure that, when working on personal information as part of your job duties when away 

from your workplace and with the authorisation of your line manager, you continue to 

observe the terms of this policy and the Act, in particular in matters of data security 

• ensure that hard copy personal information is disposed of securely, for example cross-

shredded 

• remember that compliance with the Act is your personal responsibility. If you have any 

questions or concerns about the interpretation of these rules, please contact the Human 

Resources Director immediately. 
 

DATA RETENTION POLICY 
 

It is the policy of M.V. Kelly Ltd to ensure that documents and data are retained for the time 

required by the law or by funders. 
 

Even where information is not covered by the Act, the Data Protection Act principles 

suggest that information should be adequate, relevant, not excessive, accurate, up to date 

and not kept for longer than is necessary. 

 
Information/document type Retention period 

Trust deeds, governing documents Indefinitely 

Minutes of board meetings and AGM Indefinitely 

Health and safety assessments 10 years 

Insurance certificates 40 years 

Finance and salaries records 7 years 

Personnel records 7 years after employee leaves (reduce to 
information required for references only) 

Contracts 6 years 

Disciplinary records 2 years depending on 
provisions of disciplinary policy 

Employee time sheets 2 years 

Job application forms for unsuccessful 
candidates, interview notes, disclosures 

6 months 

Accident book 3 years after last entry 

Any other information kept by staff should be in line with the Data Protection Act and 
manual and computer records not listed above should be kept for no more than one year, 
unless warranted. 
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Information listed above which contains personal information should be kept securely and 
disposed of by shredding or some way which does not breach confidentiality. 

5) Intellectual Property 

 
You may make or create intellectual property rights in the course of your duties under this 
contract and you have a special obligation to further the interests of the Company’s business 
in this respect.  

You must promptly disclose to the Company in writing all intellectual property rights 

originated, conceived, created, written or made by you alone or jointly with others which may 

be of benefit to the Company or which relate directly or indirectly to the business of the 

Company (except only those intellectual property rights originated, conceived, created, 

written or made by you wholly outside your normal working hours and which are completely 

unconnected with your normal job duties or with job duties specifically assigned to you by 

the Company).    

To the extent permitted by law, you accept that such intellectual property rights as are 

required to be disclosed shall be owned absolutely by the Company and will so vest in the 

Company and the Company shall be entitled to make such additions, deletions, alterations 

or adaptations to or from any such intellectual property rights as we shall in our absolute 

discretion determine. Otherwise, you agree to hold in trust for the Company any such 

intellectual property rights.   

You also agree, at the Company’s request and expense, to enter into all such documents 

and do all such things necessary or as the Company may require to ensure, whether by 

assignment or otherwise, the Company’s ownership of the intellectual property rights and/or 

to obtain patent or similar protection for the intellectual property rights in such parts of the 

world as the Company may specify and you agree to waive all moral rights to them. You will 

not seek to register your own ownership of any such rights and neither will you be entitled to 

receive any additional payment in respect of any intellectual property rights.   

These provisions on intellectual property rights remain in force notwithstanding the 

termination of your employment. 

Note. “Intellectual property rights” means patents, copyright, database rights, registered and 

unregistered design rights, trademarks, inventions, discoveries, plant variety rights and any 

other intellectual property or similar proprietary rights throughout the world, applications for 

registration of any of the same, confidential information and know how, whether registered or 

unregistered. 

For the avoidance of doubt M.V. Kelly template documents, tender rates and information and 

procurement rates/ hire rates are confidential and must not be divulged to anyone outside 

the organisation, or used for the purposes of another organisation or a manner which is not 

intended to further the interests of the Company. 

6) Special Leave 
 

The provision of unpaid special leave is granted at the discretion of the Human Resources 

Director. In considering whether special leave should be granted, the Human Resources 

Director will consider the particular exceptional circumstances of the case and the degree of 

distress suffered by you or the nature of the domestic problem. 
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7) Time off for Dependents 
 
You are entitled to take a reasonable amount of unpaid time off work; 
 

• To make longer term arrangements for the care of a sick or injured dependant; or 

• In consequence of a dependant’s death; or 

• To help when a dependant gives birth, falls ill, or is injured; or 

• To cope when the arrangements for care of a dependant unexpectedly fail; or 

• To deal with an unexpected incident when a dependant is in school or on a school 
trip 

A dependant could be a spouse, partner, child or parent, or someone who depends on you 
for care.  You must inform your Line Manager that you need the time off and why.  The 
duration of the time off is such as is “reasonable” in order to take action and “necessary” to 
deal with the event.  

8) Parental Leave 
 

Eligible employees can take unpaid parental leave to look after their child’s welfare, for 
example to; 

• Spend more time with their children 

• Look at new schools 

• Settle children into new childcare arrangements 

• Spend more time with family such as visiting grandparents 
 
Employment rights are protected during parental leave. 

Parental leave is unpaid. You’re entitled to 18 weeks’ leave for each child and adopted child, 
up to their 18th birthday. 

The limit on how much parental leave each parent can take in a year is 4 weeks for each 
child.  

You must take parental leave as whole weeks (e.g. 1 week or 2 weeks) rather than individual 
days, unless your child is disabled. You don’t have to take all the leave at once. 

A ‘week’ equals the length of time an employee normally works over 7 days. 

If an employee works 3 days a week, one ‘week’ of parental leave equals 3 days. If an 
employee works irregular weeks the number of days in a ‘week’ is the total number of days 
they work a year divided by 52. 

Parental leave applies to each child not to an individual’s job.  An employee is entitled to 18 
weeks. If they’ve used 10 with a previous employer, they can use up to 8 weeks with their 
new employer if they’re eligible. 

https://www.gov.uk/parental-leave/eligibility
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Eligibility 

Employees qualify if all of these apply: 

• they’ve been in the company for more than a year 
• they’re named on the child’s birth or adoption certificate or they have or expect to 

have parental responsibility  
• they’re not self-employed or a ‘worker’, e.g. an agency worker or contractor 
• they’re not a foster parent (unless they’ve secured parental responsibility through the 

courts) 
• the child is under 18 

We can ask for proof (like a birth certificate) as long as it’s reasonable to do so. 

Procedure for taking Parental Leave 

Employees must give 21 days’ notice before their intended start date. If they or their partner 
are having a baby or adopting, it’s 21 days before the week the baby or child is expected. 

Employees must confirm the start and end dates in their notice.  

Delaying Leave 

The company may need to consider an option to postpone parental leave.  It cannot be 
postponed if: 

• the company doesn’t have a ‘significant reason’, e.g. it would cause serious 
disruption to the business 

• it’s being taken by the father or partner immediately after the birth or adoption of a 
child 

• it means an employee would no longer qualify for parental leave, e.g. postponing it 
until after the child’s 18th birthday 

If it’s postponed, the Company: 

• must write explaining why within 7 days of the original request 
• suggest a new start date - this must be within 6 months of the requested start date 
• can’t change the amount of leave being requested 

9) Flexible Working 
 
If you have 26 weeks continuous service you have the right to request flexible working. A 
request must be made in writing and must include the following information: 
 

• That the request is made under a statutory right; 

• Specify the flexible working pattern that you wish you wish to work; 

• State an explanation of what effect, if any, you think the proposed change may have on 
the business and how you can deal with any such effect; 

• State the date on which you want the change to start; 

• State the date of the application; 

• State whether any applications have been made in the past and if so, when. 
 
This right does not apply to agency workers. 

https://www.gov.uk/parental-rights-responsibilities/what-is-parental-responsibility
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Considering an Application 
 
We will consider the application seriously and in a reasonable manner.  There may be 
circumstances when we are unable to accommodate your desired work pattern.   
 
A decision will be made within 3 months from the date of the request.  This time limit may be 
extended by agreement between you and the Company. 
 
A request that is accepted will mean a permanent change in your terms and conditions of 
employment. 
 
If we cannot accept the change or a compromised agreement we will only refuse on one of 
the following grounds; 
 

• The burden of additional cost. 

• A detrimental effect on our ability to meet customer demand. 

• An inability to organise work amongst existing staff. 

• An inability to recruit additional staff. 

• A detrimental impact on quality. 

• A detrimental impact on performance. 

• An insufficiency of work during the periods you propose to work. 

• Planned structural changes. 
 
We are not obliged to explain why a statutory ground applies but will strive to do so.   
 
Appeal 
 
There is no statutory ground for appeal however we will allow for an appeal process if your 
application is unsuccessful.  You have 14 days to appeal in writing after the date of 
notification of the decision. 

Withdrawn Requests 

You may withdraw a request at any time.  You can only make a request every 12 months.  
Employees are protected from suffering a detriment or dismissal for making an application 
under the right. 

Useful Links 
For further information and guidance on requests for Flexible Working you may wish to 
speak to the HR Department and/ or look at the following links; 
www.gov.uk  
www.acas.org.uk 

 

10) Paternity Leave 

 
When you take time off because your partner’s having a baby, adopting a child or having a 
baby through a surrogacy arrangement you might be eligible to take one or two consecutive 
weeks paternity leave: 
 
You can choose to start your leave from one of the following; 
 

http://www.gov.uk/
http://www.acas.org.uk/
https://www.gov.uk/paternity-pay-leave/eligibility
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• The actual date of birth/ placement. 

• An agreed number of days after the birth/ placement or expected week of childbirth, 
ending within 56 days of the birth. 

 
Note in cases where a child is being adopted from overseas clarity on your paternity leave 
must be obtained from the HR Department. 
 
In order to qualify for paternity leave you must; 
 

• Be the father, husband or partner of the mother (or adopter), or the child’s adopter or 
intended parent (surrogacy). 

• Have worked for the Company for 26 weeks by the end of the 15th week before the 
expected week of childbirth. 

• Be classed as an employee for paternity leave. 

• Be employed with the Company up to the date the child is born or placed – for 
paternity pay. 

• Earn the statutory minimum in an 8 week relevant period for paternity pay. 

• Give correct notice. 

• Be taking time off to look after the child. 

• Be responsible for the child’s upbringing. 
 
You must inform the payroll department of your intention to take paternity leave by the end of 
the 15th week before the baby is expected, unless this is not reasonably practicable. You will 
be given the relevant form to complete and you must let us know:  
 

• the week the baby is due; 

• whether you wish to take one or two weeks’ leave; 

• when you want your leave to start (which may change by giving 28 days notice). 
 
Statutory Paternity pay 
 
During paternity leave most employees are entitled to Statutory Paternity Pay (SPP).  
 
Statutory Paternity Pay is paid by the Company for either one or two consecutive weeks as 
the employee has chosen in accordance with the current statutory rates of pay or 90% of 
your average weekly earnings if this is less than the current standard rate of SPP. 
 
If your average weekly earnings are below the Lower Earnings Limit for National Insurance 
Purposes you will not qualify for SPP. 
 
Return to work after paternity leave 
 
You are entitled to return to the same job following paternity leave, and your employment 
rights are protected whilst you are on paternity leave. 

11) Right to accompany a pregnant woman to an antenatal 
appointment 
 
Fathers and partners of pregnant women are entitled to unpaid time off to attend two ante-
natal appointments (time off is capped at six and a half hours for each appointment).  Please 
discuss your requirements with your Line Manager/ HR department as the Company aims to 
be as supportive as possible. 
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12) Maternity Leave 
 
You will be entitled to maternity leave and pay in accordance with current statutory 
provisions which are covered comprehensively in the government web site 
https://www.gov.uk/maternity-pay-leave and ACAS information (Statutory Maternity Leave & 
Pay).  We recommend that employee’s use these websites as they also contain useful tools 
which can help you when planning for your maternity leave and pay. 
All employees are entitled to 26 weeks Ordinary Maternity Leave (OML) and 26 weeks 
Additional Maternity Leave (AML).  You do not have to take 52 weeks. 
 
Your employment rights are protected whilst on Statutory Maternity Leave. 
 
Notification 
 
You must give correct notice in order to take leave unless to do so would not be reasonably 
practicable.  You must notify us of your intention to take Maternity Leave by the end of the 
15th week before the baby is due.  This is known as the Expected Week of Childbirth (EWB). 
 
In addition to confirming the pregnancy and the EWB you must notify us of when you intend 
to start your maternity leave.  You can request to take maternity leave up to 11 weeks before 
the EWB.   
 
Within 28 days of receiving this notification we will give you a written response, confirming 
the date your AML will end and your expected return to work. 
 
Return to Work 

If you intend to return to work after your maternity leave period, you are not required to give 
notice to the Company as long as you intend to return immediately after your leave has 
expired. 

If you intend to return to work before your maternity leave has ended, you must give the 
Company at least 8 weeks written notice. If you do not give 8 weeks’ notice the Company 
may postpone your return for that period or until your original return date if sooner. 

If you return to work during or at the end of OML you have an automatic right to return to the 
same job.  If you have taken any period of AML or a period of at least 4 weeks parental 
leave on top of your OML, and there is some reason other than redundancy why it is not 
practicable for the Company to permit you to return to the same job then you are entitled to 
return to a different job which is both suitable and appropriate in the circumstances and the 
terms and conditions must not be any less favourable than they would have been had you 
not been absent. 

If you decide not to return to work at the end of your maternity leave you must give the 
Company your normal contractual notice. 

If you wish to return to work on a part time or flexible basis, you are entitled to make such a 
request (see the Flexible Working provisions in this policy).  

https://www.gov.uk/maternity-pay-leave
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Keeping in touch days 

During your maternity leave period the Company will remain in contact with you to ensure 
that you are kept up to date on new developments and on matters relating to your role which 
you would normally be aware of if you were still working. 

Although there is no obligation for you to do so, you may agree with the Company to carry 
out a maximum of 10 days work for the Company whilst on maternity leave without bringing 
your maternity leave to an end and without losing any entitlement to SMP or Maternity 
Allowance (MA). 

Work in this context may include attending work, training courses or any other activity which 
assists you in keeping in touch with the Company during your maternity leave.  These can 
be taken any time after the first two weeks of leave. Payment will be made at your normal 
basic wage.  It is at the discretion of the Company to offer keeping in touch days.  You will 
not be treated any less favourably by refusing to take up keeping in touch days. 

HR/ Payroll department will confirm your holiday entitlement whilst you are on maternity 
leave and agree with you how and when these holidays will be taken. 

When you notify the Company that you are pregnant we will arrange for a risk assessment 
for expectant mothers to be undertaken by the Health and Safety Department. 
 
Statutory Maternity Pay (SMP) 
 
As well as taking Maternity Leave you will be entitled to 39 weeks SMP provided you; 

• Have had 26 weeks continuous service at the 15th week before EWB. 

• Earn more than the current statutory minimum. 
 
SMP is currently paid at: 

• The first 6 weeks – 90% of your average weekly earnings (AWE) before tax. 

• The remaining 33 weeks – current statutory minimum or 90% of your AWE 

(whichever is lower). 

• Tax & National Insurance will be deducted. 

 

SMP is paid monthly through the payroll in the normal way.  If you are not entitled to SMP 

you will be given a SMP1 form as you may be entitled to MA which you would claim from you 

local job centre.  You must provide the Company with a copy of MAT B1 form which will be 

provided to you by your doctor or midwife. 

 

 

Ante Natal Care 

 

You have the right to paid time off to attend ante-natal classes.  This not only includes GP 
and midwife appointments but can include relaxation or parent classes provided the GP or 
mid wife has recommended it. 
 
You should try to arrange appointments outside of working hours but if this is not possible 
you will be entitled to reasonable time off provided you have given evidence of your 
appointment (except for your first one). 
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Useful Links 
For further information and guidance on current statutory rates and your maternity rights you 
may wish to speak to the HR/ Payroll Department and/ or look at the following links; 
www.gov.uk  
www.acas.org.uk 
 

13) Adoption Leave 
 
Statutory Adoption leave and pay are only available to you if you are matched for adoption 
with a child by an approved adoption agency and have given the correct notice. 
 
Statutory Adoption Leave is 52 weeks.  It is made up of; 
 

• 26 weeks of Ordinary Adoption Leave 

• 26 weeks of Additional Adoption Leave 
 
Only 1 person in a couple can take adoption leave.  The other partner could get paternity or 
shared parental leave instead.  If a child’s placement ends during the adoption leave period, 
the adopter is able to continue Adoption Leave up to 8 weeks after the placement ends. 
 
If you get adoption leave, you can also get paid time off work to attend 5 adoption 
appointments after you have been matched with a child. 
 
Notification 
 
Within 7 days of being matched with a child you must notify us of the following; 
 

• Duration of leave; 

• Leave start date – this can be the date when the child is placed with you or up to 14 
days before (when the child arrives in the UK or within 28 days for overseas 
adoption); 

• The date of placement – the date the child is expected to be placed with you. 
 
We will confirm the start and end dates within 28 days. 
 
Statutory Adoption Pay 
 
Statutory adoption pay (SAP) is payable for up to 39 weeks.  To qualify for Statutory 
Adoption Pay you must; 
 

• Have no less than 26 weeks continuous service by the week you are matched with a 
child; 

• Give the correct notice; 

• Provide proof of the adoption; 

• Earn the minimum statutory required amount before tax. 
 
You must give us notice advising when you wish your SAP to start, at least 28 days before 
the start date.  If that is not reasonably practicable, then you must give notice as soon as 
reasonably practicable.  SAP is paid at current statutory rates. 
 

http://www.gov.uk/
http://www.acas.org.uk/
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Keeping in Touch Days 
 
You are not obliged to complete any work whilst on Adoption Leave.  However if we both 
agree you can work for up to 10 days during Adoption Leave.  These days can be 
undertaken at any time after the first two weeks of leave.  Payment will be made at your 
normal basic wage. 
 
It is at the Company’s discretion to offer keeping in touch days.  We will not treat you less 
favourably should you refuse to agree to keeping in touch days. 
 
Return to Work 
 
When you return to work from Ordinary Adoption Leave you are entitled to return to the 
same job.  If you are returning from Additional Adoption Leave you are entitled to return to 
the same job unless it is not reasonably practicable for the Company to permit you to do so.  
In this case you are entitled to return to another job which is both suitable and appropriate in 
the circumstances. 
 
Useful Links 
For further information and guidance on current statutory rates you may wish to speak to the 
HR/ Payroll and looks at the following links; 
www.gov.uk  
www.acas.org.uk 

 

14) Shared Parental Leave 
 
If you are considering Shared Parental Leave (SPL) you are encouraged to contact the HR 
Department to arrange an informal discussion as early as possible regarding your potential 
entitlement, to talk about plans and to enable the company to support you as an individual.  

You may be able to get Shared Parental Leave (SPL) and Statutory Shared Parental Pay 
(ShPP) if you’re having a baby or adopting a child. 

If you’re eligible for SPL you can use it to take leave in blocks separated by periods of work, 
instead of taking it all in one go. 

To start SPL or ShPP the mother must end her maternity leave (for SPL) or her Maternity 
Allowance or maternity pay (for ShPP). If she doesn’t get maternity leave (but she ends her 
Maternity Allowance or pay early) her partner might still get SPL. 

If you’re adopting then you or your partner must end any adoption leave or adoption pay 
early instead. 

If you’re eligible you can take: 

• the remaining leave as SPL (52 weeks minus any weeks of maternity or adoption 
leave) 

• the remaining pay as ShPP (39 weeks minus any weeks of maternity pay, maternity 
allowance or adoption pay) 

If neither of you is entitled to maternity leave or adoption leave then SPL will be 52 weeks 
minus any weeks of maternity pay, Maternity Allowance or adoption pay. 

http://www.gov.uk/
http://www.acas.org.uk/
https://www.gov.uk/shared-parental-leave-and-pay/eligibility
https://www.gov.uk/shared-parental-leave-and-pay/booking-blocks-of-leave
https://www.gov.uk/shared-parental-leave-and-pay/when-you-can-start
https://www.gov.uk/maternity-pay-leave/eligibility
https://www.gov.uk/adoption-pay-leave/eligibility
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You can share SPL and ShPP between you if you’re both eligible. 

