MODEL POLICY PACK – Document 1

WRITTEN STATEMENT OF EMPLOYMENT PARTICULARS


(IT IS ESSENTIAL THAT YOU CONSIDER AND AGREE EACH CLAUSE OF THIS MODEL STATEMENT BEFORE YOU ADOPT IT OR ISSUE IT TO STAFF. PLEASE READ THE INTRODUCTION TO THIS PACK.

This model statement incorporates all the essential legal requirements of a Written Statement of Employment Particulars, as listed in the DTI model document quoted below. There are however several additional features which we regard as good practice. Among these are a number of terms which are based on legal minimums but which you may choose to improve if you can afford to do so. These optional items are indicated in the text by comments in red italic print inside brackets. The red will show as paler print if you are printing off in black and white. Square brackets [ ] enclose an optional term or phrase. Normal brackets ( ) enclose an explanatory note.)
WRITTEN STATEMENT OF EMPLOYMENT PARTICULARS

(By law, you must give a version of this document along with associated terms and conditions to each employee no later than 2 months after they start work for you. See the DTI guidance and a basic model form at: www.dti.gov.uk/employment/employment-legislation/employment-guidance/page16332.html

Employer:


The Board of Directors, [your organisation]

Employer’s address:
………………………………………………………………………………………………..

Post holder’s name:
 
………………………………………………………………………………………………..


Date when continuous period of employment started: 
………………………………………….

Length of contract: 
[*Permanent subject to funding / sessional /temporary/

Fixed term from: ………………………….
to: ………………………….]
(*Delete as appropriate. Fixed term/temporary contracts should usually only be issued for temporary cover or for specific short term pieces of work)

Job Title:

……………………………………………………………………….………………………………….




(See job description for details)

Responsible to:
……………………………………………………………………….………………………………….

Normal place of work:
………………………………………………………………………………………………..




(This may vary depending on the job description and role)




You are not expected to work outside the UK.

Pay


NJC Scale:             (currently £……… per annum, pro rata……… )

1. 
PROBATIONARY PERIOD & CONFIRMATION PROCEDURE
(There is no obligation in law to have a probationary period or a confirmation procedure and basic statutory rights are no different in this period to any other. However it is good practice to specify a ‘trial period’ during which both parties can more easily terminate the employment if it is clearly not working out.)

The purpose of the probationary period and confirmation procedure is to ensure that there are no insuperable problems with the new appointment, either from [your organisation’s] point of view or the new employee’s. All appointments are subject to a probationary period of up to 6 months [or less if the post is short term] after the start date to formally assess suitability for the post (the confirmation procedure) and to assess training needs.  The probationary period is also an opportunity for the new employee to confirm that they are happy in the post.

The confirmation procedure consists of two stages: 

1. After 3 [less if post is short term] months:
Review of induction process and of progress to date, and training needs assessment

2. Within 6 [less if post is short term] months 
Appraisal; The Chief Officer and nominated Board member will usually undertake the appraisal with the post holder

If everything is satisfactory the post holder will be confirmed in post. 

Where an employee’s performance is not considered satisfactory but demonstrable improvement is shown to the Board the probationary period may be extended for an additional period. 

Where an employee’s performance is not considered to be satisfactory in spite of support and clear targets for improvement at any time during the probationary period, but particularly at either the three month or the six month review stages or at the end of an extended probationary period, the contract may be terminated. Please refer to the disciplinary policy for details of the procedure for dismissal during the probationary period.

[Note: You should follow the statutory dispute resolution procedures if you are considering any dismissal. If you fail to do this and the dismissed employee subsequently succeeds in a case at Employment Tribunal e.g. for unlawful discrimination, compensation against you could be substantially increased] 

Where termination of the job is because the new employee is unhappy in the job, they should first attempt to resolve the issue through the normal grievance procedure. 

If either party wishes to terminate the employment relationship during the probationary period, they are required to give notice of at least one week. 

(By law, you only need to give ‘reasonable’ notice if the employment lasts less than one month. However, it is good practice to stipulate at last one week for either side from the outset.)

