
MODEL POLICY PACK - Employment & Working Practice 2007

Prepared and compiled by the Pay & Employment Rights Service (PERS) 

in collaboration with Keighley Voluntary Services, Bradford Community and Voluntary Services, the Bradford Joint Training Board and Blue Sky Community Consultancy in 2005; comprehensively updated by PERS in 2007. 

This project was originally funded by Neighbourhood Learning in Deprived Communities (NLDC). The 2007 update by PERS is funded by Capacity Builders, in partnership with Bradford CVS.

We value your comments and queries about this pack. Please email these to us at: advice@pers.org.uk

Employing people for the first time can be a daunting prospect. There are heavy responsibilities on employers, not only for the effectiveness and probity of the service you offer your clients but also for the welfare of your staff. Employment law assists you by laying down minimum standards and obligations for the protection of both employers and those whom you employ. However a lot is still left to employer’s discretion, allowing you to tailor your terms of employment to suit your needs, your values and your resources. If you get it wrong the consequences can be disastrous. However, with thought, care and good advice it is not too difficult to get it right.

As an employer, you need to take time to consider:

· The job you think needs doing – reflected in your “mission statement”, job descriptions and staff requirements

· The terms and conditions you must offer by law and how much these can be improved on by good practice

· What additional policies and procedures you need to ensure best practice in service delivery and staff performance

· What additional policies and procedures you need in order to protect staff and clients including, for instance, insurance and what to do if disputes or dissatisfaction arise

· The requirements of funders and other stakeholders, such as the Charity Commission 

· Possible future difficulties – such as loss of funding, non-viability of particular projects, and/or redundancies

· Last but not least, remember that what you do is as important in contract law as what you say. “Custom and practice” can override written policies. 

FOUR THINGS ARE PARTICULARLY IMPORTANT:

1) Take time to think things through and get advice before you start – employment contracts are not too dissimilar to marriage contracts, and likewise, those who employ in haste often repent at leisure. Changing contractual terms once they are in place is very difficult – the best cure is prevention.

2) Balance your aspirations against your resources. Do what you can afford, not what you dream. It is not good practice to have such generous policies that your organisation ends up broke. 

3) Anticipate. You may never need some of these policies but if you do need them and haven’t got them or haven’t put them into practice, you may be in serious trouble.

4) Be clear and unambiguous. The greatest problems are caused by differences in expectations and lack of understanding. Your employees may not like the terms you offer, but if they know what the terms are, they can make an informed choice about whether or not they want to work for you. 

You are required by law to provide staff with a written statement of employment particulars including basic grievance and disciplinary procedures and to have a health and safety policy. Failure to have a realistic and active Equal Opportunities/Equality and Diversity Policy could be costly if you are challenged on grounds of alleged unlawful discrimination and failure to have and observe a redundancy policy could also leave you vulnerable to legal challenge. A recruitment policy gives substance to your Equal Opportunities Policy. Other policies are largely optional, but all will improve your practice and promote clarity and fairness. 

For more general information, see the PERS leaflet on Contracts of Employment at http://www.pers.org.uk/contract.pdf.

How to use this pack

Model policies are given with options in brackets, legal background in red. Both these cues indicate areas where you must actively decide how you want to tackle the issues concerned. This does not mean that you should adopt the rest of the document wholesale without due thought and “ownership”. These are models, not blueprints.

Lists of relevant legislation and other related policies are given at the end of each document so that you can cross check your decisions. In some cases, links to relevant government websites are given in the text.

Signposting and links to other written information, especially those available on the internet, are given in a separate section of this pack.

Mission statement

Before anything else, you need to establish your own objectives and value base. Many of your organisation’s decisions and choices will hang on your “mission statement”. Do this first!

Figures and amounts

It is not our intention to offer an opinion on levels of benefit relating to remuneration, amounts of leave, sick pay schemes etc. However, we aim to give examples of good practice. Examples of contractual parental and sickness benefits are given at the end of the policies on Parental Leave and Pay and Absence Management respectively. 

Updating/sustainability

The producers of this pack are continuously seeking funding to ensure that it is kept up-to-date as legislation changes. However you should note the date of the latest revision/review at the end of each document and check the current legal context accordingly.

Terminology

Because these policy documents are taken from a variety of sources, different terminology is sometimes used. You should decide which you prefer and substitute your own organisational terms for these functions.

Interchangeable terms include:

· You, the employee, the post-holder, staff

· Employer(s), Board of Trustees/the Board, Management Committee, Board of Directors

· Board member, Trustee, Management Committee member

· Chair, Chairperson, or Deputy, vice-Chairperson

· Chief Officer, Director, Chief Executive, Managing Director

Additionally, different organisations will be differently constituted but may include, for instance: 

· Finance/resources (sub) Committee

· Personnel/employment/staffing (sub) committee

· Appeals committees

· User (sub) committees

· Trade union shop or groupings. 

Disclaimer: PERS and the other organisations associated with this policy pack have taken great care to ensure that the information given complies with current legislation and case law and is consistent, practical and comprehensive. However this information is offered on the understanding that we are not solicitors or qualified legal practitioners; we cannot accept liability for any errors or omissions or for failure or see the consequences of adopting any of these policies or of changing existing contracts; neither can we be held responsible for your interpretation of these policies. Additionally, though every effort will be made to keep this information up to date and to incorporate changes in the law as they occur, it is incumbent on all users to check that legal information still applies at the time of use.   

By accepting and reading this disclaimer you agree that neither PERS (Yorkshire) Ltd nor its employees are to be held liable for the consequences of any act or omission on your part, whether or not taken as a result of the information given.