SPL and ShPP must be taken between the baby’s birth and first birthday (or within one year 
of adoption). 

Eligibility 

Each parent qualifies separately for Shared Parental Leave (SPL) and Statutory Shared 
Parental Pay (ShPP). 

If you’re eligible you can start SPL and take leave in separate blocks, instead of taking it all 
in one go like maternity or adoption leave. You can also share the leave between you if 
you’re both eligible. 

To qualify for SPL, you must share responsibility for the child with one of the following: 

• your husband, wife, civil partner or joint adopter 
• the child’s other parent 
• your partner (if they live with you and the child) 

You or your partner must be eligible for maternity pay or leave, adoption pay or leave or 
Maternity Allowance. 

You must also: 

• have been employed continuously by the same employer for at least 26 weeks by the 
end of the 15th week before the due date (or by the date you’re matched with your 
adopted child) 

• stay with the same employer while you take SPL  
• During the 66 weeks before the week the baby’s due (or the week you’re matched 

with your adopted child) your partner must: 

✓ have been working for at least 26 weeks (they don’t need to be in a row) 
✓ have earned at least £390 in total in 13 of the 66 weeks (add up the highest paying 

weeks, they don’t need to be in a row) 

This can be as an employee, worker or self-employed person. Your partner doesn’t have to 
be working at the date of birth or when you start SPL or ShPP. 

Statutory Shared Parental Pay 

You can get ShPP if you’re an employee and one of the following applies: 

• you’re eligible for Statutory Maternity Pay (SMP) or Statutory Adoption Pay (SAP) 
• you’re eligible for Statutory Paternity Pay (SPP) and your partner is eligible for SMP, 

Maternity Allowance (MA) or SAP  

You can also get ShPP if you’re a worker and you’re eligible for SMP or SPP. 

When you can start 

You can only start Shared Parental Leave (SPL) or Shared Parental Pay (ShPP) once the 
child has been born or placed for adoption. 

https://www.gov.uk/maternity-pay-leave/eligibility
https://www.gov.uk/adoption-pay-leave/eligibility
https://www.gov.uk/maternity-allowance/eligibility
https://www.gov.uk/employment-status/employee
https://www.gov.uk/employment-status/worker
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For SPL to start 

The mother (or the person getting adoption leave) must either: 

• return to work, which ends any maternity or adoption leave 
• give their employer ‘binding notice’ of the date when they plan to end their leave (you 

can’t normally change the date you give in binding notice) 

You can start SPL while your partner is still on maternity or adoption leave as long as they’ve 
given binding notice to end it. 

You can give binding notice and say when you plan to take your SPL at the same time. 

If the mother or adopter doesn’t get maternity or adoption leave 

The mother or adopter must end any maternity pay, adoption pay or Maternity Allowance so 
that they or their partner can get SPL. 

For ShPP to start 

The mother (or the person getting adoption pay) must give their employer binding notice of 
the date when they plan to end any maternity or adoption pay. 

If they get Maternity Allowance, they must give notice to Jobcentre Plus instead. 

They can’t restart maternity pay, Maternity Allowance or adoption pay once it’s ended. 

You can start ShPP while your partner is still on maternity pay, adoption pay or Maternity 
Allowance as long as they’ve given binding notice to end it. 

You can give binding notice and say when you plan to take your ShPP at the same time. 

Compulsory Leave 

A mother can’t return to work before the end of the compulsory 2 weeks of maternity leave 
following the birth (4 weeks if she works in a factory). If you’re adopting, the person claiming 
adoption pay must take at least 2 weeks of adoption leave. 

Cancelling the decision to end maternity or adoption leave 

The mother or adopter may be able to change their decision to end maternity or adoption 
leave early if both: 

• the planned end date hasn’t passed 
• they haven’t already returned to work 

One of the following must also apply: 

• you find out during the 8-week notice period that neither of you is eligible for SPL or 
ShPP  

• the mother or adopter’s partner has died 
• the mother tells her employer less than 6 weeks after the birth (and she gave notice 

before the birth) 

https://www.gov.uk/shared-parental-leave-and-pay/applying-for-leave-and-pay
https://www.gov.uk/shared-parental-leave-and-pay/applying-for-leave-and-pay
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What you’ll get 

If you’re eligible and you or your partner end maternity or adoption leave and pay (or 
Maternity Allowance) early, then you can: 

• take the rest of the 52 weeks of maternity or adoption leave as Shared Parental 
Leave (SPL) 

• take the rest of the 39 weeks of maternity or adoption pay (or Maternity Allowance) 
as Statutory Shared Parental Pay (ShPP) 

How much pay you’ll get 

ShPP is paid at the rate of £140.98 a week or 90% of your average weekly earnings, 
whichever is lower. 

This is the same as Statutory Maternity Pay (SMP) except that during the first 6 weeks SMP 
is paid at 90% of whatever you earn (with no maximum). 

Applying for leave and pay 

To get Shared Parental Leave (SPL) or Shared Parental Pay (ShPP) you must: 

• follow the rules for starting SPL and ShPP  
• give your employer at least 8 weeks’ written notice of your leave dates 

You can change your mind later about how much SPL or ShPP you plan to take and when 
you want to take it. You must give notice of any changes at least 8 weeks before the start of 
any leave. 

You might not get SPL or ShPP if you don’t include all the required information. 

Your partner must apply to their own employer if they also want SPL or ShPP. 

Giving more information 

Your employer can ask you for more information within 14 days of you applying for SPL or 
ShPP. They can ask for: 

• a copy of the birth certificate 
• a declaration of the place and date of birth (if the birth hasn’t been registered yet) 
• the name and address of your partner’s employer or a declaration that your partner 

has no employer 

If you’re adopting, your employer can ask for the: 

• name and address of the adoption agency 
• date you were matched with the child 
• date the child will be start to live with you 
• name and address of your partner’s employer or a declaration that your partner has 

no employer 

You must give this information within 14 days of being asked for it. 

https://www.gov.uk/shared-parental-leave-and-pay/eligibility
https://www.gov.uk/maternity-pay-leave/pay
https://www.gov.uk/shared-parental-leave-and-pay/when-you-can-start
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Booking blocks of leave 

You can book up to 3 separate blocks of Shared Parental Leave (SPL) instead of taking it all 
in one go, even if you aren’t sharing the leave with your partner. 

If your partner is also eligible for SPL, you can take up to 3 blocks of leave each. You can 
take leave at different times or both at the same time. 

You must tell your employer about your plans for leave when you apply for SPL. You can 
change these plans later but you must give your employer at least 8 weeks’ notice before 
you want to begin a block of leave. 

Splitting blocks of leave 

If your employer agrees, you can split blocks into shorter periods of at least a week. 

Shared parental leave in touch (SPLIT) days 

You and your partner can each work up to 20 days while you’re taking SPL. These are called 
‘Shared Parental Leave in touch’ (or SPLIT) days. 

These days are in addition to the 10 ‘keeping in touch’ (or KIT) days available to those on 
maternity or adoption leave. 

KIT and SPLIT days are optional - both you and your employer must agree to them. 

Useful Links 

For further information and guidance on requests for Shared Parental Leave you may wish 
to speak to the HR Department and look at the following links; 
www.gov.uk  
www.acas.org.uk 

 

15) Childcare Voucher Scheme 
Scheme Rules 
 
M.V. Kelly Ltd operate a Childcare Voucher Scheme which allows you to pay for childcare 
from your pre tax income.  Any parent, or those with parental responsibility for a child living 
with them, is eligible for the vouchers. 
 
Vouchers cover childcare up to the age of 15 and are useable by any nursery, playgroup, 
childminder, nanny, or au pair who is registered and regulated by Ofsted.   
 
Those who look after the child in their own home will not be eligible unless it is a registered 
child minder as part of the business. 
 
Childcare vouchers allow you to choose your own childcare provider and to have your 
childcare costs reduced (by saving on tax and NI).  This means that if you elect to have 
childcare vouchers as a portion of your salary/wage you will not have to pay NI or tax on that 
part of your salary, this is called a salary sacrifice.   
 

https://www.gov.uk/shared-parental-leave-and-pay/apply-for-shared-parental-leave
https://www.gov.uk/employee-rights-when-on-leave
http://www.gov.uk/
http://www.acas.org.uk/
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The Government implemented changes to limit the childcare voucher benefit available to 
high rate tax payers.  This only applies to new registrations and employees that re-register 
after not receiving the benefit for longer than 12 months.  The changes only affect 
employees joining on or after 6th April 2011, any employee who participated in the scheme 
prior to that remains unaffected and can still receive Childcare vouchers of up to £55 per 
week (weekly paid) and £243 per month (monthly paid).  Anyone joining the scheme after 
April 2011 (or rejoining) will be entitled as follows: 
 

Tax Rate Payable Weekly Allowance Monthly Allowance 

20% £55 £243 

40% £28 £124 

50% £22 £97 

 
How does Salary Sacrifice Work? 
You give up some of your salary in exchange for the same value in vouchers. 
 
This is per parent so if your partner is already using the childcare voucher scheme with 
another employer you can still do so with M.V. Kelly Ltd. 
 
Please note that this is per person not per child. 
 
Are there any downsides? 
There are implications to getting a salary sacrifice.  Childcare vouchers can impact your 
entitlement to tax credits.  You'll also need to check how it would affect your pension 
contributions and any other benefits you may be receiving such as statutory maternity pay.   

If you are pregnant and expect to have a period of maternity leave you should think very 
carefully as to whether you should take childcare vouchers during the SMP calculation 
period. 

If you are receiving vouchers and expect to take Paternity Leave you need to contact the 
Payroll Department if you do not want to have vouchers for that period. 

For us to be able to issue the vouchers you must have sufficient funds in the pay period for 
example if you are on SSP or do not earn enough money in one week/month we may not be 
able to issue them. 

Making Payments 
You will receive paper vouchers every month (for weekly paid staff this will be weekly) which 
you pass to the carer when making payment the same as you would with cash. If the cost of 
your childcare is more than the value of the vouchers you pay the additional amount direct to 
the provider.  If for any reason you do not have any vouchers, for example we have been 
unable to issue them due to absence/sickness, you will have to pay the provider in full.    
 
What happens if your childcare costs vary? 
You should calculate the total annual amount you spend on childcare and divide by 12 to get 
the average monthly amount you pay on childcare.  This will then be the amount of childcare 
vouchers you get each month. 
 
Can all employees benefit? 
Yes, but note the scheme is closed to new entrants from April 2018 when the Tax Free 
Childcare government scheme is fully implemented.  Existing scheme members can 
continue to use Childcare Vouchers. 
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Who can you pay with Childcare vouchers? 
They can be used as full or part payment for any of the following forms of childcare: 
 
Day Nursery  Nursery School  Childminder 
Crèche   Pre-School   Nanny 
Au Pair  Out of School Club  Holiday Play Scheme 

Your chosen childcare provider must hold either a current registration certificate with a 
Unique Reference Number (URN) or an approval certificate with an expiry date and 
reference number.  Your provider should be able to advise you we can check. 

What age do the vouchers cover? 
Childcare vouchers can be used to pay for the care of children up to the age of 15 (until 1st 
September following their 15th Birthday) or the age of 16 if they are disabled (until 1st 
September following their 16th birthday.) 
 
What happens if you receive a pay increase? 
You will receive any relevant pay awards as normal. 
 
What if you use more than one childcare provider? 
You can use vouchers to pay for more than one carer; you will need to complete two 
application forms, and specify how much you want to pay on each voucher. 
 
Can you change carers? 
You can change your childcare provider whilst in the scheme, but you will need to let Human 
Resources know so that they can check the new carer is registered and get their details to 
ensure payment. 
 
If you do not use your vouchers immediately, what happens? 
Your vouchers are valid for one year. 
 
Changes 
You must notify us immediately if there is any change of circumstances in relation to the 
child or the childcare. 
 
Terminating the Agreement 
In taking a salary sacrifice you are agreeing to a contractual variation of your terms of 
employment.  It is intended that this will be for the whole tax year, however you can 
terminate the agreement by giving one months notice.  
 

Tax-Free Childcare 
The government’s new tax free childcare scheme has now commenced and is being rolled 
out throughout 2017.  The Childcare Voucher scheme as detailed above will remain in place 
but will be closed to new applicants when the Governments Tax Free Childcare scheme 
opens fully in April 2018. 
 
Summary of main terms and conditions 
 

• Tax-free childcare is an online account, like a bank account which you can pay 
money into. The account can only be opened by parents with children aged up to 
twelve, or 17 if they have disabilities. 

• Both the parents must be in work, and each earn at least £115 a week, but not more 
than £100,000 each per year. 

• Anyone can pay into it, not just the parents, at any time they like. 
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• for each 80p paid in the government will add 20p 

• the money must be used to pay for childcare with a carer who is registered to receive 
a Tax-Free Childcare payment 

• to qualify you must not be receiving free or subsidised childcare, or childcare 
vouchers from your employer 

• if you close the account and draw the money out instead of using it for childcare, 
you’ll lose the government’s contribution. 

The scheme is being rolled out gradually. It’s being made available to those with the 

youngest children first. It might be much later in the year before it’s available to all working 

parents.  

You can register with GOV.UK portal to receive an e-mail alerting you to when you become 

entitled to start an account (https://www.tax.service.gov.uk/childcare-schemes-

interest/welcome). 

 

Useful Links 
For further information and guidance on salary sacrifice and childcare vouchers you may 
wish to speak to the HR/ Payroll Department and look at the following links; 
https://www.childcarechoices.gov.uk/ 
www.gov.uk  
www.acas.org.uk 
www.hmrc.gov.uk 
www.familyandchildcaretrust.org 
https://www.tax.service.gov.uk/childcare-schemes-interest/welcome 
                                                                                       

16) Flexitime Policy 
What is Flexitime? 

Flexitime is a scheme where we give certain employees the opportunity of a flexible working 
hours’ arrangement. 

Under flexi time, there will be a core period of the day when full time employees must be at 
work, which is between 10.00 and 15.00, whilst the rest of the working day is "flexi time", in 
which employees can choose when they work, subject to achieving total monthly hours.  An 
employee must work between the basic core hours and has the flexibility to fob in / out 
between the other hours.   

An example of a typical flexi time day is below:  

• Begin work between 07.00 – 10.00 (flexitime) 
• Must be there between 10.00 – 12.00 (core time) 
• Lunch break to be taken between 12.00 – 14.00  
• Must be there from 14.00 – 15.00 (core time) 
• Leave between 15.00 – 18.00 (flexitime – note leave hours may be restricted to 

17.00      when office key holders have left) 

The hours you work between these times are credited to your flexi time balance.   

For example, if you work a 35-hour week, then, over four weeks, you will be obliged to work 
for 140 hours. The scheme is not set up to accrue extra annual leave and does not allow for 

https://www.childcarechoices.gov.uk/
http://www.gov.uk/
http://www.acas.org.uk/
http://www.hmrc.gov.uk/
http://www.familyandchildcaretrust.org/
https://www.tax.service.gov.uk/childcare-schemes-interest/welcome
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any deficit hours within the month.  If you go into deficit you might lose pay, have to use up 
annual leave to make up the difference and/ or be disciplined.  

For employees who have one hour break you must take a minimum of half hour, you do not 
have to use your full hour and the other half hour can be used as part of the overall working 
hours for the day/ week. 

By introducing flexible working we expect; 

• To continue to work towards maintaining high levels of staff morale and job satisfaction.  
• To reduce issues for staff struggling to make time for various reasons.   
• To enable employees to fit other commitments and activities in with work, and make 
better use of their free time.   
• To further improve staff retention and increase our ability to attract new staff with high 
skill levels.   
• Give employees greater flexibility when booking medical and other appointments as 
there is more flexibility with work start and end times. 
• Employees to have more control of workloads, it will enable employees to complete tasks 
within one day (i.e. work later to finish a task and alter start times to suit). 
• To enable employees to schedule their travel time to avoid congestion.  Avoid the stress 
of commuting at peak times if start and finish times are staggered or if they work from 
home. 
• Employees to be in a better position to address personal matters without having to take 
time off. 
• To enhance the lives of those caring for children or other dependants as well as those 
who just want to make greater use of their leisure time. 

The scheme will be monitored by HR using the Company Fob System (manual for Oxford) 
and by departmental managers (to record actual start/ end times).  

Operational Departments 

Due to the requirement of being available for site operational needs some employee’s will 
not be able to undertake flexitime working.  This includes Plant and Buying Teams who will 
need to be at their workstation at contracted times, and the majority of the safety team who 
need to be available to assist site and react to emergencies.  The Commercial team’s will be 
able to take advantage to some extent of the flexitime arrangement however due to their 
positions would need to be available on their Company phone for any work related issues 
within the whole of the normal working day.  Employees within the teams who cannot 
operate within flexitime will be given flexibility as they are now on a case by case basis. 

Service provided by Department 

Service provided by each department must not be compromised to accommodate the 
flexitime scheme. Departments participating in a flexitime scheme shall be responsible for 
adapting it to fit their operational needs. All individual and department needs must be met.  
For example Purchase Ledger assists with cover for Reception in Head Office and will need 
to maintain this. 

Flexitime may have to be suspended on occasion to meet operational requirements but 
communication to all affected will be reasonable and sufficient.  It is expected that 
employees will work and operate the flexitime scheme within their department in a fair and 
cooperative way. 
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17) Absence Policy 
Policy Statement  
 
The Company aims to ensure that there is a fair and systematic approach to sickness 
absence management. We are committed to ensuring that we have a fair, effective and 
consistent process in place for managing sickness absence across the business. This policy 
is designed to support managers and staff in maintaining high levels of attendance at work.  
 
Overall responsibility for the policy lies with the Human Resources Director in ensuring that it 
complies with current employment legislation. Operational responsibility for the effective 
implementation of the policy lies with HR Department, Payroll Department, line managers 
and staff. 
 
This procedure outlines the process for dealing with both short and long-term persistent 
absences.  
There are legal requirements that we must be aware of when dealing with absences, these 
including the Employment Rights Act 1996 and the Equality Act 2010.  
 
Roles and Responsibilities  
 
Directors are responsible for ensuring adoption of and adherence to this policy and 
supporting procedures.  
 
All levels of managers are responsible for applying this policy and procedure fairly and 
consistently. All employees are responsible for attending work regularly and on time, and to 
keep their managers informed if they are unable to attend work.  
 
Records of all sickness absences and actions taken will be kept and monitored on a regular 
basis.   
 
Managers are responsible for ensuring Payroll has been notified of all absences immediately 
that the absence occurs (full day/ part day).   Payroll is responsible for ensuring that all 
absences are logged on the appropriate system as soon as possible thereby facilitating 
monitoring and accurate production of reports.  
 
The Human Resources department will be available to provide advice to managers on the 
application of this procedure. 
 
 
Failure to Comply 
 

Any queries regarding this policy should be referred to the Human Resources Department.  
Failure to comply with the provisions of this policy may result in disciplinary action being 
taken. 
 
