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Welcome to (NAME OF CO.) UK

(NAME OF CO.)'s achievement of its business objectives depends significantly on its ability to recruit and retain the right mix of staff and to develop the potential and performance of those individuals.  

This Handbook sets out some of the 'frameworks' in the UK through which successful outcomes in these areas are achieved.  They have been developed taking into account (NAME OF CO.)’s values:  we are anxious that our employees should enjoy working for (NAME OF CO.) and appreciate the benefits we provide as well as understanding the terms and conditions under which they work

(NAME OF CO.) Values 

Core Values and Guiding Behaviors

ENTER VALUES

SCOPE
The present rules and regulations form an integral part of your contract of employment.

The term “employee” or “you” in this document refers to any person that has signed a letter of employment with the company. The Company reserves the right to amend the terms and conditions of employment of all employees and also to vary them in respect of individual employees.  Any amendments will be notified in writing. 

General Obligations And Code Of Conduct
You are asked to observe extreme discretion on any information you acquire in the context of your activity at (NAME OF CO.) in UK. You are by this document and your engagement letter bound to corporate confidentiality even after your departure from the company.

All documents (drafts, notes, photocopies, diskettes, graphics, books etc.) that you  have acquired through (NAME OF CO.) in UK in relation to your work are the property of (NAME OF CO.) in UK. An employee who leaves the company has the obligation to return these documents, without keeping copies. All other employer owned equipment or items not mentioned above should also be rendered.

Maintaining Good Health And High Standards Of Safety

1.
AIM

The Company aims:

· to provide a healthy and safe working environment meeting all relevant legislative requirements (and in particular the Health and Safety Act 1974), as a minimum, and  

· to partner individuals in achieving the highest level of personal fitness and health.  

In support of these aims, the Company has introduced a number of policies and processes (set out below) 

2.
Achieving A Healthy And Safe Working Environment
2.1
Policy


To achieve its health and safety aims, the Company will, as far as is reasonably practicable: 

· assess the risk to the health and safety of its employees and others who may be affected and identify what measures are needed to comply with health and safety obligations; 

· provide and maintain locations, equipment and systems of work that are safe and without risks to health;

· maintain offices, car parks and access routes in a safe condition without risks to health; 

· ensure that all necessary safety devices are installed and maintained on equipment; 

· provide relevant information, instructions, training and supervision in safe working methods and procedures; 

· ensure safety and absence of risk to health in any use, handling, storage and transport of articles and substances;

· establish emergency procedures as required;

· monitor and review the management of health and safety at work; and 

· keep the policy under review and make any necessary revisions from time to time, bringing them to the attention of individuals. 

2.2
Responsibilities


Each individual is responsible for:

· doing everything possible to prevent personal injury and injury to others, eg in maintaining safe work areas, using equipment safely, in avoiding placing items in corridors or in routes to fire exits, etc;  

· knowing the position of the nearest fire alarm and fire extinguishers, the route to the nearest fire exit and the assembly point in the event of an evacuation; 

· identifying any personal needs for additional training or information on health and safety aspects;

· reporting personal accidents and injuries at work (see 2.3 below); 

· implementing all Company requests and directives relating to health and safety, and

· notifying their manager and the Safety Officer of anything in their work area which presents a health or safety risk.


In addition to personal responsibilities above, each department manager is responsible for:

· the safety of individuals working for them (whether employees, secondees, temporary staff or others) and for visitors to their department;

· ensuring that each member of their team is given health and safety briefings and training specific to their jobs and is aware of the location of first aid boxes, fire exits and fire fighting equipment; 

· investigating injuries and accidents with help from the appropriate Safety Officer, to determine cause and to avoid recurrence; and

· carrying out periodic reviews and checks. 

· ensuring the Company's obligations in respect of assessment, control and monitoring of the office, equipment, manual handling, personal protective equipment and display screen equipment are met; 

· maintaining safety records; 

· investigating injuries and accidents in support of the relevant department manager and for providing accident statistics; 

· keeping up-to-date on changing legislation and good practice, implementing relevant aspects; and ensuring the Company's responsibilities in respect of assessment, control and monitoring of any hazardous substances are met.
Tidiness
We aim to provide a pleasant working environment for all staff. For this reason, every employee has a responsibility in ensuring that the work premises remain orderly and clean. 

