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Introduction

We would like to welcome you to [insert Club name].  We regard our employees as the key asset, allowing us to grow as a Club and provide service second to none to our members and visitors.
This employee handbook has been prepared in accordance with the provisions of the Employment Rights Act 1996, Employment Relations Act 1999 and the Health and Safety at Work Act 1974. 

The Club welcomes you and express our sincere hope that you will be happy here in our team. Although the handbook is designed to answer many of your questions, please feel free to ask your line manager about anything that remains unclear.
CLUB HISTORY

[Insert details]

SECTION A: CLUB RULES
1. GENERAL CLUB RULES

The purpose of these rules is to ensure that you know the standards expected of you as an employee of the Club.  You may be subject to disciplinary action, up to and including dismissal, if you fail to observe any of these rules.
OTHER EMPLOYMENT 

In light of the Club’s responsibility to ensure that it complies with the Working Time Regulations in respect of weekly working hours, you are required to advise your line manager if you have, or intend to take, an additional job.

SMOKING

It is an offence to smoke in Club premises (including electronic cigarettes). Anyone found breaching this rule will be liable to summary dismissal.  If you smoke (including electronic cigarettes) you should do so in your allocated breaks, it is not permissible to take smoke breaks during the working day. Smoking (including electronic cigarettes) is not permitted in Club vehicles.
HEALTH AND SAFETY

You should take all reasonable steps to safeguard your own health and safety and that of any other person who may be affected by your actions at work.  You must co-operate with the Club to ensure a healthy and safe working environment.  The Club seeks to provide and maintain, so far as is reasonable practicable, a safe and healthy working environment and to enlist the support of employees towards achieving these ends.  

You must immediately inform the Club of any situation which you consider to be a serious and immediate danger to health and safety in the Club grounds, or which represents what you consider to be a shortcoming in the Club’s protection arrangements for health and safety.  Further, you must ensure, so far as is reasonable practicable, the health, safety and welfare at work of all your fellow employees and of other persons who may be affected by your acts or omissions at work.   
In the Clubhouse all public and work areas must be kept clean and tidy at all times with walkways being kept free from any tripping hazards and extreme care being taken when floors are being washed etc.  Any other spilled liquids, food or other matter should be mopped up immediately.


On the course extreme care should be taken when any machinery is being used by employees and you must remain aware of the potential hazard from driven golf balls. 
PERSONAL APPEARANCE 

You are required to promote a good Club image by keeping a neat, clean and tidy appearance.  You must comply with the Club’s dress and appearance policy (Section 2) at all times.
EQUIPMENT

You may not borrow equipment belonging to the Club unless prior permission has been obtained from your line manager.
Upon termination of employment for any reason, you must without unreasonable delay, return any items of equipment and this must take place no later than the date of termination with the Club.  All items of equipment must be returned in the same condition as provided to you, subject to reasonable wear and tear. If an item of equipment is damaged whilst under your control, reasonable wear and tear excepted, you will be required to pay the cost of repairing any damage or the loss of the equipment. In certain circumstances, this may include the replacement cost of the equipment if it cannot, in our reasonable opinion, be repaired.

Any equipment is provided for the exclusive use by you in connection with your employment with the Club. Unreasonable use of the equipment for personal/private purposes is prohibited.

A deliberate, negligent or reckless failure to take proper care of Club equipment, resulting in it being lost, damaged or stolen, is also a disciplinary offence, and will again be dealt with in accordance with our disciplinary procedures up to and including dismissal.

SECURITY

It is of vital importance that all employees within the Club are vigilant and take appropriate measures to safeguard the security of Club premises and equipment.  Upon leaving the premises at the end of the day, all employees have a responsibility to ensure that items are left appropriately stored and secured.  

If you are given responsibility to hold keys to any Club premises, you must ensure that you store these securely at all times and do not lend these to any other person or make any copies of these.  You must additionally ensure that when tasked with locking-up, you do not leave the premises until you have checked that everywhere is properly secured.  Should you encounter any problems in securing the Club premises you must immediately notify your line manager and remain on-site until assistance arrives.  Any breach of these rules may result in disciplinary action being taken against you, up to and including dismissal. 
RIGHT OF SEARCH

The Club reserves the right to require you to submit to your personal property including your vehicle being searched whilst on Club premises.  These searches will be random and unannounced and they need not be undertaken only where there is a concern that property belonging to the Club/member or employee has been removed.
Lost Property

If you find any personal items or other articles left on the course/s or in the Clubhouse by a member and/or visitor you must hand these to your line manager immediately and the items will be retained until they are claimed or attempts are made to discover the rightful owner.  

PERSONAL DETAILS

It’s important to ensure you are contactable, please make sure these details remain accurate by telling the Club of changes to your: name, home address, bank account, telephone number, up to date contact name in case of emergency, or any other important information.
2. DRESS AND APPEARANCE POLICY

POLICY STATEMENT 

The purpose of this policy is to ensure that you understand the standards the Club expects on the required standards of dress and appearance.  The Club expects all employees’ appearance and conduct to be of the highest standard at all times and you must not dress in a way that may reasonably offend others. 