 
Procedure 
 

Should you be unable to attend work due to illness or injury, you must comply with the 
following sickness absence reporting procedure: 
 
 

• On the first morning of your sickness absence, you must personally contact the 

Company by telephone and speak to your line manager at the earliest possible 
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opportunity and as close to your normal start time as possible, ideally one hour before 

start. E-mail and text message contact is unacceptable, as is contact through social 

media websites or using online or mobile phone instant messaging facilities. In any 

event, your contact must be no later than one hour after your normal start time. If you are 

unable to speak to your line manager personally, you should speak to another Company 

manager. It is unacceptable for a third party to contact the Company on your behalf 

to report your sickness absence, other than in very exceptional circumstances (for 

example, where you have been unexpectedly admitted to hospital and you are not in a 

position to make the telephone call yourself). 

• We will contact employees who do not follow the above procedure. 

• When reporting an absence you will be expected to state, the broad nature of your 

illness, anticipated length of absence or return date if known, if the absence is expected 

to be 7 days or more, what steps are being taken such as GP appointments, details of 

any outstanding or urgent work that needs to be dealt with during your absence, details 

of how you can be contacted if necessary. 

• You must personally inform your line manager as soon as possible of any change in the 

date of your anticipated return to work.   

• For an absence of seven consecutive calendar days or less, you are required to 

telephone your line manager on a daily basis in accordance with the reporting procedure 

set out above (unless or until a fit note has been provided). You must also complete a 

self-certification of sickness absence form immediately on your return to work, this will be 

given to you by payroll. All sickness absences of half a day or more will be recorded and 

you will still have to complete a self cert form. 

• Should your sickness absence be for a period in excess of seven calendar days, you are 

required, as an absolute minimum, to contact your line manager on a weekly basis in 

order to provide an update on your illness or injury. A doctor’s certificate (called a 

statement of fitness for work or “fit note”, if issued by your GP or by a hospital doctor 

where you were a hospital out-patient) must also be obtained. A new statement of fitness 

for work must be submitted to cover each continual period of sickness absence. The 

statement of fitness for work must be forwarded to MVK Payroll as quickly as possible 

and, in any event, no later than the end of the calendar week in respect of which the 

statement applies. 

• You must always provide certificates (either self-certification of sickness absence forms 

or statements of fitness for work) to cover the entire period of your sickness absence 

(subject to the provisions below on the return-to-work plan under the Fit for Work 

scheme).  

• The Company reserves the right to request a statement of fitness for work for any period 

of sickness absence even though this may be less than eight calendar days. If you incur 

a fee in relation to obtaining a statement of fitness for work, the Company will reimburse 

it upon the production of a receipt. 

• Where a statement of fitness for work indicates that you may be fit for work and the 

doctor has suggested ways of helping you get back to work, such as a phased return to 

work, altered hours, amended duties or workplace adaptations, your line manager will 
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discuss the advice on the statement of fitness for work with you and will consider any 

functional comments made by the doctor, any of the return to work tick boxes and any 

other action that could help you return to work despite your illness. The various options 

will be discussed with you and if a return to work is possible, your line manager will 

agree with you a return to work date, any temporary adaptations or adjustments that are 

to be made and for how long and will set a date for review. If you disagree with the 

Company’s proposals to support your to return to work, you will be asked to confirm why 

you believe you cannot return to work despite your doctor’s suggestions. The Company 

reserves the right to obtain further medical evidence, as necessary, such as a medical 

report. If the Company is not able to make any adaptations or adjustments to help you 

return to work, your line manager will explain the reasons for this to you and will set a 

date for review. You may then use the statement of fitness for work as if the doctor had 

advised “not fit for work”.   

• For all periods of sickness absence of a day or longer, your line manager (or Human 

Resources if manager is not available or absence is of concern) will require you to attend 

a “return-to-work” interview on your first day back (or as soon as possible thereafter) to 

discuss the reasons for your absence and whether it was work-related. At the interview, 

you will be advised that your absence record is monitored and recorded in order for the 

Company to manage performance, identify any problem areas and offer support where 

appropriate. You will be asked to explain the reasons for your absence and whether you 

consulted a doctor or attended hospital and you will be requested to complete a self-

certification form for the period of your absence. In the case of frequent or repeated 

absences, your line manager will discuss whether there are any underlying causes for 

the regular absences (in particular, whether they are in any way work-related) and 

explore with you whether there is any apparent pattern of absence. You may also be set 

reasonable targets and time limits for improvement in your attendance and be warned 

that a failure to improve may result in disciplinary action. 

• During any period of sickness absence the Company may telephone you at home within 

business hours (or at a time outside of business hours if agreed by you). For long-term 

sickness absence, your line manager may also request to visit you at home. The 

purpose of either form of contact will be to see if there is anything that the Company can 

do to assist you with a return to work. You are under no obligation to agree to this type of 

request. 

• For long-term sickness absence, or frequent periods of sickness absence, the Company 

may request a medical report from your GP or consultant or alternatively request that 

you visit a doctor selected by the Company to undergo a medical examination. The cost 

of any such report or examination will be met by the Company and you are required to 

co-operate in the obtaining and disclosure of all results and reports to the Company. The 

Company will only request you to undergo a medical examination where reasonable to 

do so.  

• The Company reserves the right to withhold sick pay in circumstances where the 

certification procedure described above has not been followed or where there is 

sufficient reason to doubt the validity of your sickness absence claim. In the latter 

circumstances, the Company may request you to undergo a medical examination by a 

doctor selected by it. 
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• It is Company policy that any employee in receipt of sick pay (including statutory sick pay) is 

prohibited from undertaking any form of paid alternative employment, self-employment or 

voluntary work. Any breach of this rule will be regarded as gross misconduct, which may 

result in your dismissal.  

• On being fit to return to work, you must contact your line manager and let them know as 

far in advance as possible of the proposed date of your return. 

• If you have been suffering from an infectious or contagious disease such as measles or 

chicken pox, or a pandemic virus, you must not report for work until you are medically fit 

to do so.  

• The Company reserves the right to send an employee home if, for any reason, they 

appear to be unfit for work or appear to present a risk to themselves, the workplace, 

other staff members or third parties. These are precautionary measures designed to 

prevent the spread of disease in the workplace and/or further harm to the employee or 

others. 

• Persistent short-term sickness absence is, in the absence of any underlying medical 

condition or other reasonable excuse, a disciplinary matter and will be dealt with in 

accordance with the Company’s disciplinary procedure. If it is subsequently discovered 

that your sickness absence was not genuine, this will also be treated as a disciplinary 

matter. 

• Under this Policy the Company deems absence periods of up to 4 weeks as “Short” and 

absences of 4 consecutive weeks and more as “Long Term”. 

Unauthorised Absence 

Failure to follow the notification procedure will be classed as unauthorised absence; you 

must also contact your Line Manager to advise if you are running late to let them know why/ 

expected time of arrival.  Unauthorised absence/ persistent lateness will be monitored and 

managed accordingly. 

 
The Bradford Factor 
 
The Bradford Factor is a management tool to assist in measuring absence. It is a measure of 
an employee’s irregularity of attendance by combining measures of absence frequency and 
duration. 
 
The Company have agreed trigger points which are 64, 200, 500 and 1500. When a trigger 
point is reached, action must be taken. Such action begins with investigating the situation 
and talking with the employee.   An employee leaving part way through the day will be 
treated as having taken half day or a full day at the discretion of the manager.  Absence due 
to pregnancy or disability is recorded but is not scored; this is not treated in the same way as 
someone with regular sickness absence. A Health & Safety risk assessment will be done for 
a pregnant employee.  
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It must be recognised that each case is determined on its own merit and that higher Bradford 
Factor points may trigger more serious action. For example:  
 

0 - 26 Return to work interview 

27 - 63 
Informal action – Informal discussion likely outcome of which is a letter of 
concern 

64 - 200 Formal action – first written warning 

201 - 500 Formal action – final written warning 

501 - 1500 Dismissal 

 
All absences will be individually considered and therefore discretion in the above trigger 
actions may be applied following consultation by a Line Manager and Human Resources. 
 
It must be stressed that action may be taken prior to these trigger points being reached 
where it is felt appropriate in line with the other Company policies. 
 
Calculation of Bradford factor points 
 
It is calculated by multiplying:  
 
S x S x D = Bradford points  
 
Where S is the number of spells of absence in the last 12 months and D is the total number 
of day’s absence in the last 12 months.  
 
For example, for employees with a total of 10 days absence over the last year, the Bradford 
Score can vary significantly depending on the number of occasions involved in making up 
the 10 days.  
 
Examples:  
1 absence of 10 days is 1 x 1 x 10 = 10 points  
6 absences totalling 10 days is 6 x 6 x 10 = 360 points  
10 absences totalling 10 days is 10 x 10 x 10 = 1000 points  
 
For part-time employees, the number of points required before action is considered will be 
pro rata to the number of shifts worked per week e.g. If action would be taken for a full-time 
employee (5 shifts per week) once they reach 145 points, the same would apply to a part-
time employee working 2 shifts per week, once they reach 58 points (145 divided 5 x 2 = 
58). 
 
Managers must consider any short-term and long-term absences in line with this policy and 
in accordance with the capability and performance policy. 
 
 
Occupational Health 
 
An employee may be referred to company nominated occupational health where this may be 
considered appropriate. The referral will be with the aim of providing the Company with 
expert guidance regarding supporting the employee during their absence, providing 
information regarding any reasonable adjustments to facilitate the employee’s attendance in 
the workplace and/or to provide information to the Company concerning the expected length 
of absence. 
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Company Sick Pay  
 

Period of continuous service Full Pay Half Pay SSP 

First 6 months NIL NIL As per rules governing SSP 

After 6 months but less than 1 year 1 weeks 1 weeks As per rules governing SSP 

At least 1 year but less than 2 2 weeks 2 weeks As per rules governing SSP 

At least 2 years but less than 3 3 weeks 2 weeks As per rules governing SSP 

At least 3 years but less than 4 4 weeks 2 weeks As per rules governing SSP 

At least 4 years but less than 5 6 weeks 2 weeks As per rules governing SSP 

At least 5 years and above 6 weeks 4 weeks As per rules governing SSP 

 
The entitlements are applied on a rolling twelve month basis.  Part-time employees will 
receive company sick pay pro-rated in accordance with their current terms and conditions of 
employment. 
 
Statutory Sick Pay 
 
If an employee is sick for four or more consecutive days, they will be paid Statutory Sick Pay 
(SSP) by us, provided they meet the criteria in the SSP Regulations, subject to their 
compliance with their obligations relating to notification. SSP is paid at current statutory rates 
and is paid for a maximum of 28 weeks.  SSP is treated like wages and is subject to Income 
Tax deductions and National Insurance contributions.   
 
Employees are only entitled to SSP on qualifying days; these are days on which they would 
normally be available for work.  The first three qualifying days of sickness are waiting days. 
SSP is not payable for these. 
 
Where a second or subsequent period of illness or incapacity of more than three days is 
linked to a previous period of illness or incapacity within 56 days, waiting days need not be 
repeated. 
 
In addition although we have no contractual sickness or injury payment scheme, additional 
payments may be made at the discretion of the Managing Director. 
 
An employee can ask to take their paid holiday for the time they are off work sick (for 
example if they do not qualify for sick pay).  Any rules relating to sick leave will still apply. 
 
 
 
 
Access to medical records 
 
Should medical notes be required to enable the Company/Occupational Health advisor to 
review your absence we will gain an employees written consent prior to approaching their 
GP for reports. 
 
Any question regarding this policy should be referred to the Human Resources Director. 
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18)  Annual Leave Policy 

 
Policy Statement  
 
The Company aims to ensure that there is a fair and systematic approach to annual 
leave/holiday management. We are committed to ensuring that we have a fair, effective and 
consistent process in place for managing holiday across the business.  
 
This policy sets out arrangements for salaried staff wishing to take annual leave. 
 
Overall responsibility for the policy lies with the Human Resources (HR) Director in ensuring 
that it complies with current employment legislation. Operational responsibility for the 
effective implementation of the policy lies with the HR Department, Payroll Department, line 
managers and staff. 
 
Roles and Responsibilities  
 
Directors are responsible for ensuring adoption of and adherence to this policy and 
supporting procedures.  
 
All levels of management are responsible for applying this policy and supporting procedures 
fairly and consistently.  
 
Records of all annual leave and actions taken will be kept and monitored on a regular basis.   
 
Managers are responsible for ensuring Payroll has been notified of all requests for annual 
leave as soon as practicably possible.   Payroll is responsible for ensuring that all authorised 
requests are logged on the appropriate system as soon as possible thereby facilitating 
monitoring and accurate production of reports.  
 
The HR Department will be available to provide advice to managers on the application of this 
policy and supporting procedures. 
 
Failure to Comply 
 

Any queries regarding this policy should be referred to the HR Department.  Failure to 
comply with the provisions of this policy may result in disciplinary action being taken. 
 
Procedure 
 
The holiday year begins on 1st January and ends on 31st December each year. 
 
Full-time employees will receive a paid holiday entitlement of between 23 and 28 days 
during each complete holiday year plus the usual public holidays in England and Wales (or 
days in lieu where they are required to work on a public holiday) and part-time employees 
will receive the pro rata equivalent. 
 
If an employee’s employment starts or finishes part way through the holiday year, their 
holiday entitlement during that year shall be calculated on a pro rata basis. 
 
 
New full-time employees will be entitled to either 23 or 25 days’ holiday (plus the usual public 
holidays in England and Wales) per holiday year, as stated in their contract.  Full-time 
employees starting with 23 days will have an extra day added to their annual entitlement 
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after each complete year of service for the first three years.  Full-time employees starting 
with 25 days will have an extra day added to their annual entitlement when they have 
completed three years’ continuous service.  On completion of five years’ continuous service, 
full-time employees will have a paid holiday entitlement of 27 days and on completion of 10 
years’ continuous service full-time employees will have a paid holiday entitlement of 28 days.  
In addition, full-time employees will be entitled to the usual public holidays in England and 
Wales (or days in lieu where they are required to work on a public holiday). Part-time 
employees will receive the pro-rata equivalent of the above entitlements.  
 
c If on termination of employment an employee has any accrued but unused holiday, they 
will be paid a sum equivalent to the value of such holiday (less tax and National Insurance). 
This will be paid at a rate of 1/260th of the employee’s salary (or full-time equivalent salary in 
the case of part-time employees). If on termination of employment an employee has 
exceeded their holiday entitlement for the period worked the Company is entitled to deduct 
the excess holiday pay from any payments due to them calculated at a rate of 1/260th of the 
employee’s salary (or full-time equivalent salary in the case of part-time employees) for each 
excess day. Employees agree to this deduction by accepting the terms of this policy. 
 
Where booked holidays coincide with sickness absence, the absence will be treated as 
holiday and not sickness absence unless the sickness is notified properly to the Company 
and a satisfactory fit note signed by a general practitioner is provided. 
 
Specific conditions applying to annual holiday entitlement 
 
The office closes for the Christmas holidays and this holiday period (excluding public 
holidays) must be taken as annual leave by employees.  The number of days to be taken will 
be announced as early as possible each year.  The remaining holidays may be taken at any 
time during the holiday year subject to the prior agreement of the employee’s line manager 
or the HR Department. 
 
A maximum three days of untaken holiday entitlement in one year may be carried over to the 
next holiday year but must be used by the end of January in the next holiday year.  Any 
holiday entitlement in excess of three days will be lost if not taken by the end of the holiday 
year unless the employee has been prevented from taking it in the relevant holiday year by 
one of the following: a period of sickness absence or statutory maternity, paternity, adoption, 
parental or shared parental leave. In cases of sickness absence, carry-over is limited to four 
weeks’ holiday per year less any leave taken during the holiday year that has just ended. 
Any such carried-over holiday which is not taken within 18 months of the end of the relevant 
holiday year will be lost. 
 
Unpaid Leave 
 
Employees on unpaid leave do not accrue annual leave rights during the period (statutory 
rights excepted). 
  
Holiday pay is paid at normal basic rate. 
 
Holiday Booking Procedure 
 
All requests for holiday should be made in the first instance by email to the Payroll Manager 
(Ruth Williams) who will liaise with the employee’s line manager prior to confirming whether 
a request has been accepted.  Staff can review the Holiday Chart in the Shared Information 
Folder to see potential dates available, however, they should not make any reservations/firm 
plans until holiday has been authorised. 
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Line managers will confirm the holiday with the Payroll/HR Department prior to authorising it 
to an employee. 
 
Holidays will be allocated on a first come first served basis. This is to ensure adequate 
staffing levels and operational efficiency is maintained through the year. The Company will 
not be liable for any losses sustained by individuals as a result of holidays booked before 
requests have been approved.  
 
Generally two weeks’ notice is required of an employee’s intention to take holidays of more 
than one day. For holidays of one day only, one week’s notice is required.  However, the 
Company will always try and be flexible. 
 
The maximum holiday duration is two weeks taken at any one time.  Requests for holidays of 
longer than two weeks’ duration should be submitted in writing to the HR Director. Any such 
request will be considered on its merits and written approval or refusal will be given. 
  
Adverse Weather 

 
When there is adverse weather which forces some or all of our sites to close down we may 
require some flexibility from employees as operational facing staff will experience a dramatic 
downturn in work.  Therefore, we may offer holiday and/or unpaid leave to the majority of 
staff.  Certain staff will receive additional training to enable them to cover/assist other 
positions so that in the event that they cannot do their normal duties they will still be able to 
work. 
 
If an employee is unable to come into work due to severe weather they can request annual 
leave or unpaid leave.  Working time back is not an option.  Certain positions may have 
flexibility to work from home which will depend on the circumstances and must be authorised 
in advance by the HR Department.  Holiday entitlement will normally continue to accrue 
when employees have requested unpaid leave due to adverse weather. 
 
Time Off for Appointments 
 
Time off may be required for medical or dental appointments, or for domestic reasons. 
Where possible, such appointments should be outside normal working hours.  Where such 
time off is required it will only be granted at the discretion of the employee’s line manager. 
 
Pregnant employees will be allowed reasonable paid time off during their pregnancy to 
attend ante-natal appointments. The employee must inform the Company in advance of any 
of these absences and may be required to provide evidence of any such appointments.  
 
Time off will also be granted in accordance with any prevailing legislation for maternity, 
paternity, adoption, parental or shared parental leave.  If employees have any queries about 
any of these they should contact the HR Department. 
 
Buying and Selling Holiday 
 

The Company operates a policy under which employees may be able to ‘buy’ or ‘sell’ a 

portion of their holiday entitlement in a particular holiday year, subject to certain conditions.  

Employees may make a request to buy or sell up to five days’ holiday per holiday year in 
units of one day as long as their overall entitlement (excluding public holidays) does not 
exceed 33 days or fall below 20 days in the case of full-time employees, or the pro rata 
equivalent in the case of part-time employees (e.g. if an employee works part-time three 
days per week, they will be entitled to buy or sell up to three days’ holiday per holiday year). 
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If an employee makes a request to sell days and take any monies released as extra salary, 
such salary would be subject to income tax and employee national insurance. 
 
A request to sell holiday will not be granted where this would take the employee below the 
statutory minimum holiday entitlement (i.e. 28 days in total for full-time employees (which 
can include public holidays) or the pro rata equivalent for part-time employees). 
 
Employees do not have a contractual right to buy or sell holiday. The Company retains the 
discretion at all times to refuse a request. For example, it may decline a request for purchase 
of holidays if this would affect its operations or cause safety concerns and it may refuse a 
request to sell holidays if it does not consider it to be in the employee’s best interests. 
 