Conditions Of Employment

Start of employment
The letter of employment indicates the beginning date of your employment, and the length of the trial period as well as the resignation notice period. Your employment may be subject to the successful passing of a medical examination.

Termination of service

Termination of service is in accordance with the following notice schedule

	(a)
	up to 4 years’ continuous employment
	1 month’s notice

	(b)
	from 5 years’ continuous employment up to 11 years’ continuous employment
	1 week’s notice for every completed year of continuous employment

	(c)
	more than 12 years’ continuous employment
	3 months’ notice


 (NAME OF CO.) UK reserves the right to pay the relevant net salary in lieu of notice.

After notice has been served by (NAME OF CO.) UK or the employee, (NAME OF CO.) UK may:

     
(a)
require the employee to carry out no duties; or

     
(b)
require the employee to remain away from the office; or


(c)
require the employee to carry out such duties as (NAME OF CO.) UK may require, provided that such duties are of a standard appropriate to your job description.

For the avoidance of doubt, you would remain an employee of (NAME OF CO.) UK during the notice period and would continue to be bound by the terms of this contract.

Unless differently indicated in the employment agreement, after the probationary period, each party can terminate the employment obligation provided that a notice period of three months is given by the end of the prior month. 

Special provisions and conditions may be applied in the case of immediate termination for just cause 

Benefits 

Contributions and Insurances
All employees participate in the mandatory National Insurance scheme. In accordance with legal provisions and obligations, but also in accordance with our wish to be good employers in UK the company has in addition the following benefits in place for its employees:

Insuring Against Permanent Ill-Health

The. Company has insurance in place through (anme of insurer) to provide cover in the event of your being unable to work through incapacity.  This allows for payment of discretionary benefits to permanent employees under age 60 who have been absent due to sickness or incapacity for six continuous months or more, regardless of length of service.


The benefits are: EXAMPLE ONLY 

66.7% of basic salary, less the long term State Incapacity Benefit for a single person-currently £63.25 per week, payable from the first day after six month's continuous sickness absence, subject to the agreement of the Scheme's insurers.

These benefits are payable until retirement or until a return to work, whichever is the earlier.  In the event of a partial return to work or a full-time return to work on an income lower to that received prior to sickness, a proportionate benefit may be payable.

 Benefits will increase annually at the lower of 3% or the rise in the Retail Price Index. The benefit (when paid ) is assessable for income tax and National Insurance contributions. 

The information above is a summary of the rules of the Scheme.  Should there be a difference between the summary and the rules, then the rules will apply.  Employees with queries relating to the Scheme or who wish to see a copy of the rules, should contact the (NAME OF CO.)  REPRESENTATIVE. 

(NAME OF CO.) covers the whole premium for this insurance. 

Health Insurance 


Employees may participate in the Company's Private Medical Insurance scheme,  The insurers are currently  (NAME OF INSURER).  Membership is on a single, married, or family basis.  Where children are included, their membership lapses on marriage or on the first annual renewal of the policy after their 21st birthday, whichever is the earlier.  Employees who have unmarried partners insured are treated as if they were married for purposes of this benefit. (NAME OF CO.) covers the whole premium for this insurance:there is no employee contribution.

Life Insurance

(NAME OF CO.) has insured (NAME OF CO.) UK employees under a group life assurance policy known as the (xxxxxx Group Life Assurance Scheme). This insurance would provide a lump sum in the even of your untimely demise calculated as 3x salary at the date of death. In addition the salary to the end of the month is paid.

Cover extends to employees up to the age of 63. During temporary absence cover continues until normal retirement age in the even of illness or injury. For employees absent through ill health benefits are based on salary at the date of incapacity. 

Pension 

(NAME OF CO.) makes a payment of  (average in UK is 12% of base salary) to a “defined contribution” pension plan run by (NAME) Insurance. An employee contribution of 5% of base salary  is required.(Example only) The plan rules are available from the REPRESENTATIVE . The plan produces either a lump sum or pension at retirement age.  

Hours Of Work

Working time
5 days a week from Monday to Friday

8 hours a day: although all employees are expected to work to ensure correct levels of customer support and as the operation requires.