2.
HOURS OF WORK

(The Working Time Regulations stipulate that there must be explicit mutual agreement if an employee is required to work more than 48 hours a week. The Regulations also legislate for minimum daily and weekly breaks and for minimum paid holidays. The statutory minimums are very limited, however, and it is good practice to be more generous on grounds of Health and Safety and of employee retention and motivation. There are no regulations governing time off in lieu or overtime.)

Full-time employment is 35 hours a week [or whatever is normal in your organisation, but not exceeding 48 hours a week] excluding breaks, which should include a minimum uninterrupted break of 30 minutes in a full working day.  

Part-time staff who work more than 6 hours in any one day must also ensure that a 30 minute (minimum) lunch/rest break is taken (the law gives an entitlement of 20 minutes (unpaid) break for anyone working 6 hours or more but you may choose to vary this). These lunch/rest breaks are normally unpaid.

Normal office hours are [between 9am – 5pm Monday to Thursday and 9am – 4pm Friday.] 

[In line with [your organisation’s] commitment to Equality & Diversity, employees are entitled to request to work flexibly under the Flexible Working Policy, providing this meets the operational needs of the organisation.]  (By law, only employees with children under 5 (or disabled children under 18) or employees with personal caring responsibilities for adults in their family or household, are entitled to make this request. You may wish to extend this right to all staff).
Staff may be expected to attend occasional evening and weekend meetings/events. Reasonable notice will be given and the post holder may take time off in lieu (TOIL). 

All staff should agree their core hours with their line manager and keep accurate records of the hours worked and of time off. An example time sheet is attached. 

3.
TIME OFF IN LIEU (TOIL)
TOIL may be requested if any significant excess time is worked (for example by attending evening or weekend meetings).  TOIL must be agreed in advance with the line manager and taken within [2 calendar months]. [Your organisation] does not pay overtime for additional hours worked.  

4.
HOLIDAY ENTITLEMENT
 
The holiday entitlement for full-time staff is [28 days/5.6 weeks] per year, which includes 8 public holidays. (Your organisation) will normally close on public holidays and staff who would normally work on these days are expected to take these days as part of their annual leave.
Holiday entitlement for part-time staff is worked on a pro rata basis of the full-time entitlement. Where staff work irregular hours, their holiday entitlement will be calculated on an hourly basis. Accurate recording of hours worked is essential to ensure that holiday entitlement can be worked out based on the number of hours worked. 

(Until October 2007, minimum statutory holiday entitlement is 4 weeks, which can include public/bank holidays. Most organisations already offer more than this. The statutory entitlement is due to rise in stages from October 2007 so that bank holidays (or paid holidays in lieu of bank holidays) will eventually be a statutory entitlement additional to the 4 weeks basic paid holiday. Part-time staff are also entitled at present to a minimum of 4 weeks holiday based on their own normal working week, but this too will change.)

· Holiday entitlement starts from day one of employment.

· The leave year is [April to March] and, unless there are exceptional circumstances agreed with the line manager and [your organisation’s] Board, unused leave may not be carried over to the next year.

(It is important to state when your leave year begins and ends but this could be, for instance, from January to December or September to August. The Regulations state that statutory holiday should be taken within the holiday year but you may choose to vary this) 
· A holiday sheet is provided for each member of staff, which states their entitlement for the year. 

· Requests for holidays must be made in advance with at least twice as much notice as the length of the holiday the employee proposes to take and must be agreed with the line manager.

[Or: Employees should give as much notice as they can of a request for holidays. [Your organisation] will give a decision on the request as soon as possible and certainly within 2 weeks of the request. [Your organisation] recognises that employees will occasionally need odd days at short notice and will agree such requests if this is possible without compromising the needs of service delivery.]
· Staff and line managers must bear in mind the need to ensure adequate cover for all [your organisation’s] services.  

· If an employee leaves during the holiday year, they will be entitled to accrued holiday pay for any holiday which is outstanding in their final payment, calculated on a pro rata basis as above, or they may take those holiday days outstanding, calculated to the last day of work, during their notice period. 