Employees can only make requests to sell holidays during the period 1st November to 10th 
December, by emailing Payroll.  To be paid in respect of any sold holiday in the November 
payroll run the sale cut-off date is 13th November.  To be paid in respect of sold holiday in 
the December payroll run the sale cut-off date is 10th December. 
 
If Employees wish to buy holiday the period to advise Payroll is 1st November to 10th 
December and days bought will be added to the next holiday year’s entitlement.  Days that 
have been bought cannot be sold at the end of the year.  The cost of bought days will be 
spread over 12 months and deducted equally over 12 months’ salary payment.  A balancing 
deduction would be made from final salary if required for someone leaving part way through 
the year. 
 
All requests should be made via email to Ruth Williams.  If an employee does not make a 
request they will continue to receive their holiday entitlement as per their employment 
contract. 
 

Once granted, a request to buy or sell holiday cannot be changed during the course of the 

holiday year.  

Once agreed, a request is valid for one holiday year only. Requests to buy or sell annual 

leave in subsequent holiday years must be submitted at the appropriate time. 

The right to request to buy or sell holiday is not currently open to new employees joining the 

Company during the course of the holiday year. They will become eligible to participate in 

this scheme for the following full holiday year.  

Adjustments to pay 

Where an employee buys additional holiday, this will result in a reduction to their monthly 

salary for the whole of the subsequent holiday year.  

The value of a day’s holiday for the purposes of buying or selling is calculated at a rate of 

1/260th of the employee’s salary (or full-time equivalent salary in the case of part-time 

employees) on the day of the request being granted. The money from the sale of any annual 

leave will be paid in a lump sum within the month in which the request was granted.  The 

buying or selling of holiday will amount to a variation of an employee’s contract of 

employment for the relevant holiday year. The employee’s contract of employment will then 

revert to its pre-variation terms at the end of the relevant holiday year.   

Any salary deduction or salary supplement as a result of buying or selling holiday does not 

impact on employees’ pension contributions, bonus potential or other salary-related benefits. 

Any salary supplement as a result of selling annual leave will be subject to income tax and 
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employer and employee National Insurance deductions. 

Leaving employment 

If an employee buys additional annual leave and then leaves employment, where more has 

been collected through salary deduction than the value of additional annual leave taken up 

to the date of termination of their employment, a payment in lieu will be made for the 

difference in line with the rates set out under the heading ‘Procedure’ above. Where the 

value of additional annual leave taken exceeds the value of salary collected through salary 

deduction up to the date of termination of employment, employees will be required to 

reimburse the Company in respect of the cost of the additional annual leave taken and the 

Company shall be entitled to deduct such cost from any payments due to the employee in 

line with the rates set out under the heading ‘Procedure’ above. 

19)  Whistleblowing Policy 
                                                

 (Making a Disclosure in the Public Interest) 
 
Introduction 
 
M.V. Kelly Ltd is committed to the highest standards of openness, probity and accountability.  
 
An important aspect of accountability and transparency is a mechanism to enable staff and 
other members of the Company to voice concerns in a responsible and effective manner. It 
is a fundamental term of every contract of employment that an employee will faithfully serve 
his or her employer and not disclose confidential information about the employer’s affairs. 
Nevertheless, where an individual discovers information which they believe shows serious 
malpractice or wrongdoing within the organisation then this information should be disclosed 
internally without fear of reprisal, and there should be arrangements to enable this to be 
done independently of line management (although in relatively minor instances the line 
manager would be the appropriate person to be told).  
 
The Public Interest Disclosure Act, which came into effect in 1999, gives legal protection to 
employees against being dismissed or penalised by their employers as a result of publicly 
disclosing certain serious concerns. The Company has endorsed the provisions set out 
below so as to ensure that no members of staff should feel at a disadvantage in raising 
legitimate concerns. 
 
It should be emphasised that this policy is intended to assist individuals who believe they 
have discovered malpractice or impropriety. It is not designed to question financial or 
business decisions taken by the Company nor should it be used to reconsider any matters 
which have already been addressed under harassment, complaint, disciplinary or other 
procedures. Once the "whistleblowing” procedures are in place, it is reasonable to expect 
staff to use them rather than air their complaints outside the Company. 
 
Scope of Policy 
 
This policy is designed to enable employees of the Company to raise concerns internally and 
at a high level and to disclose information which the individual believes shows malpractice or 
impropriety. This policy is intended to cover concerns which are in the public interest and 
may at least initially be investigated separately but might then lead to the invocation of other 
procedures e.g. disciplinary. These concerns could include 
 

• Financial malpractice or impropriety or fraud  
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• Failure to comply with a legal obligation or statutes  

• Dangers to Health & Safety or the environment  

• Criminal activity  

• Improper conduct or unethical behaviour  

• Attempts to conceal any of these 
 
 
Safeguards 
 
i. Protection 
 
This policy is designed to offer protection to those employees of the Company who disclose 
such concerns provided the disclosure is made: 
 

• in good faith  

• in the reasonable belief of the individual making the disclosure that it tends to 
show malpractice or impropriety and if they make the disclosure to an appropriate 
person (see below). It is important to note that no protection from internal 
disciplinary procedures is offered to those who choose not to use the procedure. 
In an extreme case malicious or wild allegations could give rise to legal action on 
the part of the persons complained about.  

 
ii. Confidentiality 
 
The Company will treat all such disclosures in a confidential and sensitive manner. The 
identity of the individual making the allegation may be kept confidential so long as it does not 
hinder or frustrate any investigation. However, the investigation process may reveal the 
source of the information and the individual making the disclosure may need to provide a 
statement as part of the evidence required. 
 
iii. Anonymous Allegations 
 
This policy encourages individuals to put their name to any disclosures they make. Concerns 
expressed anonymously are much less credible, but they may be considered at the 
discretion of the Company. 
 
In exercising this discretion, the factors to be taken into account will include: 
 

• The seriousness of the issues raised  

• The credibility of the concern  

• The likelihood of confirming the allegation from attributable sources  
 

iv. Untrue Allegations 
 
If an individual makes an allegation in good faith, which is not confirmed by subsequent 
investigation, no action will be taken against that individual. In making a disclosure the 
individual should exercise due care to ensure the accuracy of the information. If, however, 
an individual makes malicious or vexatious allegations, and particularly if he or she persists 
with making them, disciplinary action may be taken against that individual. 
 

Procedures for Making a Disclosure 
 

On receipt of a complaint of malpractice, the member of staff who receives and takes note of 
the complaint, must pass this information as soon as is reasonably possible, to the 
appropriate designated investigating officer as follows: 
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• Complaints of malpractice will be investigated by the appropriate Director unless 
the complaint is against the Director or is in any way related to the actions of the 
Director. In such cases, the complaint should be passed to the Managing Director 
for referral.  

• In the case of a complaint, which is any way connected with but not against the 
Director, the Managing Director will nominate a Senior Manager to act as the 
alternative investigating officer.  

• Complaints against the Managing Director should be passed to the Owners who 
will nominate an appropriate investigating officer.  

• The complainant has the right to bypass the line management structure and take 
their complaint direct to the Owners who have the right to refer the complaint 
back to management if they feel that the management without any conflict of 
interest can more appropriately investigate the complaint.  

 
Should none of the above routes be suitable or acceptable to the complainant, then the 
complainant may approach one of the following individuals who have been designated as 
independent points of contact under this procedure. They can advise the complainant on the 
implications of the legislation and the possible internal and external avenues of complaint 
open to them: 
 

1 Kelly McLeod  

2 Emma Harris 

 

If there is evidence of criminal activity then the investigating officer should inform the police. 
The Company will ensure that any internal investigation does not hinder a formal police 
investigation. 
 
Timescales 
 
Due to the varied nature of these sorts of complaints, which may involve internal 
investigators and / or the police, it is not possible to lay down precise timescales for such 
investigations. The investigating officer should ensure that the investigations are undertaken 
as quickly as possible without affecting the quality and depth of those investigations. 
 
The investigating officer, should as soon as practically possible, send a written 
acknowledgement of the concern to the complainant and thereafter report back to them in 
writing the outcome of the investigation and on the action that is proposed. If the 
investigation is a prolonged one, the investigating officer should keep the complainant 
informed, in writing, as to the progress of the investigation and as to when it is likely to be 
concluded. 
 
All responses to the complainant should be in writing and sent to their home address. 
 
 
Investigating Procedure  
 
The investigating officer should follow these steps: 
 

• Full details and clarifications of the complaint should be obtained.  

• The investigating officer should inform the member of staff against whom the 
complaint is made as soon as is practically possible. The member of staff will be 



HR115/ Employee Handbook Template/ Author- Julie Kelly/ Authorised – Julie Kelly/ January 2018  
52 

informed of their right to be accompanied by a trade union or other representative 
at any future interview or hearing held under the provision of these procedures.  

• The investigating officer should consider the involvement of the Company 
auditors and the Police at this stage and should consult with the Board of 
Directors/ Managing Director or Owners as appropriate.  

• The allegations should be fully investigated by the investigating officer with the 
assistance where appropriate, of other individuals / bodies.  

• A judgement concerning the complaint and validity of the complaint will be made 
by the investigating officer. This judgement will be detailed in a written report 
containing the findings of the investigations and reasons for the judgement. The 
report will be passed to the Board of Directors/ Managing Director or Owners as 
appropriate.  

• The Board of Directors/ Managing Director or Owners will decide what action to 
take. If the complaint is shown to be justified, then they will invoke the disciplinary 
or other appropriate Company procedures.  

• The complainant should be kept informed of the progress of the investigations 
and, if appropriate, of the final outcome.  

• If appropriate, a copy of the outcomes will be passed to the Company Auditors to 
enable a review of the procedures.  

 
If the complainant is not satisfied that their concern is being properly dealt with by the 
investigating officer, they have the right to raise it in confidence with the Board of Directors/ 
Managing Director or Owners, or one of the designated persons described above. 
 
If the investigation finds the allegations unsubstantiated and all internal procedures have 
been exhausted, but the complainant is not satisfied with the outcome of the investigation, 
the Company recognises the lawful rights of employees and ex-employees to make 
disclosures to prescribed persons (such as the Health and Safety Executive, the Audit 
Commission, or the utility regulators), or, where justified, elsewhere. 
 

20)  Disciplinary Policy 
 

                       
The aim of our rules and procedures is to encourage improvement in the conduct and/or 
performance of individuals where they fail to meet the required standards, not as a means of 
punishment. 
 
Every effort will be taken to ensure that action under this procedure is fair and reasonable. 
 
Where possible we will take informal action, where this is not possible or has been 
exhausted we will ensure that we will: 
 

• Act consistently 

• Carry out any necessary investigations 

• Inform employee’s of the basis of the problem and give an opportunity to put their 
case in response before any decisions are made 

• Allow employees to be accompanied at any formal disciplinary meeting 

• Allow employees to appeal against any formal decision made 
 
ESTABLISH THE FACTS 
It is important that we carry out necessary investigations of potential disciplinary matters 
without unreasonable delay to establish the facts of the case.  In some cases this will require 
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the holding of an investigatory meeting with the employee before proceeding to any 
disciplinary hearing.  In others, the investigatory stage will be the collation of evidence by the 
Company for use at any disciplinary hearing. 
 
In misconduct cases, where practicable, different people should carry out the investigation 
and disciplinary hearing. 
 
If there is an investigatory meeting this should not by itself result in any disciplinary action.  
 
Sometimes it may be necessary to suspend an employee during the course of an 
investigation to avoid a potentially difficult situation or to allow a full and uninterrupted 
investigation to take place or where the facts, if proved, may result in dismissal. 
 
Suspension will be on full pay and is a temporary measure to allow an investigation and is 
not a form of disciplinary action or a penalty of any kind. It does not prejudice employee’s 
rights and should not be seen as a presumption of guilt.  Should an employee suspended 
from employment be signed off work by a GP then pay will be in accordance with our 
Absence Policy. 
 
INFORM THE EMPLOYEE OF THE PROBLEM 
If it is decided that there is a disciplinary case to answer, the employee will be notified of this 
in writing. This notification will contain sufficient information about the alleged misconduct or 
poor performance and its possible consequences to enable the employee to prepare to 
answer the case at a disciplinary meeting. We will provide copies of any written evidence, 
which may include any witness statements, with the notification. 
 
The notification will also give details of the time and venue for the disciplinary meeting and 
advise the employee of their right to be accompanied at the meeting. 
 
MEETING 
The meeting will be held without unreasonable delay whilst allowing the employee 
reasonable time to prepare their case. 
 
Employees (and their companions) should make every effort to attend the meeting. At the 
meeting we will explain the complaint against the employee and go through the evidence 
that has been gathered.  
 
The employee will be allowed to set out their case and answer any allegations that have 
been made. The employee will also be given a reasonable opportunity to ask questions, 
present evidence and call relevant witnesses. The employee will be given an opportunity to 
raise points about any information provided by witnesses. If the Company or employee 
intends to call relevant witnesses they must give advance notice that they intend to do this. 
 
RIGHT TO BE ACCOMPANIED AT THE MEETING 
Employees have a statutory right to be accompanied by a companion where the disciplinary 
meeting could result in: 
• A formal warning being issued; or 
• The taking of some other disciplinary action; or 
• The confirmation of a warning or some other disciplinary action (appeal hearings). 
 
The chosen companion may be a fellow worker, a trade union representative, or an official 
employed by a trade union. A trade union representative who is not an employed official 
must have been certified by their union as being competent to accompany a worker. 
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To exercise the statutory right to be accompanied workers must make a reasonable request. 
What is reasonable will depend on the circumstances of each individual case. However, it 
would not normally be reasonable for workers to insist on being accompanied by a 
companion whose presence would prejudice the hearing nor would it be reasonable for a 
worker to ask to be accompanied by a companion from a remote geographical location if 
someone suitable and willing was available on site. 
 
The companion should be allowed to address the hearing to put and sum up the worker’s 
case, respond on behalf of the worker to any views expressed at the meeting and confer 
with the worker during the hearing. 
 
The companion does not, however, have the right to answer questions on the worker’s 
behalf, address the hearing if the worker does not wish it or prevent the employer from 
explaining their case. 
 
The companion will be allowed time off work with pay to undertake this role. 
 
The employee must take all reasonable steps to attend this meeting. If an employee cannot 
attend, they should inform the person who has written to them inviting them to the meeting, 
in advance whenever possible, so that the meeting can be re-scheduled to another date or 
time. 
 
If an employee fails to attend through circumstances beyond their control and unforeseeable 
at the time the meeting was arranged we will arrange another meeting.  A decision may be 
taken in the absence of an employee if they fail to attend the rearranged meeting without 
good reason.   
 
If a companion cannot attend on the proposed date, then the employee can suggest another 
date so long as it is reasonable and is not more than five working days after the date we 
originally proposed.  This five day limit can only be extended by mutual agreement. 
 
Where there has been a Disciplinary Meeting we may need to undertake further 
investigations.  In these circumstances the employee will be invited to a second disciplinary 
meeting.  This will be to discuss the outcome of further investigations before a final decision 
is made. 
 
DECIDE ON APPROPRIATE ACTION 
After the meeting we will decide whether or not disciplinary or any other action is justified 
and  inform the employee accordingly in writing. 
 
Where misconduct is confirmed or the employee is found to be performing unsatisfactorily it 
is usual to give the employee a written warning.  
 
A further act of misconduct or failure to improve performance within a set period would 
normally result in a final written warning. 
 
If an employee’s first misconduct or unsatisfactory performance is sufficiently serious, it may 
be appropriate to move directly to a final written warning. This might occur where the 
employee’s actions have had, or are liable to have, a serious or harmful impact on the 
Company. 
 
A first or final written warning will set out the nature of the misconduct or poor performance 
and the change in behaviour or improvement in performance required (with timescale). The 
employee will be told how long the warning will remain current.  
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The employee will be informed of the consequences of further misconduct, or failure to 
improve performance, within the set period following a final warning. For instance that it may 
result in dismissal or some other contractual penalty such as demotion or loss of seniority. 
 
In cases of dismissal the employee will be informed as soon as possible of the reasons for 
the dismissal, the date on which the employment contract will end; the appropriate period of 
notice and their right of appeal.  We reserve the right to place the employee on garden leave 
or to give alternative duties during the notice period. 
 
Some acts, termed gross misconduct, are so serious in themselves or have such serious 
consequences that they may call for dismissal without notice for a first offence. But a fair 
disciplinary process will always be followed, before dismissing for gross misconduct. 
 
APPEALS 
Where an employee feels that disciplinary action taken against them is wrong or unjust they 
should appeal against the decision. Appeals will be heard without unreasonable delay.  
Employees must let the Company know the grounds for their appeal in writing. 
 
The appeal will be dealt with impartially and wherever possible, by a manager who has not 
previously been involved in the case. 
 
Workers have a statutory right to be accompanied at appeal hearings (as per previous). 
 
Employees will be informed in writing of the results of the appeal hearing as soon as 
possible. 
SCIPLINARY AND GRIEVANCE PROCEDURES 7 
Alternative Penalties 
 
Disciplinary action may also include demotion or transfer to new duties whether or not at a 
lower grade, or transfer to another work location without relocation expenses or excess 
travel.  If the right to demote the employee is exercised we retain the right to alter their pay 
and benefits accordingly without compensation.  Where this is the outcome the employee 
will be advised in writing.  The employee should also note that if demotion takes place, the 
contract of employment with us remains unbroken. 
 
Employee’s with less than two year’s service  
 
The Company reserves the right not to apply this disciplinary procedure to any employee 
who has less than two years continuous service.   For the absolute avoidance of doubt this is 
non contractual for any employee with less than two years service. 
 
GROSS MISCONDUCT 
 

Where an employee is found guilty of gross misconduct it is our standard Company policy for 
the employee to be summarily dismissed. 
 
The following are examples of conduct that are considered to amount to gross 
misconduct. This is not an exhaustive list. 
 

• A serious or wilful breach of the misconduct rules; 
 

• An act of dishonesty, or indecent or immoral behaviour; 
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• Intoxication, either caused by alcohol or drugs, dangerous behaviour, fighting or physical 
assault; 

 

• Deliberate falsification of any records, including time sheets, absence records etc, in 
respect of yourself or a fellow employee; 

 

• The theft of money or property, whether this belongs to us, a fellow employee, or any 
third party; 

 

• Gross negligence 
 

• The destruction, damage or sabotage of our property, or any property on our premises; 
 

• Infringement of the health and safety rules,  
 

• Insubordination and / or the refusal to carry out legitimate instructions given by a 
supervisor or manager; 
 

• Any breach of a statute which directly affects your ability to carry out your duties and / or 
the desired characteristics of your position; 
 

• Unauthorised use of software, illegally copying software, gaining unauthorised access to 
a computer or a file on a computer, or committing any other breach of data security rules 
laid down by statute or the Company. This includes (but is not limited to) sending 
offensive or inappropriate emails or accessing, downloading, viewing or distributing 
offensive, unsuitable, obscene or pornographic web-pages or material from the internet; 
 

• Unauthorised use of labour, plant, materials for non company works.  In addition to 
disciplinary proceedings in the case of theft and/or criminal conduct it is company policy 
to prosecute; 
 

• Posting, participating in and any other involvement with external internet sites such as 
blogs, social networks, chat rooms or other internet forums where derogatory, 
disparaging and / or any other offensive content or information of a confidential nature 
concerning the Company, it’s employees, officers, agents, customers or suppliers is 
published; 
 

• A serious breach of the data protection regulations;  
 

• Serious abuse or wilful misuse of employee’s personal information; 
 

• Any criminal conduct that affects the ability or suitability for your continued employment; 
 

• Assisting, encouraging or procuring any other member of staff to commit any act which 
would justify gross misconduct; 
 

• Breaches of the Equal Opportunities Policy including but not limited to harassment, 
discrimination or bullying of employees, customers, clients or suppliers; 
 

• Bringing the Company into disrepute, whether in the workplace or when the employee is 
acting in a capacity where they are representing the Company, including work functions; 
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• Taking Company information or supplying it to a third party. 
 