Lunch break
The lunch break is a maximum of  60 minutes duration.

Vacation And Absences

Professional absences
Absences for professional reasons should be made known as far in in advance as possible to the Department Head and HR management.

Right to vacation
All full-time employees are entitled to 20 days leave during each calendar year (ie between 1 January and 31 December).  For staff joining during the year, leave is calculated on a pro-rata basis by taking the number of calendar days between date of joining and 31 December, dividing by 365, and multiplying by 25, rounded up to the nearest half day.  

Leave may be deferred to the following calendar year up to a maximum of five days, subject to written management approval.  

Requesting and Recording Annual Leave

Employees requesting annual leave should seek approval as early as possible from their manager by entering the relevant information on a Vacation Request Form.  Leave requests will normally be approved except where business needs make this impossible.  
Every complete month of work gives right to one twelfth of the annual vacation entitlement. 

If you are ill during a vacation the company will consider adding the days of illness to your vacation entitlement as long as there is a doctor’s certificate to confirm the illness and if the illness is serious enough to have greatly  impaired the vacation.

Vacation Planning
Vacations should be planned during the civil year in agreement with the Department Head and should take into account the requirements of the company and, insofar as possible, the employee’s wishes. The company reserves the right to change vacation plans if circumstances require it.

Employees who have not completed a year of service have the right to pro rata vacation. Employees who leave at a time when they have taken excess vacation will be asked to reimburse the excess vacation taken.    

Vacation should be taken within the year they are due. A “carryover” of vacation from one year to the next is permitted but this should at no point ever reach more than 20 days of vacation. Vacation will not be compensated by a cash payment except at the time of termination. 

Vacations must furthermore be planned according to the following rules:

· It is not permitted to take more than 3 weeks at a time (15 working days).

· Short periods of vacation are allowed, the minimum being one half day of work.

· Any vacation not taken by the end of the civil year can be carried over until April30th of the following year.

Leave on Termination

Prior to leaving, the Leave Record card must be forwarded to (NAME OF PAYROLL CO.)   to calculate monies due and to file on the terminating employee’s personal file. 

Any leave outstanding on termination will be paid via payroll.  Where leave has been taken in excess of entitlement, a deduction from final salary will be made or, where the final salary is insufficient, a personal cheque for the amount will be required from the employee before termination. 

Paid absences
Sickness Reporting and Recording

As soon as possible on the first day of absence, the individual (whether in the UK or abroad) must inform their manager directly of the reason for their absence or ensure someone else does this on their behalf.  They must also keep their manager informed of progress including their anticipated day of return.  

If an individual is absent for three or more days (including Saturdays, Sundays and Statutory Holidays), a doctor's certificate must be attached covering each day of sickness or incapacity.  The form should be completed on return to work or, in the case of extended absence, during sickness absence.  The form must be signed by the relevant manager who, in doing so, is acting on the Government's behalf in approving the payment of Statutory Sick Pay by the Company to eligible individuals. 

When complete, Sickness Reporting forms should be forwarded to the Administration Mgr

Where individuals are absent from work due to incapacity or sickness and meet the reporting requirements above, the Company will continue to pay salary in accordance with contract of employment commitments.  

Statutory Sick Pay will be reclaimed by the Company. The Company also reserves the right to ask an employee to undergo a medical visit by the company doctor, if need be. If a medical certificate is not duly produced the company may treat the absence as unjustified.

Maternity Leave

The Company grants maternity leave in line with statutory requirements.  Further general information is available from the REPRESENTATIVE 

An employee who is likely to request maternity leave should discuss the requirement with her manager as early as possible. 

Paternity Leave

Subject to business needs, male employees may be granted up to two days paid leave in addition to their normal annual leave entitlement on the birth of a son or daughter, to be taken within ten days of the birth. 

Leave To Attend Courts Of Law

The Company grants leave for employees appointed as jurors or who are required to attend court as witnesses. 

As the UK judicial system makes provision for claims for loss of earnings, the individual should claim up to the maximum amount from the court, notifying the Human Resources Adviser.  A deduction equal to the amount paid to the individual by the court will then be deducted from the individual's gross pay. 