· If an employee’s employment is terminated, by [your organisation] or by the employee, and the employee has taken annual leave in excess of their pro rata entitlement to the date of termination, excess holiday pay must be repaid to [your organisation] and may be recovered from salary or other payments due to them. This does not apply to death in service.

· Holiday pay entitlement while sick. Holiday will continue to accrue during any period that an employee is off sick and still in receipt of sick pay (statutory sick pay or contractual sick pay) from the organisation. 
·  If the absence from work is because of maternity leave, contractual holiday will be accrued as normal for the first 26 weeks of absence and statutory holiday pay will accrue thereafter. 

(Employees are entitled to accrue full contractual holiday during ‘ordinary’ maternity leave, along with all other contractual benefits except wages. Statutory holiday entitlement continues to accrue during the remaining period of maternity leave unless you stipulate better terms.)
5. SALARIES

[Your organisation] uses the standard local authority pay scales and the voluntary sector bands within those scales to reflect the type and status of a particular job. 

The salaries for posts at [your organisation] are determined within a salary band specified on the job description for the post held and as detailed above. 

Post holders will start at the bottom of the salary band for the post held in most circumstances. The exceptions to this may be that the new post holder has existing years of service within the organisation or that the new post holder is exceptionally well qualified and experienced for the post concerned. The [your organisation] Board will determine the starting spinal point in these exceptional circumstances. 

Staff are paid an increment of one spinal point on 1st April each financial year until they reach the top of their defined salary band. First increments are paid as follows:

· For staff who take up post between April and September, the first increment will be payable the following April. 

· For staff who take up post between October and March, the first increment will be payable the second April following. 

Cost of living awards negotiated nationally will be paid from the pay-day following the date of national agreement on pay awards and will be backdated to the date agreed by national agreement, or 1st April, whichever is the later.

Payment Details:

Salaries are paid calendar monthly direct into bank accounts. 

Date of payment is on the [26th] of each calendar month through BACS. However this date will vary due to bank holidays and weekends. 

[The Payroll service is provided by [insert name] and the [your organisation] Finance Officer is responsible for providing them with the necessary information. S/he is also responsible for administering salary variations (where additional or fewer hours have been worked), salary slips and notification of any new, updated or required information. This information is confidential to the subject of the information, the Finance Officer and the Chief Officer.] 

6. EXPENSES

(The law excludes travel time to and from a normal place of work from normal working time and the Inland Revenue applies limits to the amount of travel expenses which may be paid tax free. Otherwise policy on travel and other expenses is discretionary.)

Travel 

Employees are responsible for travel costs to and from their normal place of work, but may claim for additional costs incurred on approved business away from the normal place of work.  

[Your organisation] has a policy that public transport should be used wherever possible, for which receipts are required.  However if it is necessary to use a car, employees may claim mileage at the agreed rate which will be periodically reviewed by the Finance Committee. The employee’s line manager must approve in advance journeys of over 20 miles that the employee considers need to be made by car. It is the employee’s responsibility to ensure that their vehicle is insured for business use and they will be required to show evidence of this before mileage expenses are paid. 

Public transport costs may be claimed on production of a receipt or ticket. 

Travelling time in excess of normal time taken travelling to and from work may be claimed on time sheets with the prior agreement of the line manager.

A receipt must evidence other expenses incurred whilst in the performance of duty. The Finance Officer or line manager must wherever possible approve all expenditure in advance. 

Expenses should be claimed monthly on the appropriate form and no more than two months in arrears of them being incurred. 