• Failure to comply with the Bribery policy. 
                      

21)  Grievance Procedure 

GRIEVANCE RULES & PROCEDURES 

Policy 

The primary purpose of this grievance procedure is to enable staff to air any concerns that 

they may have about practices, policies or treatment from other individuals at work or from 

the Company, and to produce a speedy resolution where genuine problems exist. It is 

designed to help all employees to take the appropriate action, when they are experiencing 

difficulties, in an atmosphere of trust and collaboration. 

Although it may not be possible to solve all problems to everyone’s complete satisfaction, 

this policy forms an undertaking by the Company that it will deal objectively and 

constructively with all employee grievances, and that anyone who decides to use the 

procedure may do so with the confidence that their problem will be dealt with fairly. 

This grievance procedure is not a substitute for good day-to-day communication in the 

Company where we encourage employees to discuss and resolve daily working issues in a 

supportive atmosphere. Many problems can be solved on an informal footing very 

satisfactorily if all employees are prepared to keep the channels of communication between 

themselves open and working well. This procedure is designed to deal with those issues that 

need to be approached on a more formal basis so that every route to a satisfactory solution 

can be explored and so that any decisions reached are binding and long lasting. 

This grievance procedure is entirely non-contractual and does not form part of an 

employee’s contract of employment. 

Procedure 

If you cannot settle your grievance informally, you should raise it formally. This procedure 

has been drawn up to establish the appropriate steps to be followed when pursuing and 

dealing with a formal grievance. 

Stage 1 

In the event of your having a formal grievance relating to your employment you should, in the 

first instance, put your grievance in writing and address it to your line manager, making clear 

that you wish to raise a formal grievance under the terms of this procedure. Where your 

grievance is against your line manager, your complaint should be addressed to an 

alternative manager or to the human resources department. This grievance procedure will 

not be invoked unless you raise your grievance in accordance with these requirements. 

A manager (who may not be the manager to whom your grievance was addressed) will then 

invite you to attend a grievance meeting to discuss your grievance and you have the right to 

be accompanied at this meeting by a trade union official or a fellow employee of your choice. 

Every effort will be made to convene the grievance meeting at a time which is convenient for 

you and your companion to attend. If this means that the meeting cannot be held within a 
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reasonable period (usually within five working days of the original date set), we ask that you 

make arrangements with another companion who is available to attend. Any employee who 

is chosen to accompany another in a grievance hearing is entitled to take paid time off for 

this purpose. 

You must make every effort to attend the grievance meeting.   

At the meeting, you will be permitted to explain your grievance and how you think it should 

be resolved. 

Following the meeting, the Company will endeavour to respond to your grievance as soon as 

possible and, in any case, within five working days of the grievance meeting. If it is not 

possible to respond within this time period, you will be given an explanation for the delay and 

be told when a response can be expected. You will be informed in writing of the Company’s 

decision on the grievance and notified of your right to appeal against that decision if you are 

not satisfied with it.  

Stage 2 

In the event that you feel your grievance has not been satisfactorily resolved, you may then 

appeal in writing to a Director of the Company within five working days of the grievance 

decision. You should also set out the grounds for your appeal. 

On receipt of your appeal letter, a more senior manager or a Director (who again may not be 

the person to whom your appeal was addressed) shall make arrangements to hear your 

grievance at an appeal meeting and at this meeting you may again, if you wish, be 

accompanied by a trade union official or a fellow employee of your choice.  

You must make every effort to attend the grievance appeal meeting. 

Following the meeting, the senior manager or Director will endeavour to respond to your 

grievance as soon as possible and, in any case, within five working days of the appeal 

hearing. If it is not possible to respond within this time period, you will be given an 

explanation for the delay and be told when a response can be expected. You will be 

informed in writing of the Company’s decision on your grievance appeal.  

This is the final stage of the grievance procedure and the Company’s decision shall be final. 

Disciplinary issues 

If your complaint relates to your dissatisfaction with a disciplinary, performance review or 

dismissal decision, you should not invoke the grievance procedure but should instead appeal 

against that decision in accordance with the appeal procedure with which you will have been 

provided. 

In the event that the Company discovers a grievance previously raised by you is malicious, 

fabricated or falsified it reserves the right to take disciplinary action against you. Please note 

that this could result in your dismissal for gross misconduct.  

Where grievance and disciplinary issues overlap it may be appropriate to deal with them in 

the course of one meeting. 



HR115/ Employee Handbook Template/ Author- Julie Kelly/ Authorised – Julie Kelly/ January 2018  
59 

22)  Bribery Policy  
M.V. Kelly Limited is a civil engineering and building company specialising in infrastructure, 
groundworks and associated services.  This policy applies to all Company employees; sub 
contractors and self-employed persons and is to ensure that we uphold one of our core 
values of responsible and fair business practices. 
 
The Company has a zero tolerance policy towards bribery and corruption and is committed 
to acting fairly and with integrity in all our business dealings and relationships.    
 
We will; 
 

• Ensure compliance with anti-bribery laws, rules and regulations. 

• Enable employees and any persons associated with the Company to understand the 
risks associated with bribery and encourage them to be vigilant and effectively 
recognise, prevent and report any wrongdoing, whether by themselves or others. 

• Provide suitable and secure reporting and communication channels and ensure that 
information is properly and effectively dealt with. 

• Create and maintain a vigorous framework for dealing with any suspected instances 
of corruption or bribery. 

 
It is an offence to: 
 

• Offer, promise or give a financial reward or other advantage (i.e. bribe a person) with 
the intention of inducing or rewarding improper conduct.  

• Request, agree to receive or accept a financial or other advantage (i.e. receive a 
bribe) for or in relation to improper conduct. 

• Bribe a foreign public official. 

• Bribe another person in the course of doing business intending either to obtain or 
retain business, or to obtain or retain an advantage in the conduct of business for the 
company.  The Company can be liable for this offence where it has failed to prevent 
such bribery (unlimited fine). 

 
Employees, sub contractors, self employed persons or other associated persons are 
required to; 
 

• Comply with any anti-bribery and anti-corruption legislation that applies in any 
jurisdiction in any part of the world in which they might be expected to conduct 
business. 

• Act honestly, responsibly and with integrity. 

• Safeguard and uphold the Company’s core values by operating in an ethical, 
professional and lawful manner at all times. 

 
As a commercial business we understand the need to uphold good relationships within the 
sector and individuals must apply knowledge, common sense and correct behavior when 
developing good relationships with clients.  Reasonable hospitality aimed at meeting, 
networking and improving relationships with customers is a normal part of business and we 
will not penalise this, hospitality will be proportionate and reasonable. 
 
Reporting/ Action 
 
You must immediately disclose to your line manager or a Director any knowledge or 
suspicion you may have that you, or any other employee, sub contractor, self employed or 
associated person has plans to offer, promise or give a bribe or to request, agree to receive 
or accept a bribe in connection with the business of the Company.  For the avoidance of 
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doubt this includes reporting your own wrongdoing.  You may choose to refer to the 
Whistleblowing Policy. 
 
Be vigilant and report any unlawful conduct, suspicions or concerns promptly.  The company 
will act in confidence and support anyone who raises a genuine concern in good faith under 
this policy even if it turns out to be mistaken.  Under no circumstances will the Company 
accept bribery (actual or attempted) hence there is no need for a transaction to have actually 
been completed. 
 
Any breach of this policy will constitute a disciplinary offence for employees and will be dealt 
with in accordance with the Company’s disciplinary procedure and may be considered as 
Gross Misconduct.   For non employees a breach of this policy could lead to the suspension 
or termination of any contract, sub contract or other agreement.   
 
Bribery is a serious offence for which you can be held personally responsible.  If found guilty 
there are severe penalties including imprisonment for a term not exceeding 12 months on 
summary conviction , or to a fine not exceeding the statutory maximum or to both.  For 
conviction on indictment the penalty is imprisonment for a term not exceeding 10 years, or a 
fine or both. 
 
Implementation 
 
All supervisors/foremen, managers and directors are responsible for implementing this 
policy.   In the event of any difficulty in implementing this policy, the matter should be 
referred to one of the Directors who will take immediate action. 
 
This statement of company policy will be made available to all interested parties on request. 
 
M.V. Kelly Limited is committed to continual improvement in our corporate policies and our 
objectives will be monitored for achievement through the Management Review Process. 
 

This policy will be reviewed regularly in light of changes to legislative requirements and as a 
result of monitoring the system for effectiveness or other requirements. 
 
                                                      

23)  Gifts & Hospitality Policy  

                                           
Statement of Policy 
 
The purpose of this policy is to ensure that staff and other representatives of M.V. Kelly Ltd 
understand the Company rules regarding gifts and hospitality and ensures that ethical 
business practices are followed in relation to gifts and hospitality.  It may be read in 
conjunction with the Expenses and Bribery Policy. 
 
From time to time, employees may be offered gifts or hospitality by M.V. Kelly Ltd customers 
or business associates.  Similarly, an employee may wish on behalf of the company to offer 
gifts or hospitality to M.V. Kelly Ltd customers or business associates.  A gift is given without 
the expectation of receiving anything in return and may include hospitality or services. 
 
Employees must not ever make improper use of their position within M.V. Kelly Ltd to 
request or obtain gifts and/ or favours from any individual or company that currently does or 
may wish to do business with M.V. Kelly Ltd.  This policy applies even if the gift or hospitality 
is offered outside of the workplace and applies whether the employee is a potential donor or 
recipient.   
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Gifts & Hospitality 
 
It is important that gifts or hospitality are not allowed to influence or be perceived by others 
to have been influenced in making a business decision.  Any gifts/ hospitality must be 
managed openly to avoid any claims of bribery. 
 
For the purpose of this policy, gifts include (but are not exclusive to) items such as bottles of 
wine, hampers, building materials and/or services, branded gifts and gift vouchers. 
 
For the purpose of this policy, hospitality includes (but is not exclusive to) meals, overnight 
stays, and sporting events (e.g. golf days, rugby, cricket and football matches.)  
 
Employees should consult with their line manager prior to accepting any offer of a gift.   
 
If an employee feels that a gift would be significantly more generous than anything M.V. 
Kelly would be likely to provide then as a general principal, these gifts or hospitality should 
be declined. Any offer of a cash gift must be disclosed to the Managing Director as it is 
unlikely that this would be considered a gift within the terms of this policy. 
 
If the employee or the line manager considers that the gift might constitute a bribe or other 
inducement, the employee will be asked to forward the gift to the line manager, who will 
return it to the sender together with a suitable letter explaining the company’s policy and 
asking that it be respected in future. 
 
Where a gift or hospitality is offered the offer must always be made known to a Director or a 
member of the Senior Management Team if a Director is not available before the gift is 
accepted. 
 
Any gift must be unsolicited and not given in return for our service. 
 
Promotional gifts  
 
This policy does not apply to promotional gifts, such as stationery, pens or mugs that bear 
the logo or company name of another organisation, provided that these have minimal 
significant value. These items should be shared amongst other employees where 
appropriate. Note that the a Director or member of the Senior Management Team may 
decide that a gift or gifts should be divided amongst team members, offered as an incentive 
prize or saved as a charity donation prize/ used to raise funds for charities.   
 
 
 
Offering gifts or hospitality on behalf of M.V. Kelly Ltd 
 
A number of employees may find themselves in a role where they offer gifts or hospitality to 
third parties such as client representatives. This will not apply to most staff and is generally 
intended to affect the Directors and commercial department. 
 
To maintain good relations these staff are allowed to offer gifts and hospitality to a customer, 
supplier or other business contact provided that it is appropriate to MV Kelly Ltd.’s business 
interests and not intended to induce improper conduct or decisions. 
 
When making these offers, employees should be confident that these gifts or events are 
offered in the interests of good business relationships and are not being offered with any 
expectation of receiving anything in return.  
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Any employee who has concerns that a gift or hospitality has been offered with an 
expectation of something in return (a bribe), should refer to the Whistle blowing policy.  
 
Non-Compliance with M.V. Kelly Ltd policy  
 
Failure to comply with the Company policy on gifts and hospitality will be considered to be a 
disciplinary matter and subject to the disciplinary procedure. Failure to comply includes 
accepting gifts or hospitality of any value without declaring them to the company; accepting 
gifts or hospitality (including building materials and services) above an acceptable value.  
 
If any manager is concerned that an employee has failed to comply with the policy, they 
should consult HR in the first instance.  
 
Conclusion  
 
The above policy provides a general outline of M.V. Kelly Ltd Gifts and Hospitality. Further 
guidance is available from the HR Department.                                            
 
                                                                                                         

24)  Expenses Policy  
 
The purpose of this policy is to ensure that staff are reimbursed for all expenditure 
reasonably incurred in the performance of their duty.  This policy sets out the procedure for 
claiming expenses at MV Kelly Ltd.   
 
Only expenses which have been pre-authorised (in principle) will be paid.  Expenses should 
be submitted monthly or as soon as possible after they have been incurred for one off 
claims, using the relevant Expense Claim form stored in the HR Folder. 
 
All claims should be accompanied by original receipts which should be a VAT receipt when 
required.   
 
Travel 
 
Employees who receive any form of expense or payment in relation to cars should refer to 
the Car Policy.  
 
Should there be a requirement to travel by rail then tickets should if possible be booked by 
the Company.  If this is not possible and you have to book rail tickets we will not pay First 
Class unless this has been expressly authorised by a Director. 
 
Reasonable car parking expenses incurred whilst on business will be paid.  Toll/ Congestion 
Charges will only be paid where the level of the expense outweighs alternative routes/ travel 
options. 
 
Fines in relation to driving/ parking offences must be paid by the individual promptly.  If the 
Company has to pay on behalf of an employee (due to lease agreements etc) then we will 
deduct from the employee in accordance with our statement on lawful deduction from 
wages.  We will not cover parking fines/ fines in relation to driving offences no matter how or 
when they are incurred. 
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Overnight Accommodation 
 
When incurred as a business expense, overnight accommodation which has been 
authorised should be paid by the Company in advance. If an employee has to incur the 
expense they must ensure it has been preauthorised and submit an expense form with 
accompanying receipts. 
 
Business Phone Calls 
 
It is not envisaged that employees will have to incur the cost of business phone calls.  If this 
does happen we will meet the cost of business calls only on production of an itemised bill 
which clearly highlights business usage. 
 
Hospitality and Entertainment 
 
MV Kelly recognises that it is necessary to provide business hospitality.  Authorised 
employees who are required to entertain clients on behalf of the Company or otherwise to 
incur expenses on the Company’s behalf can do so.  Expenses must be claimed on the 
expense claim form, supported by receipts.   
 
Staff Entertaining 
 
Any staff entertaining must be approved in advance.  Where possible the cost should be met 
by the Company, otherwise by the most senior person in attendance and claimed back by 
expenses. 
 
Working from Home 
 
The facility to work from home is deemed to be something which is provided to enable 
flexibility to the employee rather than a necessity therefore the Company will not pay for 
provision of IT equipment, related services or additional household expenses believed to 
have been incurred due to working from home. 
 
Eye Tests 
 
For expenses incurred in relation to these please refer to the Eye Test form stored in the 
Human Resources Folder or speak with a member of the HR department. 
 
Subscriptions to Professional Organisations 
 
We will only pay these in exceptional circumstances and employees should be aware that 
there may be a taxable benefit to consider in these circumstances.  These will only be paid 
with the express permission of a Director. 
 
General 
 
All expense claims must be authorised by a Director or the relevant departmental line 
manager who will ensure that they are satisfied with it or reject it/ return it for correction prior 
to submitting to the Accounts Department. 
 
The Accounts Department is responsible for confirming authorisation and processing.  
Payment will be made by the Accounts Department from the Company petty cash account or 
the claim will be passed to the Payroll Department for payment with the employee’s salary 
payment.  Accounts/ Payroll will refer any query to the relevant Director. 
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If you need help completing an expenses claim or verifying what is or is not allowable please 
contact the Accounts Department or Payroll Department in the case of milage claims. Failure 
to comply with this policy may be treated as a disciplinary matter.  For the avoidance of 
doubt, if having held a proper and fair investigation an employee is found to have made a 
claim which is found to be false that will be considered gross misconduct.                      

                     

25)  Quality Policy  
 
Statement of policy 
M.V. Kelly Limited is a civil engineering and building company specialising in infrastructure, 
groundworks and associated services. The Company recognises its responsibility to provide 
a quality product and service to its clients and the end user. M.V.Kelly Limited will 
consistently provide products and services that meet or exceed the requirements and 
expectations of our customers. We will actively pursue quality improvements through 
programs that enable each employee to do their job right the first time and every time. 
 
All work will be carried out in accordance with applicable legislation, regulations and client 
requirements on quality and specification. 
 
M.V. Kelly Limited has the following quality objectives: 
 

• Meet and exceed client expectations for quality service, product and delivery. 

• Assist clients in meeting their own quality objectives by advising on material selection 
and supply. 

• Provide a Customer Care Champion to assist with monitoring and resolution of any 
quality issues. 

 
Implementation 
Management and supervisory staff have responsibility for implementing this policy 
throughout the Company and must ensure that quality issues are always considered in the 
planning and day to day supervision of work.   
 
All employees and sub contractors are expected to co-operate with the Company in carrying 
out this policy and must ensure that their own work is carried out in accordance with the 
specified requirements.  All employees recognise that this commitment is paramount in 
ensuring that our client requirements are met and exceeded where possible. 
 
The Directors have appointed a Director responsible for quality that has particular 
responsibility for quality issues and to whom reference must be made in the event of any 
difficulty in implementing this policy. 
 
This statement of company policy will be displayed prominently at all sites and workplaces 
and will be made available to all interested parties on request. 
 
M.V. Kelly Limited is committed to continual improvement in our quality performance and our 
quality objectives will be monitored for achievement through the Management Review 
Process. 
 
This quality policy will be reviewed regularly in light of changes to legislative requirements, 
as a result of monitoring the system for effectiveness or other requirements. 
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26)  Study Policy  

 
M.V. Kelly Ltd recognises a joint interest in providing support to employees seeking to 
acquire appropriate development and professional qualifications. 

 
Purpose 
 
The purpose of these guidelines is to promote employee development and the attainment of 
high professional standards throughout the company. 

 
Policy 
 
Employees with a minimum of 26 weeks continuous service have the right to request time off 
work for study or training providing that it is for the purpose of improving effectiveness at 
work and the performance of our business.  This is not an automatic entitlement.  Employees 
must have provided evidence of initial and continuing commitment to any agreed course of 
study, their own satisfactory work performance and how training will meet the needs of the 
business.  Some employee’s may be requested to consider undertaking training by the 
company to enhance their performance or role. 
 
The amount of time given off work to attend courses, prepare for and sit first attempt 
examinations is at the discretion of the Human Resources Director.  Generally you will be 
given the time to attend the training, day release etc. at full pay but additional study should 
be completed in your own time.  You will be allowed time off work for exam’s but additional 
preparation / revision is expected to be completed in your own time. 