Other Time Off

The Company may consider granting additional paid leave, on a case by case basis:

Official Public Holidays
The Company observes the following public holidays in the UK: 

· New Year's Day

· Good Friday and Easter Monday

· May Day (normally a Monday early in May)

· Whitsun (normally a Monday in late May)

· Summer Bank Holiday (normally a Monday in late August)

· Christmas Day and Boxing Day. 


Where a public holiday falls on a Saturday or Sunday, the Company will normally nominate a day in lieu. 

A public holiday, which falls during an employee vacation period, will be compensated.

Special Holidays 

If the following events occur on a working day the employee will benefit from a special day of vacation..

· Birth of a child 





2 day

· Decease of a spouse, partner or child


3 days

· Decease of another member of the family

2 days

· Household removal (not more than once per year) 
1 day

· Marriage of the employee




1 days

These days of holiday must be taken at the time of the event: they cannot be delayed .

Remuneration
Salary
The salary is determined by taking into account the job requirements, the qualifications and the experience of the employee.

The annual contractual compensation is paid in 12 instalments. 

The salary should be paid into the bank account of the employee on the 24/25th of each month.

Bonus 

(NAME OF CO.) may grant special bonuses, taking into account the performance of employees, the performance of the company, and the salary market.

Salary Reviews

Salary and bonus Reviews in (NAME OF CO.) are made in December of each year and are effective (DATE) of each year. Salary reviews will take into consideration market salary rates, cost of living rises and the performance of the individual. There is no automatic entitlement to a rise in salary each year. 

Administrative Formalities

Change of address and civil status
The employee must inform the Human Resources Department immediately of any change in civil status, address, nationality or work permit as well as of any other event, which could change the status of the benefits given by (NAME OF CO.) in UK.

Solving Personal And Work Related Problems

1.
Overall Aim

The Company is keen to help individuals resolve problems that affect their ability to do their job and that affect their well-being. As a result the following processes, both informal and formal, have been developed. 

2.
Informal Processes

Any individual with a problem should feel free to discuss it informally with their manager,  or with any other person in the Company who they feel can help.  Every effort will be made to resolve the problem, using internal or external resources as necessary, working within the constraints imposed by the Company's business. 

When this approach does not provide a solution or where a more formal discussion is appropriate, the procedures below are designed to help. 

3.
Formal Grievance Procedure

3.1
Aim

In developing this procedure, the Company's aim is to ensure that problems raised formally are handled quickly and fairly, ideally with mutually beneficial solutions.  There is no intention to deprive an individual of any right to use external processes although they should be considered as a last resort. 

3.2
Raising a grievance

The procedure is initiated by an individual setting out a problem in writing to the relevant manager indicating a wish to use this Grievance Procedure.  A meeting will then be arranged, normally within five working days, to discuss and, if possible, to resolve the problem.  Within three working days, a written summary of the main points and the outcome will be produced by the manager with copies for those present at the meeting and for the individual's personal file. 

3.3
Appeal

If the individual is unhappy at the outcome and wishes to pursue the subject further, an appeal may be made in writing against the manager's decision to the (HIGHER LEVEL EXECUTIVE), within five working days of receiving the written outcome from the first meeting.  Within a further five working days, the (HIGHER LEVEL EXECUTIVE) will arrange an appeal meeting.  Afterwards a written summary of the outcome and the main points considered will be produced for those present and for the individual's personal file, normally within three working days.  

The manager’s decision is final and the Grievance Procedure is exhausted after this stage. 

3.4
Representatives and contributors

At both a grievance meeting and at an appeal meeting, an individual may invite a fellow member of staff to contribute to the discussion or to provide other support, letting the manager know beforehand.  The manager may invite relevant colleagues who can contribute to resolving the perceived problem to either meeting, letting the individual know beforehand. 

4.
Formal Disciplinary Procedure

4.1
Aim

In a rare instance of perceived inadequate performance or conduct, the Company may initiate formal discussion using this procedure.  Its aim is to ensure that problems are handled consistently, quickly and fairly, satisfying the test of reasonableness by taking into account all the circumstances, the individual's record and other relevant factors.  The emphasis will always be on achieving improvement in job performance and in conduct, whenever possible. 