The Club will take a sensitive approach in respecting the need for employees who hold particular faiths that require them to wear specific types of clothing/dress in a particular way to do so.  However, priority will be given to health and safety, security and other similar considerations. 

This policy is not definitive in defining what is and is not appropriate and therefore all employees must use their common sense in applying it. If you are unclear about the suitability of any item of clothing or footwear, you should consult your line manager.
GENERAL RULES 

· The uniform that is provided by the Club must be worn at all times.  You are required to ensure that it is clean, ironed, worn whilst at work and ensure that your appearance is clean, smart and respectable

· Office employees are required to ensure that you dress in a smart, appropriate and business-like fashion 
· Protective clothing where necessary, will be provided by the Club, and must be worn at all times as directed by your line manager 

· If your job involves working with machinery/food you must keep your hair either short or tied back [and use the hair net provided].  You must not wear any jewellery other than a wedding ring.  These rules are in place for safety/hygiene reasons 

· Appropriate footwear is required to be worn at all times i.e. plain, low heels and enclosed shoes for safety reasons 

· Safety footwear is provided and must be worn at all times
· Make up – anything that is considered inappropriate for the workplace is not permitted 
· Nail polish is not permitted (for those who handle food) 
· Hair must be kept clean and tidy, have no unacceptable or inappropriate colouring and, where long, must be tied back at all times 
· Moustaches/beards and sideburns must be kept neat and trimmed
· Visible tattoos are not permitted and must therefore be covered by clothing or a plaster 
· Your clothing should at all times be of the highest standard and the following are not permitted to be worn:

· Scruffy/torn clothing 

· Micro or very short miniskirts

· Low cut t-shirts, blouses and transparent clothing

· Shorts

· Sports clothing for example tracksuits and football shirts

· Sweatshirts or t-shirts with slogans or symbols that could cause offence

· Trainers 

BREACH OF POLICY 

You are responsible for ensuring you are aware of the dress standards expected by the 
Club and maintaining them whilst at work.

You have a responsibility to yourself, your colleagues and members/visitors to maintain a high standard of personal hygiene at all times.
Any breach of this policy and particularly with regard to health and safety, will be treated as a potential disciplinary issue and dealt with through the Club’s disciplinary procedure. 

In cases where your appearance is unacceptable in the Club’s view, you will be required to return home to change.  No payment will be made in respect of any period of absence from work for this reason nor will any additional travel expenses be reimbursed. 

3. CLUB VEHICLE POLICY

Where you are provided with the use of a Club vehicle i.e. tractor/multi-purpose vehicle, it is provided strictly in accordance with the rules contained in this Policy and the appropriate training has been provided.  The Club reserves the right to amend/alter these rules from time to time.

You are reminded that the vehicle in your possession is an expensive piece of equipment and in order to safeguard it and to ensure it is used correctly; the following policy and conditions must be followed.  

If you are given permission to use the Club vehicle it must only be used for the primary purpose of facilitating the proper performance of your duties.  Only employees who have been fully trained and have completed the required paperwork are permitted to use the Club vehicle.   Further details can be obtained from your line manager.  

The Club reserves the right, at any time to withdraw the use of a vehicle from an employee appropriate circumstance.
CARE OF VEHICLE

It is your responsibility to:

a. At all times take the utmost care when using the Club vehicle

b. Ensure the vehicle is secured when not in use

c. Notify the Club immediately of any mechanical, electrical or other operational defect relating to the vehicle and provide all such information, explanations, assistance and co-operation as the Club may require

INSURANCE

You must at all times observe and comply with the terms and conditions of the Club’s insurance policy relating to your use of a Club vehicle.  Any breach of the terms of this policy by you may result in disciplinary action being taken against you, up to and including dismissal.

You shall notify the Club immediately of any theft, accident or other event resulting in damage to a Club vehicle.  In relation to the same, you must provide the Club with all such information, explanations, reports and assistance as the Club may require.  

USE OF MOBILE TELEPHONES WHILST DRIVING 

The use of a hand-held phone or similar hand-held device while driving is prohibited. A hand-held device is something that "is or must be held at some point during the course of making or receiving a call or performing any other interactive communication function".

A device is "similar" to a mobile phone if it performs an interactive communication function by transmitting and receiving data. Examples of interactive communication functions are sending and receiving spoken or written messages, sending or receiving still or moving images and providing access to the internet.