 
Reimbursement of fees and costs 
 
The Company may reimburse authorised courses, tuition, books and examination fees up to 
an agreed amount.  Any costs exceeding these will only be reimbursed in exceptional 
circumstances. 
 
The employee is generally responsible for any travelling expenses incurred in connection 
with their study.  Any examination resits must be paid by the employee.  Claims for payment 
must be accompanied by authorised receipts or invoices. 
 
Employees supported by the Company will be asked to sign a Training Fee’s Agreement 
which will allow for costs to be reimbursed to the Company in the event of the employee 
leaving the Company during the course or within a specified period of time following 
completion of the course. 

 
Procedure 
 
Employees wishing to request study leave must do so to their Line Manager.  Unless the 
request can be granted without requiring further information, the employees manager should 
meet with the employee within 28 days of receiving the request to discuss details of the 
study and agree whether their request will or will not be put forward to the HR Director.  The 
HR Director will then review the application with the line manager and make a decision on 
whether to authorise the study or not. 
 
Should an employee be unhappy with the decision then an appeal may be made to the 
Managing Director in writing within 14 days to ask them to review the decision.  The decision 
of the Managing Director is final. 
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27)  Employee Referral Policy  
 
Policy Statement  
 
At M.V. Kelly Ltd we recognise that people are our most important resource and are the 
foundation on which we have built our success.  That is why we are always on the lookout 
for more talented and committed people like you. If you already work with us as a directly 
employed member of staff and have a friend, family member or ex-colleague who you think 
would fit in with our culture and work ethos and work here then you may be able to make 
that happen.  You may also qualify for a bonus for it too! 
 
All applicants will be treated fairly regardless of race, gender, religion, sexual orientation, 
age, physical/ mental disability or offending background.  Overall responsibility for the policy 
lies with the Human Resources Director.   
 
Eligibility for Referral Bonus 
 
You must be currently employed by M.V. Kelly Ltd as a direct (PAYE) employee.  This policy 
does not apply to consultants, self employed, sub contractors and so on.  You must advise 
the HR Director of the person that you are referring prior to their application.  Their 
application may then come via you or direct to the HR Director.  If the applicant is making 
their application directly they must include that they are doing so through the “Refer a 
Friend” scheme and advise us of your name. 
 
To qualify for a bonus your referral; 

• Must be successful in the recruitment process; 

• Be directly employed (i.e. not self employed/ sub contractor etc); 

• Commence employment within 3 months following the date of the referral; 

• Remain employed and not under notice of termination three months after their start 
date; 

• Not be subject to disciplinary or performance management proceedings; 

• You must also remain employed and not under notice of termination/ disciplinary 
proceedings. 

 
M.V. Kelly Ltd reserves the right to withdraw or modify this policy at any time. 
 
Procedures/ Rules 
 
We will only undertake interviews with referred candidates who meet our required needs, 
and will only offer jobs to the best candidate irrespective of referral. 
 

There is no limit to the number of bonuses you are able to achieve for successful genuine 
referrals. If you are referring from a previous employer please ensure that there is no 
restriction on you being able to do this. 
 
Previous employees of M.V. Kelly Ltd cannot be referred under the scheme. 
 

Only referrals for permanent PAYE staff will be able to attract a bonus.  A bonus will not be 
payable if the candidate has previously made an application to M.V. Kelly Ltd within the last 
12 months. 
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The bonus payable is £500 net and will be paid via salary in the pay period after the 
qualifying terms have been achieved. 
 

Any questions regarding this policy should be referred to the HR Director.   

28)  Healthy Workplace Policy  
                                                                                                         
                                                                                                              
M.V. Kelly Limited is a civil engineering and building company specialising in infrastructure, 
groundwork’s and associated services. The Company recognises its responsibility to provide 
a Healthy Workplace for its employees. This policy applies to all office based salaried 
employees. 
 
Goals / Objectives 
 

• To build and maintain a workplace environment and culture that supports a healthy 
lifestyle.  

• We would like to increase worker knowledge and awareness of health and wellbeing 

issues and healthy lifestyle behaviors.  

• Facilitating workers active participation in a range of initiatives that support health 

and wellbeing.  

• To encourage workers to be more physically active.  

 
We provide essential information to all staff on workstation set up, DSE and correct work 
posture. 
 
M.V. Kelly will ensure that: 
 

• All employees receive a copy of this policy.  

• This policy is easily accessible by all members of the organisation. 

• Workers are informed when a particular activity aligns with this policy. 

• Workers are empowered to actively contribute and provide feedback to this policy 

and workers are notified of all changes to this policy. 

 

Workers are encouraged to: 

• Understand this policy and seek clarification from management where required. 

• Consider this policy while completing work-related duties and at any time while 

representing M.V. Kelly Ltd. 

• Support fellow workers in their awareness of this policy. 

• Support and contribute to company’s aim of providing a safe, healthy and supportive 

environment for all workers. 

 

Managers have a responsibility to: 

• Ensure that all workers are made aware of this policy. 

• Actively support and contribute to the implementation of this policy, including its goals 

/ objectives and manage the implementation and review of this policy. 

• Encourage active involvement in the Healthy Workplace policy from all employees. 
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M.V. Kelly has information and the facilities in place for all employees to actively take 
part in a healthier lifestyle. 
 
 
Cycling to work 
All members of staff who wish to cycle to work as part of their daily routine have the following 
facilities:  
 
* Birmingham Office provides cycle parking in the yard with showers available for staff to 
use. 
* Northampton Office has a purpose built bike shed available for all for staff to use.  
* Oxford Office has a secure area where bikes may be left. 
* Bikes may be left in the spare unit at Coalville Office. 
 
Healthy Living Payment 

This will be offered to directly employed staff that are permanent. 
 
What is the Offer? 
A gross amount of up to £20 per calendar month after 12 months continuous employment, 
£30 after 18 months continuous employment.  Payment will be included with salary and 
subject to tax and NI deductions but there is no benefit in kind implication. 
 
What is the criteria? 
The amount will be paid for gym membership and other sport related activity so for example 
someone might not want to join a gym but does a weekly Zumba/ Yoga/ Swimming class 
which would be eligible.  We do however require receipts and/ or ongoing proof of 
membership, which should be given to the Payroll Department. 
 
Is this contractual? 
You will not be tied in to stay at a gym by the Company (what you do with the gym is up to 
you in terms of contracts). It is also non contractual from the company, if we feel the benefit 
is not of use/ no longer attractive we would withdraw it (giving reasonable notice) of at least 
two months. 
 
When can I start? 
As soon as you have been employed for 12 continuous months, you are eligible to join the 
scheme on the next available pay date however you will need to complete a form which will 
be located in the HR folder (or ask the Payroll Department for one). We will require proof of 
memberships and cost and if it is for ad hoc costs for classes we would require proof of 
purchase with the submission of the form.  For the purposes of Healthy Living Payments the 
deadline to have payments incurred paid within that month will be the 15th of the month.  
Payments cannot be backdated i.e. if you are eligible to join in June but do not apply until 
September there will be no backdated payments for June/ July/ August. 
 

Helpful Information 

We have information regarding Healthy Eating & Wellbeing available at both offices located 

in communal areas.   
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29)  Anti Bullying & Harassment Policy  
 
M.V. Kelly Limited is a civil engineering and building company specialising in infrastructure, 
groundworks and associated services.  This policy applies to all Company employees; sub 
contractors and self employed persons, and is to ensure the proper performance of their 
duties and that our workplace remains free from any form of bullying and harassment. 

What are bullying and harassment?  

These terms are used interchangeably by most people, and many definitions include bullying 
as a form of harassment. Harassment is defined by the Equality Act 2010 (please see M.V. 
Kelly Ltd Equality and Diversity Policy). 

Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour, an 
abuse or misuse of power through means that undermine, humiliate, denigrate or injure the 
recipient.  
 

Bullying or harassment may be by an individual against an individual (perhaps by someone 
in a position of authority such as a manager or supervisor) or involve groups of people. It 
may be obvious or it may be insidious. Whatever form it takes, it is unwarranted and 
unwelcome to the individual.  

Examples of bullying/harassing behaviour include:  

• spreading malicious rumours, or insulting someone by word or behaviour (copying 
memos that are critical about someone to others who do not need to know, ridiculing 
or demeaning someone – picking on them or setting them up to fail) 

• exclusion or victimisation 

• unfair treatment 

• overbearing supervision or other misuse of power or position 

• unwelcome sexual advances – touching, standing too close, the display of offensive 
materials, asking for sexual favours, making decisions on the basis of sexual 
advances being accepted or rejected 

• making threats or comments about job security without foundation 

• deliberately undermining a competent worker by overloading and constant criticism 

• preventing individuals progressing by intentionally blocking promotion or training 
opportunities. 

 
Bullying and harassment are not necessarily face to face. They may also occur in written 
communications, email, phone, and automatic supervision methods such as computer 
recording of downtime from work or the number of calls handled if these are not applied to all 
workers.  

Bullying has many effects on the recipient but almost always job performance is affected and 
relations in the workplace suffer.  

 
Employers are responsible for preventing bullying and harassing behaviour. M.V. Kelly Ltd 
wishes to make clear that such behaviour will not be tolerated and that we all have 
responsibilities to each other. 
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Implementation 
It is the personal responsibility of all employees’ to apply the Company’s Anti Bullying & 
Harassment policy in practice, which extends to the treatment of job applicants, employees 
(including former employees), sub contractors, customers and visitors.  Management and 
supervisory staff have the responsibility for implementing this Policy throughout the 
Company.   
 

All sub contractors and self employed persons are expected to co-operate with the company 
in carrying out this policy.  

 
If an employee feels that the policy has been contravened and that they have, or are 
currently being bullied or harassed they should report it to their line manager. An 
investigation will take place into the alleged bullying/harassment, and action taken as 
necessary.  Employees will not be victimised in any way for making such a complaint in good 
faith.  Complaints of this nature will be dealt with seriously, in confidence and as soon as 
possible. 
 
If the alleged discrimination/harassment is from your line manager you should report it to a 
member of the Senior Management Team. 
 
You also have the option of discussing or reporting the issue to the HR department. If a 
member of senior management is the person who is being complained about then the matter 
should be reported to the Managing Director or Human Resources Director. 
 
Breaches of this policy will be regarded as misconduct and may lead to disciplinary 
proceedings.  Allegations of bullying/harassment which are not made in good faith will also 
be considered as a disciplinary matter and dealt with under the Company’s disciplinary 
procedure.   
 

This statement of company policy will be made available to all interested parties on request. 
 

M.V. Kelly Limited is committed to continual improvement and objectives will be monitored 
for achievement through the Management Review Process. 
 

This policy will be reviewed regularly in light of changes to legislative requirements and as a 
result of monitoring the system for effectiveness or other requirements. 

30)  Stress at Work Policy  
 

Introduction 

M.V Kelly Ltd is a civil engineering and building company specialising in infrastructure, 

groundwork’s and associated services. The company recognises it’s responsibly regarding 

the mental health and welfare of our staff. We are committed to protecting the health, safety 

and welfare of our employees. We acknowledge the importance of identifying and reducing 

workplace stressors. 

 

This policy will apply to everyone in the company. Managers are responsible for 

implementation and the company is responsible for providing the necessary resources. We 

will take reasonable steps to ensure that staff do not have excessive demands or stress 

placed on them by their job. However, we are legally entitled to assume that all staff can 

cope with the normal day to day pressures of their job. If this is not the case, staff have a 

legal duty to inform us. 
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Definition of Stress 

 

The Health & Safety executive define stress as “the adverse reaction people have to 

excessive pressure or other types of demands placed on them”. This makes an important 

distinction between pressure, which can be a positive state if managed correctly, and stress 

which can be detrimental to health. 

 

 Policy  

 

The company will provide training for all managers and supervisory staff in good 

management practice. The company will provide adequate resources to enable managers to 

implement the company’s agreed stress management strategy. 

 

Should any member of staff feel they are suffering from an unacceptable level of work-

related stress the following procedures should be implemented: 

 

• Inform the immediate Line Manager who will treat the matter with sympathy and in 

confidence. If you do not feel able to talk directly to your Line Manager you may wish 

to ask another employee to raise the issue on your behalf. 

• If necessary, we will carry out a stress risk assessment. This will include a review of 

the actual duties against those described in the job description. 

• The findings of the risk assessment will be discussed with the person and if 

appropriate changes will be made to their role in order to reduce the levels of stress 

experienced. 

• If appropriate a referral will be made to a doctor of the company’s choice for a 

medical assessment. Alternatively counselling may be offered. 

• Recommended counselling should always be considered by employees as an 

opportunity to help with stress. 

 

Whilst we are not responsible for the causes of stress outside the working environment, we 

recognise that it can impact on attendance and work performance. Therefore we would 

encourage people to make us aware of any problems which are causing them concern. 

 

Process/ Implementation 

 

As it may not always be possible to see that an individual is in a stressful situation we are 

reliant on individuals to keep us informed and advise us if they have any concerns about the 

demands of their job. 

Managers will; 

• Conduct and implement recommendations of risk assessments within our jurisdiction. 

• Ensure good communication between management and staff, particularly where 

there are organisational and procedural changes. 

• Ensure all staff are fully trained to discharge their duties. 

• Ensure all staff are provided with meaningful development opportunities. 

• Monitor workloads to ensure that people are not overloaded. 

• Monitor working hours and overtime to ensure that staff are not overworking. 
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• Monitor holidays to ensure that staff are taking their full entitlement. 

• Attend training as requested in good management practice and Health & Safety. 

• Ensure that Bullying & Harassment is not tolerated within the company jurisdiction. 

• Be vigilant and offer additional support to any member of staff who is experiencing 

stress outside work e.g. bereavement or separation. 

• Support individuals who have been off sick with stress and advise them of their 

management on planned return to work. 

• HR will endeavour to advise /refer specialist agencies where counselling is required. 

• Help monitor the effectiveness of measures to reduce stress by collating sickness 

absence statistics. 

 

This statement of company policy will be made available to all interested parties on request. 

 

M.V. Kelly Ltd is committed to continual improvement in our quality performance and our 

objectives will be monitored for achievement through the Management Review Process. 

 

This stress at work policy will be reviewed regularly in light of changes to legislative 

requirements as a result of monitoring the system for effectiveness or other requirements.                            

                                             

31)  Smoking Policy  
 
Statement of Policy 
M.V. Kelly Ltd will comply with the regulations introduced by the Health Act 2006 and protect all staff, 
sub contractors and self employed persons from the harmful effects of second hand smoke.  Smoking 
is not permitted in any part of the company buildings, entrances to buildings, grounds or sites at any 
time except in specifically designated areas.  In addition, smoking will not be allowed in company 
vehicles used by staff with the exception of vehicles that are only ever used by one person with no 
passengers.  Drivers should note that it is illegal to smoke in cars and other vehicles with someone 
under 18 present.  It is against the law for a driver not to stop someone smoking in these 
circumstances.  The fine for both offences is £50. 
 
Aim of the Policy  
The policy is part of our approach to promoting health and preventing risks at work, and we aim to 
ensure that your working environment will be free of any exposure to tobacco smoke.  The policy will 
ensure that all parties including smokers and non-smokers have a clear understanding of their rights 
and responsibilities, and to ensure that the company complies with the law.   
 
Exposure to other peoples smoke has been shown to cause lung cancer, heart disease and increased 
risk of asthma and stroke in adults.  Tobacco smoke includes such poisons as carbon monoxide, 
ammonia, arsenic, mercury and formaldehyde and a range of cancer causing pollutants.  Although 
inhaling tobacco smoke directly is obviously harmful, being exposed to other people’s smoke also 
raises the amount of tobacco-related poisons and carcinogens in non-smokers bodies. 
 
The Health Act 2006 effectively banned smoking in all enclosed workplaces and public places, with 
some exemptions.  The offences created under the Act are: 

• Smoking in no-smoking premises. 

• Permitting others to smoke in no-smoking premises. 

• Failing to display warning notices in no-smoking premises. 

• Failing without reasonable cause to give a name and address. 
 
If an offence is committed it is likely the culprit will receive a fixed fine penalty fine of up to £200, but 
for whoever controls the premises the fine could be £2,500.  This policy does not discriminate against 
smokers who may continue to smoke in designated areas (see each site for further details).  We 
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recognise that there are people who would like to give up smoking, but need help in doing so.  If this 
is the case, then please contact the Human Resources Department who will provide details of 
organisations who can help you. 
 
E Cigarettes 
These are to be treated the same as normal cigarettes. The same policy applies as above. This policy 
does not discriminate against smokers who may continue to smoke in designated areas (see each 
site for further details). 
 
Visitors 
This policy extends to all visitors to our premises.  Whilst signs will be placed at entrances to our 
building(s), we would ask staff to politely remind their visitors if necessary. 
                                                                                               

32)  IT & Phones Policy  
IT systems are provided to assist with day to day work, it is important that they are used 
responsibly, are not abused and that individuals understand the legal, professional and 
ethical obligations that apply to them. 
 
This policy covers all IT systems including all hardware, software, network devices, personal 
desktop assistants (pda’s), mobile phones, printers, applications and entities used in the 
access, production, processing, transfer and storage of data. This applies whether they are 
networked or used remotely when away from work. 
 
This policy sets out the obligations and expectations on employees of the Company, 
Contractors and temporary staff, who use the Company’s IT facilities. 
 
All users are expected to act in a manner that will not cause damage to IT facilities or disrupt 
IT services. Any accidental damage or disruption must be reported to IT/ Line Manager as 
soon as possible after the incident has occurred. Users are responsible for any IT activity 
which is initiated under their username. 
 
No person is allowed to use Company IT facilities who has not previously been authorised to 
do so by the Company IT Department/ Line Manager. Unauthorised access to IT facilities is 
prohibited and may result in either disciplinary action or criminal prosecution. 

Security 

Employees are issued with a password by the company. You must keep this password 
confidential and must not change it unless instructed to do so/ have agreed to do so with the 
IT Department. The IT department will annually update passwords for office workers, you will 
be informed by the department when this is due to happen. Your password is kept 
confidential to a restricted group of people (primarily the IT Department) so that when we 
need to undertake work/ access user accounts when absent etc. we can do so. If you feel 
your password has been compromised you should contact the IT department immediately.  
 
You are responsible for all events that are undertaken on your username. A logged on PC 
should never be left unattended. If you need to leave your computer for a short time, lock the 
computer screen. Your PC will be programmed to “auto lock” after 5 minutes of inactivity, if it 
is not then please advise the IT department. If you need to leave your computer for a long 
period of time, log off. If you notice any suspicious activity, for example an employee trying 
to gain unauthorised access to another member of staff’s computer, notify your manager 
immediately. 
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As an additional security measure, all user accounts have been set to lock whenever five 
unsuccessful attempts to log on.  If your account becomes locked please contact the IT 
department to reactivate it. 
 
There may be circumstances where employees feel that the nature of their work means that 
they are required to access or use material prohibited under this policy. If so, this should be 
discussed with the Line Manager concerned. The Company is legally responsible for the 
content and nature of all materials stored on/accessed from its network. 
 
 
Cyber Fraud 
 
It is possible that you may take a call from the ‘bank’, ‘police’ or other organisation saying 
there is a problem and asking for personal information or pin numbers and passwords, this is 
known as Vishing. You must not give out personal information, company information, 
passwords or pin numbers to anybody.  
 
You may also receive an email which is intended to make you click on a link or open an 
attachment and the subject line may tell you to take some action or appear alarmist with 
excessive punctuation, this is known as Phishing. You must use best endeavours to ensure 
all links or attachments you open are safe and secure. Similarly you may also receive SMS 
messages on your mobile phone, this is known as SMiShing, and you should never click on 
any links or give out details via SMS. 
 