The Disciplinary Procedure is not intended to deprive an individual of any right to use the normal processes of law, where appropriate, although these should always be seen as a last resort. 

4.2
Initial considerations

An investigation of the perceived problem will be conducted thoroughly and will include discussion with the individual and the gathering of relevant information.  In instances of poor conduct this might include obtaining statements from other individuals, eg witnesses.  Ideally the person doing the investigation and the person subsequently considering the problem should be different although in a small company this may not always be possible. 

If on the basis of the investigation, the relevant manager feels there is a performance or disciplinary problem which needs resolution, the individual will be notified in writing by the manager.  This notification will include details of the perceived inadequate performance or alleged poor conduct and the date, time and place of the meeting. 

If at any time during the investigation or immediately preceding it, a manager feels it is undesirable for the individual to remain at work, a decision may be taken by the General Manager, normally in consultation with the REPRESENTATIVE and the Director of Human Resources, to suspend the individual.  The terms of that suspension will be decided and communicated to the individual at the time. 

4.3
The meeting

At the meeting, either party may invite other individuals from within the Company to participate, e.g. witnesses in the case of alleged poor conduct.  Copies of any written material to be considered should be available to those who are to attend the meeting at least two working days before. 

Having considered the evidence, the manager, either at the end of the meeting or within three working days, will tell the individual the decision, the reason for it and the nature of any action to be taken (see paragraph 4.6 below).  The decision will be confirmed in writing by the manager with a summary of the main points of discussion and evidence.  A copy will be placed on the individual's personal file unless it has been agreed that no problem exists.  

4.4
Appeal

If the individual is unhappy with the outcome and wishes to pursue the matter further, an appeal may be made in writing to the REPRESENTATIVE  within five working days of being notified of the outcome of the original meeting. 

It should be noted that an appeal meeting is not intended to repeat the detailed investigation of the disciplinary meeting but to focus on specific factors which the individual feels have received insufficient consideration, for example: 

· an inconsistent or unduly harsh penalty;

· extenuating circumstances not properly considered;

· evidence to suggest that the manager who led the disciplinary was biased; 

· new evidence not considered at the disciplinary meeting.  


An appeal meeting will be arranged within five working days.  At the meeting, either party may invite other individuals from within the Company to participate.  Copies of written material should be available to those who are to attend the meeting at least two working days before. 


Having considered the evidence, the manager, either at the end of the meeting or within three working days, will tell the individual the decision, the reason for it and the nature of any action to be taken (see paragraph 4.6 below).  The decision will be confirmed in writing by the manager with a summary of the main points of discussion and evidence.  A copy will be placed on the individual's personal file unless it has been agreed that no problem exists.  In such a case, no personal file record will be kept and the personal file record from the first meeting will be destroyed. 

4.5
Representatives and contributors

At either a first meeting or at an appeal, the individual may invite a fellow member of staff to contribute to the discussion or to provide other support, letting the manager know beforehand.  The manager may invite relevant colleagues who can contribute, letting the individual know beforehand. 

4.6
Disciplinary decisions

Decisions that may be made following a disciplinary hearing are:

· clearance/acquittal.  
· a problem exists with potential to resolve it.  Improvement objects would be set for the individual to achieve within a specific timescale and to maintain subsequently.  A sanction might be imposed where appropriate, eg deferment of a salary review, and a warning given as to the possible consequences of a repetition of the problem, eg dismissal. 

· dismissal.  This would occur on the repetition of a previous problem for which improvement objectives had not been met (and sustained) and for which a warning of possible dismissal had been given.  It might also occur for a serious first occurrence of a problem, without prior warning of possible dismissal. 

Examples of situations which may result in dismissal include:

· inadequate performance; 

· failure to accept and act on the Company's reasonable requirements; 

· failure to disclose procedures, systems, methods, processes, formulae or inventions; 

· committing the Company to contracts beyond the level of authority vested in the individual or misrepresenting this authority to an actual or prospective client or supplier; 

· a breach of confidentiality affecting the Company;

· misappropriation of funds or theft of tangible or intellectual property, proprietary information, equipment, materials or products belonging to (or in the custody of) the Company or colleagues; 

· unauthorised acceptance of a financial or other reward or of a gift of a value above £150 from a third party; 

· damage to Company property;

· incapacity due to alcohol or drugs; 

· sexual or other forms of harassment; and 

· computer piracy or breach of computer security.