7.
PENSION
(The law now stipulates that all employers with 5 or more employees must nominate and publicise a stakeholder pension unless they operate a qualifying company pension scheme. However there is no obligation on employees to join that particular stakeholder scheme nor is there any obligation for an employer to contribute. You have a range of options as to which, if any, pension contribution scheme you adopt. Those given below are examples. For more information, visit: www.hmrc.gov.uk/stakepension/ or

www.pensionsregulator.gov.uk/stakeholderpensions/decisiontree/index.aspx

[Your organisation] offers access to a stakeholder pension scheme, as required by law, but does not make any recommendation as to whether each employee should join this scheme or not. The stakeholder pension provider is …………….…. [Your organisation] does not have a company pension scheme. [Your organisation] will pay an employer’s contribution equivalent to [5.5%] of gross salary into an employee’s personal pension scheme, which may be the stakeholder pension scheme. 

or
[Your organisation] has a company pension scheme in operation. All employees may join the scheme after their confirmation procedure is completed satisfactorily or after one year’s employment, whichever is the sooner. Details of the company scheme are as follows: ……

A contracting-out certificate under the Pensions Schemes Act 1993 [is/is not] in force for the employment this statement is being issued for.

(For further information on contracting out certificates, call 0191 225 01501 or talk to your accountant.)

8. RETIREMENT

(Retirement options have changed with the introduction of Age Discrimination legislation from 1 October 2006. You should check that you are following all the procedures correctly when an employee approaches 65.)

Retirement age will normally be at age 65 for all employees. Any extension of service beyond age 65 must be by agreement with [your organisation’s] Board. 

In order to comply with the Employment Equality (Age) Regulations 2006, the Chief Officer will write to a retiring employee no more than one year and no less than 6 months before the intended retirement date. The letter will inform them of the date the organisation expects them to retire and of their right to apply to stay on. They will be told that if they wish to stay on they should apply to do so in writing at least 3 months before their expected retirement date.

If an employee applies to stay on, they will be invited to a meeting to discuss their request. They will have the right to bring a [colleague/ a companion] with them. 

After this meeting [your organisation] will write to give their decision about extending the employee’s employment. If [your organisation] agrees to the request they should either give a new retirement date, or state that the employee can stay on indefinitely. [Your organisation] should also make explicit any new arrangement for eg reduced or flexible hours. In case of disagreement or misunderstanding at this meeting, the employee will also be informed in writing of their right to appeal. 

(The implications of effectively not having any retirement age by allowing employees to stay indefinitely need to be thought through. The law does not oblige the employer to give a reason for their decision to refuse an application to stay on, although it is good practice to do so and employers should not discriminate in their decisions. 

Employers can agree to employees’ requests to stay on beyond the normal retirement age without holding a meeting. However, only in very exceptional circumstances (such as long term unavailability of the employer or employee) should a request be refused without giving the employee an opportunity to put their case in person. In such circumstances the employee should be allowed to make written representations.

Retirement at age 65 or above will be a fair dismissal if the employer has followed the procedure above as to notice of retirement, meeting to consider request to stay on, and appeal.)
9.
INCOME TAX

Income Tax will be deducted from salaries at the appropriate rate depending on an individual’s tax code. All employees are responsible for submitting a P45 at the beginning of their employment with [your organisation] or completing a P46 if [your organisation] is not their only employer / main employment. 

Other Work

[Your organisation] is not responsible for arranging tax or National Insurance deductions for other paid work carried out by a staff member, outside [your organisation]. 

Staff undertaking independent / self employed work for other organisations must declare this to the [your organisation] Board and sign a declaration stating that they are responsible for any additional earnings and the associated tax and National Insurance contributions. This declaration will also serve to inform [your organisation] that staff are not breaching the Working Time Regulations by regularly working more than 48 hours a week.

Individuals undertaking work outside [your organisation] must complete a Register of Interest (ROI) form. [Your organisation] Board will determine if they consider there is a conflict of interest. 

10.
SICKNESS – NOTIFICATION, CERTIFICATION & PAYMENT

The following procedure must be adhered to in order to ensure staff are paid accurately. If this procedure is not adhered to it may affect accurate payment of salaries. 