The bank and legitimate organisations will never ask for personal information or passwords 
by email or phone. If you receive a call or email from someone claiming to be from the bank 
asking for this information, take their name, department and a reference number and call 
them back. Do not take a phone number from the caller, call back on the phone number on 
the back of your bank card or other number known to be from that organisation. 
 
You should never take risks with cyber security or give out pin numbers or passwords to 
anyone, even if they claim they are from the bank or organisation who hold the password or 
pin.  

 
Data 
 
The computers and the data they contain are provided to undertake business-related 
activities and to enable you to carry out your job duties. As such, data should not be 
amended, deleted, copied or taken away unless this is both specifically related to the work 
you are undertaking and you have the authority to make such amendment, deletion or copy. 
In particular, you should not delete or amend any documentation or programs which are 
stored on the Company’s communal drives unless you have the requisite level of authority to 
do so. 
 
Use of portable storage devices 
 
Some employees may be provided with portable storage devices, such as memory sticks 
and portable hard drives, which can be plugged into the USB port of a computer. Whilst they 
are provided so as to allow for the copying and transferring of files and images between an 
employee’s desktop or laptop computer, their small size and storage capacity makes them 
vulnerable to misuse. For this reason, any employee issued with these devices must not 
transfer any data to a third party computer (including one at home) without first having 
obtained approval from their manager. Any employee with access to external storage must 
not copy or remove any data for or on behalf of an employee who has this privilege 
restricted.  
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Any employee who transfers files to a third party without permission is likely to be subject to 
disciplinary action. In the event that this involves the deliberate transfer of sensitive 
commercial information to a competitor, it will be treated as gross misconduct.  
 
Use of online storage 
 
Uploading files to online storage and sharing websites will be restricted for most users. 
Where access is granted to upload a file this must only occur where the upload is authorised 
and serves a business need in your job role.  
 
Credentials provided by a third party, customer, supplier or contractor to access items stored 
online must not be used to download any materials, files or information to any device which 
is not owned by the company.  
 
Software 

 
The Company licences the use of computer software from a variety of outside companies. 
The Company does not own this software and, unless authorised by the software developer, 
neither the Company nor any of its employees have the right to reproduce it. To do so 
constitutes an infringement of copyright. Contravention is a disciplinary matter and will be 
dealt with in accordance with the Company’s disciplinary procedure. 
 
Software that you need to use to carry out your job duties will be provided and installed on 
your computer for you. Installation of any non-approved software is prohibited. Should you 
require any additional software this must be authorised and installed by the IT department. 
Even then, software may be loaded only after having been checked for viruses. 
 
Viruses 

 
The Company’s computer network makes it vulnerable to viruses. All Company computers 
have virus protection software installed. Re-configuring or disabling this software is 
prohibited. 
If your computer starts to behave strangely or you suspect it may have become infected with 

a virus, turn it off immediately by shutting down and contact the IT department.  

Company Shared Folders 

All information in company folders belongs to the company and is protected as confidential 
data. Users must take care when moving/ amending/ deleting files. Where you suspect you 
have moved/ amended or deleted a file in error please report it immediately to the IT 
Department so corrective action may be taken. 

Telephone Calls, Personal Phones, PDA’s 

Personal telephone calls are allowed only in the case of emergency and with the prior 
permission of your line manager. 

To ensure the efficiency of the business we will check voice mail boxes in an employee’s 
absence. 

Employees are allowed to bring personal mobile phones into the workplace for use in their 
own time and emergencies only. 
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In the case of devices with internet/ email access you may not use these in work time to 
access social networking sites/ use personal email accounts. Where use is considered to be 
excessive the privilege to have them in the workplace will be removed.  
 
For regulations relating to company issued mobile phones please see the Mobile Phone 
Policy. 
 
Monitoring 
 
All resources of the Company, including computers, telephones, and voicemail are provided 
for legitimate work use. If there are occasions where it is deemed necessary to examine data 
beyond that of the normal business activity of the Company then, at any time and without 
prior notice, the Company maintains the right to examine any systems and inspect and 
review all data recorded in those systems. The company also withholds the right to obtain 
data from external parties, including but not limited to IT support and mobile phone networks 
to assist with any examination. All examination will be undertaken by authorised staff only. 
Any information stored on a computer, whether the information is contained on a hard drive, 
USB pen or in any other manner may be subject to scrutiny by the Company. This 
examination helps ensure compliance with internal policies and the law. It supports the 
performance of internal investigations and assists in the management of information 
systems. 
 
Printing 
 
Default print settings should always be se to print in black and white and you should print 
double sided where possible to reduce the carbon footprint of the company and avoid 
unnecessary costs.  
 
Printers should always be set to ‘Locked Print’ to ensure that your prints are not lost and 
information is not leaked to others who do not have access to the information on the print.  
 
If your printer is not set to these by default you must contact the IT Department to have 
these settings amended on your PC.  
 
 
IT Helpdesk and Contacts 
 
All IT related queries need to be logged by email to mvkit@mvkelly.co.uk. If your email 
address is not working you should ask someone else to log your IT issue on your behalf. If 
this is not possible, when working from home for example, you may log your query by phone 
but an email must be sent when possible to confirm what IT problems you have 
encountered.  
 
If members of the IT department are unavailable, details of who to contact is stored in the 
below location. This information will be updated regularly and it is your responsibility to keep 
up to date with this information.  
X:\Company Shared Folders\MVK\Shared Information\IT assistance 
 

Troubleshooting 
 
When logging an IT issue you, should try the below to resolve the problem and assist the IT 
department in finding a solution. 
 

• Take a note of any error messages and print screen if possible. 

mailto:mvkit@mvkelly.co.uk
file://///mvkelly.local/shares/CompanyData/Company%20Shared%20Folders/MVK/Shared%20Information/IT%20assistance
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• Ask whether others are experiencing the same problem thus suggesting there is a 
wider issue. 

• Check for loose cables. 

• If a program crashes, press ctrl + alt + delete, click on ‘Task Manager’, then click on 
the program in the list and select 'end task'. Make sure you save your work regularly 
in case things go wrong. 

• Check you have plenty of free disk space on your C drive in 'computer'. 

• Reboot – The majority of IT glitches are software based and easily resolved by a 
simple reboot of equipment. If a computer is completely unresponsive for a long 
period, press and hold the power button on the tower, then select 'start windows 
normally' when it restarts. 

• If IT are unavailable, try to do a google search for the problem you're having and see 
if you can find a solution. 

• If your computer is completely broken, check if there is another one you can use is 
the meantime. 

 
 
Internet Usage 
 
Use of the Internet by employees is encouraged where such use is consistent with their work 
and with the goals and objectives of the Company in mind. Most users will be subject to 
internet restrictions set on the company firewall. If the company firewall fails, users should 
not visit websites or do any actions that are restricted when the firewall is operational.  
 
Use of the internet on company equipment is subject to the following conditions: 
 
Internet Personal Use 
 
Employees are allowed to use the internet for personal use in non-working hours such as 
lunch break. Use of the internet for personal reasons should be restricted to these times.  
 
Internet Security  
 

• The Company provides a current and up to date automatic virus checker on all 
networked computers. However, caution should be used when opening any 
attachments or emails from unknown senders. Users must use best endeavours to 
ensure that any file downloaded from the internet is done so from a reliable source. 
Disabling the virus checker is a disciplinary offence and may result in the user’s 
summary dismissal. Any concerns about external emails, including files containing 
attachments, should be discussed with the IT Department. 

• You may need to download documents and information from the Internet in order to 
undertake your job duties. You should only download documents and information that 
you are sure about and which is required to fulfil the job duties you are undertaking. 
With the rapid spread of computer viruses via the Internet, care should be taken 
when accessing websites that you are not familiar with or when downloading 
documents or information. 

• Users must not knowingly introduce any form of computer virus into the Company’s 
computer network. If a user unknowingly introduces a virus this must be reported to 
the IT department immediately.  

• Users must not “hack into” unauthorised areas. 
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Inappropriate Websites 
 

• Use of gambling sites, personal email accounts and social networking sites such as, 
but not limited to, Facebook, LinkedIn, Youtube, Twitter, Reddit, Pinterest, Flickr, 
MySpace, Tinder etc. is not permissible. For the avoidance of doubt posting 
confidential, offensive, derogatory or otherwise disparaging remarks about the 
Company, its employees, customers or suppliers, either previous, current or potential 
is not allowed and shall be treated as gross misconduct under the company 
disciplinary procedure. 

• Users must not visit, view or download any material from an internet site which 
contains illegal or inappropriate material. This includes, but is not limited to, any type 
of pornography, obscene matter, race hate material, violence condoning messages, 
criminal skills, terrorism, cults, gambling and illegal drugs. 

• Opening sexually explicit websites or the downloading and/or circulation of 
pornography or other grossly offensive, illegal or obscene material or using the 
Internet for gambling or illegal activities constitutes gross misconduct and could 
render the employee liable to summary dismissal under the Company’s disciplinary 
procedure. “Rogue” websites exist that appear harmless but instead direct the user 
automatically to another website that may contain inappropriate material. If this 
occurs, please contact the IT department immediately. 

 
Internet Restrictions 

 

• Users must not participate in any online activities that are likely to bring the Company 
into disrepute, create or transmit material that might be defamatory or incur liability 
on the part of the Company, or adversely impact on the image of the Company. 

• Users must not use the internet to send offensive or harassing material to other 
users. 

• Users must not use the Internet for illegal or criminal activities, such as, but not 
limited to piracy, terrorism, fraud, or the sale of illegal drugs. 

• Personal use of the internet must not cause an increase for significant resource 
demand, e.g. storage, capacity, speed or degrade system performance. 

• Users must not use the internet for personal financial gain. 

 
Copyright 
 

• Users must not download commercial software or any copyrighted materials 
including images, film and music belonging to third parties, unless such downloads 
are covered or permitted under a commercial agreement or other such licence. As 
this and any subsequent file sharing of this material constitutes an infringement of 
copyright, it is prohibited on any Company computer. This also applies to any 
download or dissemination of material made outside of normal working hours. Any 
breach is likely to lead to disciplinary action being taken. 

• Access to MP3 download sites (such as but not limited to iTunes) is not allowed. 

• You must not download any programs from the Internet without the prior approval of 
the IT department. Some websites require additional add-in software to display the 
page completely. Under no circumstances should these be downloaded without the 
prior approval of the IT department. 
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Internet Monitoring 
 
We reserve the right to monitor employees use of the internet on work equipment at all 
times. In order to confirm compliance with this policy  
 

• To detect unauthorised use and prevent or detect any criminal activity.  

• Promote productivity and efficiency. 

• Ensure the security of the system and its effective operation. 

• Ensure there is no unauthorised use of the Company’s time, e.g. that an employee 
has not been using e-mail to send or receive an excessive number of personal 
communications. 

• Ensure the smooth running of the business if the employee is absent for any reason 
and communications need to be checked. 

• Ensure that all employees are treated with respect and dignity at work, by 
discovering and eliminating any material that is capable of amounting to unlawful 
harassment. 

• Ensure there is no breach of commercial confidentiality. 

 
Email Policy 
 
M V Kelly makes email available to its employees where relevant and for use in their day to 
day job role.  
 
This Policy describes the rules governing the use of email at the company and how 
employees are expected to behave when using email.  
 
This policy should be read alongside other key policies including the data protection policy 
and internet use policy.  
 
This policy covers all email made on company and personal equipment on a company email 
address and personal email from a personal account on company equipment.  
 
Access to email and the Internet must be authorised by your line manager. When access 
has been given the employee is responsible for the security of their user profile.  
 
Personal Use 
 
Minimal personal use of the Company email is permitted in employee’s own time such as 
lunch time; examples include exchanging periodic emails with personal contacts, making 
personal travel arrangements. It does not include visiting online gambling sites or 
participating in online gaming. Employees should note that any purchases or other 
transactions made online whilst at work are made entirely at their own risk. Employees 
should not spend excessive time “chatting” with personal contacts.  
 
Users should delete all personal emails and attachments when they have been read and 
should also delete all unsolicited junk mail.  
 
Accessing a personal email account, such as but not limited to Hotmail, Gmail and Yahoo is 
not permitted at any time on company IT equipment.  
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Email Security 
 
Users are responsible for all actions relating to their email account/PC username and should 
therefore make every effort to ensure no other person has access to their account. If a user 
believes their password may have been compromised they must speak to the IT department 
immediately to change their password. It is the employee’s responsibility not to leave their 
PC unattended at any time once logged on to the system. If you leave your PC once logged 
on you must lock the screen. Any activity taken under a username is the responsibility of the 
user. 
 
Inappropriate Content 
 
Employees must not use email for the creation, retention or distribution of disruptive or 
offensive messages, images, materials or software that include offensive or abusive 
comments about ethnicity or nationality, gender, disabilities, age, sexual orientation, 
appearance, religious beliefs and practices, political beliefs or social background.  
 
Employees must not send email messages that might reasonably be considered to be 
bullying, harassing, abusive, malicious, discriminatory, defamatory, libellous or contain illegal 
or offensive material, or foul language. 
 
Employees must not upload, download, use, retain, distribute, or disseminate any images, 
text, materials, or software which might reasonably be considered indecent, obscene, 
pornographic, or illegal. 
  
Staff who receive improper email from individuals inside or outside the Company should 
discuss the matter in the first instance with their line manager or the IT Department. 
 
Users must not send any email that harms, or has the potential to harm, the Company’s 
reputation, bring it into disrepute, incur liability on the part of the Company, or adversely 
impact on its image. 
 
Email Restrictions 
 
When using email for company or personal use, employees must not: 
 

• Take any action that may disrupt or damage the Company’s wider IT systems or 
cause an increase for significant resource demand in storage, capacity, speed or 
system performance e.g. by sending large attachment to a large number of internal 
recipients.  

• Corrupt or destroy other users’ data or disrupt the work of other users, where this has 
happened without intent this must be reported to their line manager or IT department 
immediately.  

• Waste staff effort or Company resources, or engage in activities that serve to deny 
service to other users. 

• Use email or Internet access facility to intentionally evade, or attempt to evade, the 
security/authentication mechanisms in existence on the company network, all other 
“hacking activities” are also strictly forbidden. 

• Send chain letters or joke emails from a Company account. 

• Access or send email on an email account that they are not authorised to use. 
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• Use email for the creation, retention or distribution of emails that are outside of the 
scope of normal work-related duties – for example, unauthorised selling/advertising 
of goods and services except where this is in line with the employees’ job role.  

• Send emails to large groups e.g. MVKelly, except where this is required for the 
employees job role, or has been authorised by a Director. Personal emails must not 
be sent as bulk emails.  

 
Copyright 
 
Email must not breach copyright or license provision with respect to both programs and data, 
including intellectual property rights. Software should not be distributed through email 
without the copyright holders consent.  
 
Users who intend to receive software by email or to download software from the 
Internet, must first check with their line manager and the IT department. Any download must 
comply with UK Copyright Law. 
 
Contracts and Liability 
 
An email may be contractually binding, only employees authorised to make a contract or 
form an agreement may do so. Forming an agreement without the authority from the 
company may lead to action under the disciplinary procedure. 
 
MVK email groups 
 
Use of email groups is encouraged to allow easier and quicker sending of emails to 
departments and offices.  
 
Groups can be found in the Global Address Book in Outlook. To reduce the volume of emails 
being sent when using the groups, you should ensure you remove anyone from the group 
who does not need to see the email. It is good practice to expand and check who you are 
sending an email to, for example you may want to email the surveyors in Swan Valley, select 

the group Swan Valley, expand and then you are able to remove users such as H&S staff. 
 
The IT department will maintain the lists so they are up to date. If an incorrect list is noticed 
details of the list and the error should be emailed to mvkit@mvkelly.co.uk 
 
Managing Inboxes 
 
Users are responsible for managing their own email in an appropriate and organised manner 
and safeguarding against loss.  
 
Maintain your mailbox so that it is a reasonable size and archive items appropriately. You 
must frequently empty your deleted items as these count towards your storage. Only keep 
emails which need to be kept. 
 
When an employees’ mailbox reaches 7.5 GB they must contact the IT department to 
arrange for emails to be archived. Instructions on how to check the size of your mailbox are 
available from the IT department and will be provided during your IT induction. In the 
process of archiving emails, users should ensure inappropriate material is not archived. 
 
 
 
 

mailto:mvkit@mvkelly.co.uk
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Times of Use 
 
Staff should avoid work related e-mail communication being sent on Bank Holidays, at 
weekends or between the hours of 6pm and 6am. Urgent matters that arise during these 
times should ideally be dealt with via other means, e.g. a telephone call.  
 
 
Good Email Practice 

 
When using Company email: 
 

• Users should avoid sending attachments. You should use hyperlinks where possible 
as attachments increase the size of the email. 

• Email should be dealt with in order of urgency or priority. 

• If an issue or query is urgent, consider telephoning the intended recipient first then 
following up with a confirmatory e-mail later. 

• Subject lines must be used to specify exactly what your e-mail is about. 

• Only mark an e-mail as "urgent" or "high priority" if that's really the case; not because 
you are expecting a swift reply from the recipient. Don’t risk important emails being 
ignored by marking as “high priority” too often.  

• Be concise in the body of your text - don't use ten paragraphs if five sentences will 
do. 

• When you are away or unavailable for a prolonged period of time, always set an "out 
of office" or "temporarily unavailable" auto reply. This should state why you are 
unavailable, e.g. due to annual leave or you being out of the office on other matters, 
the date you will be back, whether you can access e-mails in your absence and an 
alternative contact for any immediate enquiries or problems. 

• During periods of absence when highly important emails are anticipated, the 
employee should make arrangements for notification to another appropriate member 
of staff.  

• Where sensitive and confidential information needs to be sent via email for practical 
reasons, please be aware that email is essentially a non-confidential means of 
communication. Emails can easily be forwarded or archived without the original 
sender’s knowledge. They may be read by persons other than those they are 
intended for. 

• Users must exercise due care when writing emails to avoid being rude or 
unnecessarily terse. Emails sent from the Company may be interpreted by others as 
Company statements. Users are responsible for ensuring that their content and tone 
is appropriate. Emails often need to be as formal and business like as other forms of 
written correspondence. 

• To protect our data and our network we have endpoint security which prevents most 
users from downloading/ uploading and sending Microsoft Office attachments. In the 
event of failure of the end point system users must not send office documents or 
download/upload unless expressly authorised by a Director. Legitimate requests for 
upload/ download/ attachment should be sent to a Director.  

• Before clicking on links or attachments in emails please check the following: 

Does the email address match the name of the sender? (Hover over the senders 
name to see the email address the email was sent from) 
Were you expecting the email and does it sound legitimate? 
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  Does the logo look of good quality? 
Is the email addressed directly to you? 
Is the body of the email grammatically correct? 
If you answer no to any of these then the email may be phishing. Check with the IT 
department before clicking any links and do not forward the email to any recipients.  

 
Monitoring of emails 
 
All inbound emails are automatically monitored by Mimecast to filter junk email and scan for 
viruses.  
 
We reserve the right to monitor all emails stored on our servers whether originating on a 
company or personal device and within or outside of working hours for the following 
purposes: 

• To detect unauthorised use and prevent or detect any criminal activity.  

• Promote productivity and efficiency. 

• Ensure the security of the system and its effective operation. 

• Ensure there is no unauthorised use of the Company’s time, e.g. that an employee 
has not been using e-mail to send or receive an excessive number of personal 
communications. 