This list is not intended to be exhaustive.

summary dismissal.

 If the circumstances of the case constitute a threat to the well-being of the Company or to other individuals working for or with the Company, an individual may be summarily dismissed, without notice and without warning.  Such a dismissal may be immediate without a formal disciplinary hearing.  Situations which may result in summary dismissal include: 

· misrepresentation of skills, experience, qualifications, personal and medical history during employment selection;

· falsification of records; 

· breaching confidentiality as defined in a contract of employment; 

· breaching health and safety rules which endangers the health of others;

· assault or offensive behaviour in front of a client (or prospective client) or anywhere in public when acting as a member of the Company, particularly where alcohol or drugs is an influence;

· any indictable offence against the Company or any other indictable offence that results in imprisonment or that reflects directly on the work of the Company and the individual concerned;

· doing or soliciting for personal work outside the individual's contract of employment, similar to that done for the Company, for another company or for an individual without written permission; 

· deliberate damage to Company property; 

· significant misappropriation of funds or theft of tangible or intellectual property, proprietary information, equipment, materials or products belonging to (or in the custody of) the Company or colleagues.

This list is not intended to be exhaustive. 

Dismissal and summary dismissal decisions may only be taken by the senior UK director of the Company and the HR Director..

4.7
Records


Where records of disciplinary action are retained on an individual's personal file, they will be removed if there is no further occurrence within twelve months. 

Queries

Queries on the processes for solving personal and work related problems should be raised with the General Manager or the REPRESENTATIVE.  

Sexual Harassment

(NAME OF CO.) Limited considers that sexual harassment in the workplace is unacceptable and will treat all complaints seriously.

If you feel that you have been subjected to sexual harassment you should raise the matter with your Line Manager under the terms of the grievance procedure set out in Clause 15 above.

An employee who is found to be the perpetrator of harassment will be liable to disciplinary action under the terms of the disciplinary procedure set out in Clause 17 above.  (NAME OF CO.) UK may exercise its discretion as to the disciplinary measures which will be taken, depending on the nature of the conduct.

Data Protection

You agree that personal data relating to you (including sensitive personal data such as medical details) may to the extent that it is reasonably necessary in connection with your employment or the business of (NAME OF CO.) UK:

(a) be collected and held (in hard copy and computer readable form) and processed by (NAME OF CO.) UK; and

(b) be disclosed to:

(i) other employees of (NAME OF CO.) UK and (NAME OF CO.) UK’s group companies;

(ii) any other persons as may be reasonably necessary or as authorised by you; or

(iii) as otherwise required or permitted by law.

This consent applies regardless of the country to which the data is to be transferred.  Where the disclosure or transfer is to a destination outside the European Economic Area, (NAME OF CO.) shall take reasonable steps to ensure that your personal data continues to be adequately protected, though you may no longer have rights under data protection law.

If you have any queries regarding your personal data, these should be raised with your Line Manager.
Deductions

You consent to the deduction from any sum otherwise payable to you by reason of your employment (or its termination) the value of any claim of whatever nature and in whatever capacity that (NAME OF CO.) UK may bona fide have against you, including but not limited to:

overpayment of wages;

overpayment in respect of expenses incurred by you in carrying out your duties;

loans which (NAME OF CO.) UK may from time to time make to you; and

advances on wages which (NAME OF CO.) UK may from time to time make to you.

You further agree that (NAME OF CO.) UK has the right to deduct from your salary or other sums due to you a sum in respect of accrued holiday entitlement if at the date of termination of your employment you have taken holiday in excess of your accrued holiday entitlement.



MODIFICATIONS

(NAME OF CO.) UK reserves the right to modify any of the above provisions.

Any changes or complementary information will be communicated in writing.

These rules and regulations come into effect 01/1/2002, and are an integral part of the contract of employment of each employee. The present document replaces any previous internal documents on the subject of work conditions. This document is governed by UK Law 

Received and understood 

Employee Name



Signature

Date:
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