Notification:

The employee or an individual acting on their behalf must contact the office by 9am. If possible, they should speak directly to their line manager. Where this is not possible contact must be made no later than 10:30am. This contact is to notify the line manager of the first day of absence, indicating the nature of the illness and the expected date of return. If the illness continues beyond the expected date of return, the employee must ring in again giving the new expected date of return.
Certification:

Any illness of 7 days or less must be self-certificated on return to work on the form provided. For illness of more than 7 days (including weekends) a doctor's certificate is required. In the interest of health and safety if an employee returns to work before the end of the certificated period, they must obtain a certificate authorising their fitness to return before resuming work.

Sick Leave and Pay

[Statutory Sick Pay (SSP) is payable to nearly all employees whose wage is above the National Insurance Lower Earnings Limit. Statutory Sick Pay is not in most cases recoverable by the employer. More information can be found at: www.dwp.gov.uk/lifeevent/benefits/statutory_sick_pay.asp or at www.hmrc.gov.uk/helpsheets/e14.pdf or at  www.hmrc.gov.uk/calcs/ssp.htm.

Most organisations offer improved contractual sick pay as in the following example. This would include the employer’s obligation for SSP. Further examples of contractual sick pay schemes are given with Document 9, the model Absence Management policy. In order to comply with Age Discrimination legislation workers with more than 5 years service should not continue to accrue more favourable terms and conditions of work than those who have less than 5 years service. Therefore benefits based on length of service should not continue to increase beyond the 5th year. 

You may however choose simply to say that employees who qualify will be paid the current rate of SSP in accordance with the Inland Revenue’s rules.]

[Sick leave with pay is as follows:

Years of service

Full Pay


Half Pay
1st and 2nd 

 
1 month


1 month

3rd to 4th


2 months


1 month


5th and further years
3 months


1 month

All such payments are inclusive of any Statutory Sick Pay (SSP) for which an employee may qualify. Once entitlement to contractual sick pay has been used up, they will be entitled to SSP only.

Periods of paid sick leave are accumulated during a rolling 12-month period. Staff will only be given the stated period of paid sickness leave once during the rolling period. ‘Years of service’ will be calculated as at the first day of sickness absence.
Contractual holiday will continue to accrue during any period that an employee is off sick and still in receipt of sick pay (contractual or statutory sick pay) from the organisation.]
Sickness or injury by a third party - If sickness or injuries are caused by the act or neglect of a third party (for instance in a road accident), employees must include in any claim for damages against such a third party, a claim in respect of monies paid by [your organisation] as detailed above, and must refund to [your organisation] any damages so recovered.

[Incapability due to Ill Health 

Where there are management concerns about an employee’s capability due to ill health a review of the employee's health record will take place.  This may extend to requesting a medical report from the employee's General Practitioner, and possibly an independent doctor.  Depending on the outcome of the review, and only after the period of half pay has also expired, termination of the contract on the grounds of incapability may be considered.]

(You may wish to include a similar statement here or you may prefer to have a fuller sickness absence policy which gives trigger points etc and also makes specific reference to a policy of exploring the possibility of adapting work practice and equipment, especially in the case of someone with a disability – otherwise you run the risk of contravening the DDA. Requests for medical reports may only be made with the agreement of the employee concerned. See PERS model Personnel Form 13 for information and model letters on this subject.)
11. PARENTAL LEAVE AND PAY

(You may wish simply to state here that your organisation will observe all the statutory requirements for maternity, paternity and adoption leave and pay and give reference points for employer and employees to check the current situation, such as the PERS, DTI or Inland Revenue websites. However, since parental rights are complex and frequently changing, you may wish to produce a separate policy which you can easily update but which gives everyone in your organisation a clear guide as to what to expect. Statutory maternity and paternity pay can in most cases be reclaimed by your organisation for employees who qualify under the Inland Revenue rules, so we would also recommend that you consider improving on minimum statutory terms if you can afford to do so. Our Model Policy no.5 in this Pack gives suggested content for both these approaches.)

12. COMPASSIONATE/ DEPENDANTS’ LEAVE/ OTHER TIME OFF

(The following is an extract for our model policy No. 5 on Parental Leave and Pay. You may wish to devise your own comprehensive absence policy and simply refer to this here or you may wish to limit your terms to something based on the following statutory requirements. See also Section 3 of the PERS Model Policy No 9 on Work-Life Balance.) 