• Ensure the smooth running of the business if the employee is absent for any reason 
and communications need to be checked. 

• Ensure that all employees are treated with respect and dignity at work, by 
discovering and eliminating any material that is capable of amounting to unlawful 
harassment. 

• Ensure there is no breach of commercial confidentiality. 

 
Emails may also be disclosed under the Freedom of Information Act, as part of legal 
proceedings (e.g. tribunals), and as part of disciplinary proceedings.  
 
Social Media Policy 
 
Social media is an interactive online media that allows users to communicate with each other 
or to share data in a public forum. It includes social and business networking websites and 
apps such as Facebook, MySpace, Reddit, Pinterest, Twitter and LinkedIn. Social media 
also covers video and image sharing websites such as YouTube and Flickr, as well as 
personal blogs, any posts made on other people’s blogs and all online forums and 
noticeboards. This is a constantly changing area with new websites being launched on a 
regular basis and therefore this list is not exhaustive. This policy applies in relation to any 
social media that employees may use. 
 
This policy covers the use of social media in the workplace and employees own social media 
account where content may relate to the company.  
 
Use of Social Media at work 
 
Employees are not permitted to access social media websites or to keep a blog using the 
Company’s IT systems and equipment at any time. This includes laptop, smartphones, and 
hand-held computers or devices distributed by the Company for work purposes. The 
Company has added most of the websites of this type to its list of restricted websites. Where 
employees have their own computers or devices, such as laptops and hand-held devices, 
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they must limit their use of social media on this equipment to outside their normal working 
hours (for example, during lunch breaks).  

 

Company’s Social Media activities 

Where employees are authorised to contribute to the Company’s own social media activities 
as part of their work, for example for marketing, promotional and recruitment purposes, they 
must adhere to the following rules: 

• use the same safeguards as they would with any other type of communication about the 
Company that is in the public domain 

• ensure that any communication has a purpose and a benefit for the Company 

• obtain permission from the Director and Business Compliance Manager before 
embarking on a public campaign using social media 

• request their line manager to check and approve content before it is published online  

• not under any circumstances post any personal content or express any personal 
opinions that do not represent those of the Company 

• follow any additional guidelines given by the Company from time to time 

• the social media rules within this policy also apply as appropriate  

 

In addition, such social media accounts which are operated for business purposes (and their 
contents) belong to the Company and therefore these accounts used by an employee during 
employment may not be used after termination of employment. The Company may also ask 
the employee to supply their usernames and passwords either on termination of employment 
or at any other time and in either case the employee must supply them on request. 

Employee’s use of Social Media 

 
The Company recognises that many employees make use of social media in a personal 
capacity outside the workplace and outside normal working hours. While they are not acting 
on behalf of the Company in these circumstances, employees must be aware that they can 
still cause damage to the Company if they are recognised online as being one of its 
employees. Therefore, it is important that the Company has strict social media rules in place 
to protect its position. 
 

When logging on to and using social networking and video sharing websites and blogs at 
any time, including personal use on non-Company computers outside the workplace, 
employees must not: 

• write about their work for the Company - and they must ensure also that any views 
expressed are clearly stated to be theirs alone  

• conduct themselves in a way that is detrimental to the Company or brings the Company 
into disrepute 

• use their work e-mail address when registering on such sites or provide any link to the 
Company’s website 

• allow their interaction on these websites or blogs to damage or potentially damage 
working relationships between employees and clients of the Company 

• include personal information or data about the Company’s employees, contractors, 
suppliers, customers or clients without their express consent (an employee may still be 
liable even if employees, contractors, suppliers, customers or clients are not expressly 
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named in the websites or blogs as long as the Company reasonably believes they are 
identifiable) - this could constitute a breach of the Data Protection Act 1998 which is a 
criminal offence 

• make any derogatory, offensive, discriminatory or defamatory comments about the 
Company, its employees, contractors, suppliers, customers or clients (an employee may 
still be liable even if the Company, its employees, contractors, suppliers, customers or 
clients are not expressly named in the websites or blogs as long as the Company 
reasonably believes they are identifiable) 

• make any comments about the Company’s employees that could constitute unlawful 
discrimination, harassment or bullying contrary to the Equality Act 2010 - you can be 
personally liable for your actions under the legislation 

• disclose any trade secrets or confidential or sensitive information belonging to the 
Company, its employees, contractors, suppliers, customers or clients or any information 
which could be used by one or more of the Company’s competitors, for example 
information about the Company’s work, its products and services, technical 
developments and staff morale 

• breach copyright or any other proprietary interest belonging to the Company or any other 
person or organisation - if employees wish to post images, photographs, personal details 
or videos of their work colleagues or clients, customers, contractors or suppliers on their 
online profile, they should first obtain the other party’s express permission to do so. 

• use the Company’s logos, trademarks or other corporate artwork on a personal social 
media account 

• breach any of the Company’s policies within this handbook, your contract or the law  

• other than in relation to the Company’s own social media activities or other than where 
expressly permitted by the Company on business networking websites such as LinkedIn, 
publicly identify themselves as working for the Company, make reference to the 
Company or provide information from which others can ascertain the name of the 
Company (and in any event they should not hold themselves out as associated with the 
Company on any social media website after termination of employment)  

• other than in relation to the Company’s own social media activities or other than where 
expressly permitted by the Company on business networking websites such as LinkedIn, 
write about their work for the Company and, in postings that could be linked to the 
Company, they must also ensure that any personal views and opinions expressed are 
clearly stated to be theirs alone and do not represent those of the Company  

• create a social media account that could be mistaken for a Company social media 
account or impersonates one or more of the Company’s employees, clients, customers, 
contractors or suppliers. 

• air grievances about the Company or any of its activities 

• provide references for other individuals on social media websites, as such references 
could be attributed to the Company and create legal liability for both the author of the 
reference and the Company. 

 
Work and business contacts made during the course of employment through social media 
websites (such as the names and contact details of existing or prospective customers, 
clients and suppliers) and which are added to personal social and business networking 
accounts (in particular to LinkedIn), or which are stored on the Company’s computer system, 
amount to confidential information belonging to the Company and accordingly must be 
surrendered when requested and on termination of employment.  
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On termination of employment or once notice to terminate employment has been given, 
employees must, on request, disclose to the Company a full list of all work and business 
contacts that they hold on all devices or on all social and business networking accounts. The 
Company may then require the departing employee to delete any or all such work and 
business connections from their devices (including from personal devices) or from their 
social or business networking account, not keep copies of the same and not reconnect with 
those connections for a period of six months from termination of employment. The Company 
may also require written confirmation from the employee that these provisions have been 
complied with. 
 
Employees should remember that social media websites are public fora, even if they have 
set their account privacy settings at a restricted access or “friends only” level, and therefore 
they should not assume that their postings on any website will remain private. 

 

Employees must also be security conscious when using social media websites and should 
take appropriate steps to protect themselves from identity theft, for example by placing their 
privacy settings at a high level and restricting the amount of personal information they give 
out, e.g. date and place of birth. This type of information may form the basis of security 
questions and/or passwords on other websites, such as online banking. 
 
Should employees notice any inaccurate information about the Company online or which 
breaches this policy or otherwise brings the Company into disrepute, they should report this 
to their line manager in the first instance.   
 
Social Media monitoring 
 
The Company reserves the right to monitor employees’ use of social media on the Internet. 
The purposes for such monitoring are to: 

• Make sure there is no unauthorised use of the Company’s time 

• Ensure that inappropriate, restricted or blocked websites are not being accessed by 
employees 

• Make sure there is no breach of confidentiality. 

• Ensure compliance with the principles of this policy. 

Employees must remove any offending content immediately if they are asked to do so by the 
Company. Employees should read this policy in conjunction with the Company Anti Bullying 
and Harassment Policy; bullying and harassment are not necessarily face to face. They may 
also occur in written communications, email and phone.  
 
Sanctions 
 
Employees who are discovered contravening any rules relating to the use of IT may face 
serious disciplinary action under the Company’s disciplinary procedure. Depending on the 
seriousness of the offence, it may amount to gross misconduct and could result in the 
employee’s summary dismissal.  

 

33)  Performance Management Policy  
                   

Managing performance is a continuous process which involves making sure that the 
performance of individuals contributes to the goals of their teams and MV Kelly Ltd.  
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Good performance management helps everyone in the company to know: 

• what the business is trying to achieve  

• their role in helping the business achieve its goals  

• the skill and competencies they need to fulfil their role  

• the standards of performance required  

• how they can develop their performance and contribute to the development of MV 
Kelly Ltd 

• how they are doing  

• when there are performance problems and what to do about them. 

 
We need to ensure that there is regular dialogue between managers and their teams and 
some of this will be formally documented.  We want the appraisal system to be fair and work 
so that individuals understand their role and how performance enables the company to 
achieve its objectives.   
 
The essence of performance management at MV Kelly is the relationship between 
individuals and line managers and ensuring both know what needs to be done to meet their 
own goals and contribute to the Company’s success. 
 
Line Managers; 
 

• Agree Job Specs and competencies with HR 

• Agree objectives, competencies and development needs with individuals so that they 
contribute to business goals 

• Review individual performance against objectives and competencies throughout the 
year giving regular, informal on the job feedback 

• Give feedback and discuss amendments to individual objectives as circumstances 
change 

• Agree the most important skills and behaviours necessary to do the job well 

• Agree a personal development plan for individuals in their first year of employment/ 
new role which enables them to become proficient at their role 

• Help individuals to achieve objectives through coaching and provide access to 
training or other development opportunities 

• Manage under performance 

• Hold an annual appraisal review with their team members  

• Effectively manage those who do not require an annual appraisal 
 
Objectives 
 
Set objectives will be SMART (Specific, Measureable/ Achievable/ Relevant and 
Timebound) i.e. 
 

• Specific – what does the individual need to achieve? 

• Measurable – how will we/ individual know when the objective has been achieved? 

• Achievable – the objective must be challenging but something that the individual can 
achieve. 

• Relevant – the objectives must relate to those of the team and the business. 

• Timebound – when does it need to be achieved? 
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Objectives will cover essential outputs relating to the individuals role plus any special 
projects that the individual may be required to carry out.  It is essential individuals 
understand their objectives and what they need to do to achieve them. 
 
Key Principles 
 
As part of our performance management we expect individuals at all levels to work within our 
Key Principles.  These are a set of competencies/ behaviours that employees need to 
perform a job to a high level. 
 
They relate to how people deliver the objectives rather than what the objectives are.   
 
Key Principles 
 
This framework defines the range of competencies/ behaviours used by MV Kelly. 
Managing myself 

• Equality - treat everyone fairly and with respect, responding sensitively to differences 
in people 

• Present a positive and polite image 

• Accept responsibility for actions and decisions, when they go well and when they 
don’t 

• Communicate effectively 

• Take responsibility for the basics of my employment including timekeeping, 
presentation and appearance 

 
Managing work 

• Know the business and focus on company goals 

• Embrace change, be flexible and adapt priorities and approach to reflect changes in 
the situation 

• Proactive and use initiative when needed 

• Ensure accuracy and self-checking 

• Show effective planning and organising - keep to deadlines 

• Keep work and filing well organised 

• Use IT effectively and stay abreast of relevant developments that can help with my 
work 

 
Developing capability 

• Improve skills and knowledge and apply what you learn 

• Reflect on own performance and seek ways to improve 

• Learn from mistakes  
 
Committing to change and improvements 

• Personal responsibility for improving procedures / processes when they do not work 

• Show commitment to new initiatives by assisting to help others 

• Sharing ideas for improvements and contribute to change 
 
Collaborating with others 

• Teamwork approach 

• Collaborate to find solutions to problems and better ways of working 

• Share knowledge and expertise to help others 
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New Starters 
 
New starters will have a brief review with HR 2 weeks after commencing employment to 
ensure that they have settled in to the Company and understand our policies and ethics.  At 
6 weeks their performance will be formally reviewed by their line manager and again at 3 
months when their probationary period has been completed. 
 
Personal Development Plans (PDP) 
 
These will be used when required.  Some line managers will use PDP’s on an ongoing basis 
and/ or when the individual is taking on additional work or wants to progress.  In some cases 
they may be used to assist an individual who is under performing.  The plan will not be 
complicated, it will include 

• the development needed 

• how the development will be achieved 

• when the development will be achieved 

• how the achievement will be measured 
 
Where relevant the plan may include; 

• formal training courses/ further education 

• changing tasks 

• special projects 

• online learning 

• coaching 

• mentoring 

• shadowing 

• attachments to other departments/ offices 
 
 
Appraisals 
 
Individuals will be invited to an appraisal by their line manager giving them adequate notice 
to prepare.  The appraisal will be held during working hours and may be held outside of the 
office if the line manager and individual prefer.  When invited to the appraisal individuals will 
be given the most recent relevant performance management notes (such as a copy of their 
PDP or their last appraisal) and will be asked to think about; 
 

➢ what things do you think have gone well throughout the year? 
➢ do you have any views on how you might build your achievements? 
➢ Is there anything you are concerned about/ might need help on? 

 
Individuals are not expected to complete a form prior to their appraisal but are invited to 
reflect on their own performance and objectives. 
 
Line managers when preparing for an appraisal may seek views of others.  This is not a 
formal requirement at MV Kelly but may help the manager conduct a more valuable 
performance review particularly where the employee may work for other departments or 
service site requirements as part of their role. 
 
Structure 
 
Appraisals will be conducted annually.  Line Managers may alter the period at which an 
appraisal is next due (it may be needed sooner due to a change in role or it may not be 
required every year due to length of service / seniority of the individual).   
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Due to regular informal feedback and / or PDP there should be no surprises within the 
appraisal.  Any issues of underperformance will be dealt with at the point of occurrence and 
both the individual being appraised and line manager will know how performance has been 
throughout the year. 
 
The appraisal meeting is to review the individual’s performance against their performance 
plan/ performance objectives and discuss; 

• How well they have achieved their objectives 

• How well they have demonstrated the behaviours and competencies needed to meet 
their objectives 

• Their progress in meeting their development plan/ objectives 
 
How under performance is managed 
 
Under our performance management system we expect line managers to constantly 
informally appraise employees on the job and give consistent feedback.  We expect to 
identify problems early on and action can normally be agreed between the line manager and 
employee to rectify the problem quickly. 
 
Support and coaching by managers will assist the employee to understand the requirement 
to improve their performance and take the necessary action.  Practical solutions will be 
agreed which may take the form of a PDP or retraining.  Where adequate support has been 
given and the employees performance consistently fails to meet the required standard the 
line manager will need to consider a formal approach and will refer to the Company 
Disciplinary Policy. 
 
In cases of unsatisfactory performance the employee will be advised; 

• What the performance problem is 

• The improvement that is required 

• The timescale for achieving this improvement  

• A review date 

• Any support, including any training, that MV Kelly will provide to assist the employee. 
 
 
Summary 
 
We expect our performance management system to positively contribute to our ability to 
grow and sustain a successful business.  Whilst some level of formal documentation and 
meetings is required this will not be at the expense of empowering individuals to perform well 
within their role.  Feedback which is consistent, relevant and fair will ensure that individuals 
know what they need to do to be successful within their job.   
 

34) Anti Slavery & Human Trafficking Policy 

 

Policy statement 

Modern slavery is a crime resulting in an abhorrent abuse of the human rights of vulnerable 

workers. It can take various forms, such as slavery, servitude, forced or compulsory labour 

and human trafficking. The Company has a zero tolerance approach to modern slavery and 

is committed to acting ethically and with integrity and transparency in all of its business 



HR115/ Employee Handbook Template/ Author- Julie Kelly/ Authorised – Julie Kelly/ January 2018  
91 

dealings and relationships and to implementing and enforcing effective systems and controls 

to ensure that modern slavery and human trafficking are not taking place anywhere within 

either its own business or in any of its supply chains, consistent with its obligations under the 

Modern Slavery Act 2015. The Company also expects the same high standards from all of 

its suppliers, contractors and other business partners and, as part of its contracting 

processes, it includes specific prohibitions against the use of modern slavery, and expects 

that its suppliers will in turn hold their own suppliers to the same standards.  

Identifying potential victims of modern slavery can be a challenge because the crime can 

manifest itself in many different ways. There is a spectrum of abuse and it is not always clear 

at what point, for example, poor working practices and lack of health and safety awareness 

have become instances of human trafficking, slavery or forced labour in a work environment. 

In addition, some suppliers may go to great lengths to hide the fact that they are using slave 

labour. However, the Company accepts that it has a responsibility through its due diligence 

processes to ensure that workers are not being exploited, that they are safe and that 

relevant employment, health and safety and human rights laws and standards are being 

adhered to, including freedom of movement and communications. 

This policy applies to all individuals working for the Company or on the Company’s behalf in 

any capacity, including employees, directors, officers, agency workers, volunteers, agents, 

contractors, consultants and business partners. 

Responsibility for the policy 

The board of directors has overall responsibility for ensuring that this policy complies with 

the Company’s legal and ethical obligations. 

Julie Kelly (HR Director) has day-to-day responsibility for implementing this policy, 

monitoring its use and effectiveness and auditing internal control systems and policies and 

procedures to ensure they are effective in preventing or remediating the risk of modern 

slavery. Julie Kelly is also responsible for investigating allegations of modern slavery in the 

Company’s business or supply chains.  

Line managers are responsible for ensuring that those reporting to them understand and 

comply with this policy. 

 

Compliance 

The prevention, detection and reporting of modern slavery in any part of the Company’s 

business or supply chains, whether in the UK or abroad, is the responsibility of all those 

working for the Company or under the Company’s control. You are required to avoid any 

activity that might lead to a breach of this policy. 

If you believe or suspect a breach of or conflict with this policy has occurred or may occur, 

you must notify your line manager or report it to Julie Kelly. You are encouraged to raise 

concerns about any issue or suspicion of modern slavery in any part of the Company’s 

business or supply chains as soon as possible. If you are unsure about whether a particular 

act, the treatment of workers or their working conditions within any of the Company’s supply 

chains constitutes any of the various forms of modern slavery, please raise it with your line 
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manager. You can also contact the government’s Modern Slavery Helpline on 0800 0121 

700 for further information and guidance on modern slavery or report any concerns on 

modernslavery.co.uk the modern slavery website. 

The Company aims to encourage openness and will support anyone who raises genuine 

concerns in good faith under this policy, even if they turn out to be mistaken. The Company 

is committed to ensuring no one suffers any detrimental treatment or victimisation as a result 

of reporting in good faith their suspicion that modern slavery is or may be taking place in any 

part of its business or in any of its supply chains.  

Training and communication 

Regular training on this policy, and on the risk that the business faces from modern slavery 

in its supply chains, will be provided to staff as necessary, so that they know how to identify 

exploitation and modern slavery and how to report suspected cases. 

The Company’s zero tolerance approach to modern slavery must be communicated to all 

suppliers, contractors and other business partners when entering into new or renewed 

contracts with them. 

Breach of the policy 

Any employee who breaches this policy will face disciplinary action, up to and including 

summary dismissal for gross misconduct. 

The Company may terminate its commercial relationship with suppliers, contractors and 

other business partners if they breach this policy and/or are found to have been involved in 

modern slavery. 

35) Counselling Service Helpline 
 

We are able to offer access to a helpline via our Insurers Aviva; this is a confidential service 
to help deal with personal issues such as bereavement, divorce, the threat of violence in the 
workplace and bullying at work as well as other issues you may have.  Please call 0117 934 
0105 if you wish to utilise this service. 

 

 