Time off for dependants is a right allowing employees to take a reasonable amount of time off work to deal with certain unexpected or sudden emergencies and to make any necessary longer-term arrangements. 

There is no qualifying period in order to take time off for dependants. All employees are entitled to this from day one of their employment. 

The statutory right to time off for dependants does not include an entitlement to pay. However [your organisation] will consider each employee’s circumstance and reach a decision as to the employee’s payment level during periods of dependants’ leave. The [Finance/Personnel Committee] will take into account: 

· The reason for the leave e.g. serious illness, accident, injury or death

· The expected length of absence

· Statutory benefits the employee may be entitled to.
The decision to pay an employee during periods of time off for dependants is a gesture of good faith on behalf of [your organisation] and not an entitlement. All decisions to pay an employee during such a period will be recorded with the objective rationale identified for future reference. The decision to pay an employee for a period of time off will not infer an entitlement to further periods of paid time off. 

Definition of a dependant: 

· husband / wife / long term partner

· a child for whom the employee has parental responsibility or for whom they are the named guardian
· parent 

· a person who lives in the same household as the employee, for example grandparents, aunts, uncles, siblings. This does not include tenants, lodgers, boarders or paid employees.

In the case of illness or injury, or where care arrangements break down, a dependant may also be someone who reasonably relies on the employee for assistance.
[Or

5a
Compassionate leave and pay - Optional improved alternative 

In cases of urgent domestic need, for example, the serious illness or death of a near relative or partner, compassionate leave of up to five working days may be granted with salary by the Chief Officer. An extension may be granted in cases of special need. Staff requiring compassionate leave should notify the Chief Officer at the earliest convenient opportunity.

In circumstances of unforeseen sickness of a child or other dependent relative/partner, or where care arrangements have broken down, short periods of paid absence may be taken by agreement with the Chief Officer. Staff requiring such leave should notify the Chief Officer at the beginning of the day, or as soon as possible.]

13.    FLEXIBLE WORKING ARRANGEMENTS

(The following is an extract from our model policy no. 5 on Parental Leave and Pay. As above, you may choose to devise your own more comprehensive policy based on our model policy no. 9 on Work-Life Balance or you may prefer to limit your statement to an undertaking to observe the statutory entitlements. However, the minimum statutory arrangements are in general unwieldy and unresponsive to employees’ real needs; we strongly recommend developing your own policy which incorporates good practice, at least as part of your Equal Opportunities policy. See Section 3 in our model policy no. 3.) 

[Your organisation] endeavours to ensure that employees are able to work flexibly in order to meet their personal and family needs and as part of its Equality and Diversity and Health and Safety policies.

Flexible working arrangements must be agreed with the employee’s line manager and recorded in the employee’s personnel file. [See the Work-Life Balance Policy for more information.]
The needs of [your organisation] and the associated services remain paramount. 

(Further information and guidance about flexible working regulations for parents of children under 6 (or disabled children under 18) and for employees with personal caring responsibilities for adults in their family or household, are available from www.dti.gov.uk following links to Employment Matters, Employment Policy and Legislation, Employment Guidance,PRIVATE "TYPE=PICT;ALT=*"
PRIVATE "TYPE=PICT;ALT=*"
PRIVATE "TYPE=PICT;ALT=*"
 Time off, maternity and other parental legislation, Work and Families, Flexible Working - The right to request and the duty to consider.)
14. 
TRADE UNION DUTIES, ACTIVITIES and PUBLIC DUTIES 

[Your organisation] encourages its employees to join a trade union.

The employee will be allowed reasonable time off with pay, by arrangement, to enable them to undertake their official trade union duties. Reasonable time off without pay will be considered for employees to engage in trade union activities.  

Reasonable time off is allowed for public duties, payable at the discretion of the Board and subject to the terms of the public duty.

15. 
TERMINATION OF CONTRACT

Notice periods

(By law, the employer must give one week’s notice after one month’s service. It is good practice to give at least a week’s notice even during the first month. 

Thereafter, the employer must give at least one week’s notice during the first 2 years service, and one week for each year of service thereafter, up to a maximum of 12 weeks notice after a length of service of 12 years or more. 

The law requires a minimum of one week’s notice from the employee regardless of length of service. For more information, see DTI website http://www.dti.gov.uk/employment/employment-legislation/employment-guidance/page18474.html ) 

If either party wishes to terminate the employment relationship during the probationary period, they are required to give notice in writing of at least one week.

Thereafter, the minimum periods of notice in writing are as follows:

Notice from employee – [4 weeks]

Notice from the employer – [4 weeks], paid, in the first four years of service

After [4 years] of service an additional 1 week’s paid notice will be added each year up to a maximum of 12 weeks in total.

Employees who are dismissed for gross misconduct following a disciplinary procedure may not be entitled to any period of notice. 

Termination meetings

In order to comply with the Dispute Resolution Regulations 2004, the Chief Officer will write to any employee who is facing termination, whether for reasons of dismissal, end of a fixed-term contract or redundancy*, inviting them to a meeting and informing them of their right to bring a companion. The purpose of the meeting will normally be to confirm the reason for the termination, to thank the employee for their service and to note any “exit interview” comments. However in case there is disagreement or misunderstanding at this meeting, the employee will also be informed in writing of their right to appeal.
*If employment is terminated by reason of redundancy, [your organisation] will additionally follow the statutory requirements for consultation and selection. 

[or: Please refer to [your organisation’s] policy on redundancy for further information about consultation and redundancy selection procedures.]

Dismissals for disciplinary or capability reasons will be subject to the disciplinary procedures as laid down in the Disciplinary Rules and Procedures policy document.

16. HEALTH AND SAFETY
Employees are reminded that they have a statutory duty to observe all health and safety rules and to take all reasonable care to promote the health and safety at work of themselves and their fellow employees. Wilful breaches of the health and safety policy will be dealt with through the disciplinary procedure. 


Smoking 

(If you want to include this here, it should be consistent with a statement in your Health and Safety policy)


[Your organisation] is a no-smoking environment. Staff are not allowed to smoke 
anywhere on [your organisation’s] premises, including the toilet areas.


[Staff of [your organisation] are not allowed to smoke in public whilst on duty/whilst in their uniforms.]

17. 
The disciplinary rules and procedures which apply to you are to be found in the Disciplinary Policy.

18. 
If you have a grievance about your employment you should refer to the Grievance Policy.

19.     ALTERATION TO THE CONTRACT OF EMPLOYMENT

Where an agreement is reached between [your organisation] and the employee regarding an alteration or amendment to the contract of employment a revised statement will be issued within one month of the date of agreement. 

Where [your organisation] and the employee are unable to reach an acceptable agreement the issue will be referred to an appropriate mediation / conciliation service if there is one, or [your organisation] will enter negotiations with the appropriate trade union.

[Your organisation] may alter the contract of employment and apply the new terms and conditions to employees starting after the amendments are approved by the Board. 

Statement of receipt:
Name of Post Holder
………………………………………………………………………………………
I have read, understood and accepted the above terms and conditions of employment, other employment policies and procedures, my letter of appointment and my job description.”

Signature

………………………………………………………………………………………

Date


………………………………………………………………………………………
Issued on behalf of [your organisation]:

(To be signed by a Director/Member of the Board of trustees)

Name
………………………………………
Signature
………………………………………

Position
……………………………
Date

………………………………………

Related policies:

All Health & Safety Policies 
Grievance Policy 

Disciplinary Policy 

Finance Policies  

Equality & Diversity Policy 

Redundancy Policy 

Recruitment and Selection Policy & Procedure  

Induction Policy & Procedure

Absence Management policy

Websites:

DTI model Statement

http://www.dti.gov.uk/employment/employment-legislation/employment-guidance/page16332.html

ACAS model statement

http://www.acas.org.uk/index.aspx?articleid=817
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