All employees driving a Club vehicle or driving privately owned vehicles or rental cars on Club duty:
a. Must not use mobile phones whilst the vehicle is in motion

b. Must not answer incoming calls or make outgoing calls

c. Must not activate the mailbox for the mobile telephone whilst driving

d. Must not make calls to the mailbox whilst the vehicle is in motion

e. Must return all calls when the vehicle is stationary, engine off and in a safe parking location.

f. Must not send or read text messages whilst the vehicle is moving or when the vehicle is stationary but the engine remains on

The Club will not refund employees for any fine incurred and employees should note that breach of this rule may result in disciplinary action being taken up to and including dismissal.
DRIVING LICENCE

a. Where applicable, it is a condition of your employment that you hold a full, valid UK driving licence and you will be asked to share your driving licence information with the Club on at least an annual basis.  This is to allow the Club to check if you have any penalty points etc on your licence.  The Club reserves the right to ask for your driving licence information at any time  

b. It is a condition of your use of a Club vehicle that you hold a full and valid UK driving licence.  Should you cease to hold a full and valid UK driving licence for any reason, your use of a Club vehicle may be withdrawn without notice or compensation.  Should the loss of your licence impinge on your ability to carry out your normal duties, you may be liable to dismissal

c. You are required to notify the Club immediately of any change in your physical fitness to drive the Club vehicle or if you are taking any medication that could impair your ability to drive the Club vehicle.  The reason for this is in order for the Club to determine if you have a condition that would require notification to the DVLA or to our insurance provider        

d. You must notify the Club immediately, supplying all such details as the Club may require, in the event of:

i. You being charged with any offence related to a motor vehicle

ii. You being convicted in respect of any offence involving a motor vehicle 

ALCOHOL, RECREATIONAL DRUGS AND MEDICATION

Drivers must not drink if they intend to drive Club vehicles.  The Club’s policy also prohibits the use of any illegal or recreational drugs in the workplace and therefore whilst driving.  Care should also be taken over the intake of medicines (whether prescribed or across-the-counter), as some cause drowsiness.  A vehicle should not be driven under their influence. 

4. ABSENCE FROM WORK 

NOTIFICATION OF ABSENCE

It is a condition of your employment that if you are absent from work for any reason whatsoever that you comply with the following:

a. You must notify your line manager of your absence personally by telephone by [Insert time] on the first day of absence.  It is not acceptable for other people to call on your behalf, unless there is a good reason for this, for example, that you are unable to call for a medical reason.  You are also not permitted to report absence for work by sending a text message, e-mail or the like
b. You must keep your line manager fully informed throughout your absence, indicating the likely date of return to work, and, where absent due to ill-health, the nature and progress of the illness and when you will be fit to return to work.  You must comply with any instructions regarding the frequency with which you are required to contact the Club to provide an update on the progress of your absence

c. Failure to follow the absence notification procedures above may result in disciplinary action being taken in the absence of reasonable justification, up to and including dismissal

MEDICAL EVIDENCE

a. A statement of fitness for work is required on the 8th consecutive day of absence due to sickness or injury and this must be sent to your line manager without delay.  Thereafter, you must continue to send statements of fitness for work at weekly intervals unless your doctor agrees to certify your absence for a longer period.  You should continue to send statements of fitness for work to your line manager as long as your absence continues

b. In any case of ill health or injury, or where the Club at its sole discretion considers you to have an unsatisfactory absence record, your consent may be sought to give permission to obtain a report from your doctor and/or have a medical examination by a doctor appointed by the Club
c. Failure to follow the absence notification procedures above may result in disciplinary action being taken in the absence of reasonable justification, up to and including dismissal

RETURN TO WORK

a. When you return to work from any absence due to sickness or injury you should immediately report to your line manager who may, depending on the circumstances, hold a return to work interview.  You will complete a self-certification form to cover any period of absence not covered by the Club's requirements for a statement of fitness for work
b. If you fail or refuse to complete a self certification form, or the Club has reasonable grounds to believe that the information provided on the form is incorrect, you will be liable to disciplinary action and non-payment of Club sick pay and Statutory Sick Pay 

c. If you become frequently absent or a pattern has emerged in your absence, your line manager will hold a meeting with you on your return to work.  This may lead to an informal discussion and further absences may result in disciplinary action being taken, following the appropriate progressive stages of the Club’s disciplinary procedures 

RETURN TO WORK WITH RESTRICTIONS

a. When you return to work from any absence due to sickness or injury and your statement of fitness for work or “fit note” states that you “may be fit for work taking account of the following advice”.  This could mean discussing the following with your line manager:

i. A phased return to work

ii. Altered hours

iii. Amended duties; and/or

iv. Workplace adaptations

b. These adaptations should be discussed and agreed prior to your return to work

c. If it is not possible for the Club to accommodate the return to work with restrictions the Club will use the statement as if your GP had advised “not fit for work”.  You are not required to return to your GP for a new statement to confirm this 

d. Any phased return to work will be noted as a temporary variation to contract and salary and benefits adjusted accordingly for the period of phased return 

SICKNESS ABSENCE AND HOLIDAYS 
If you fall sick or are injured while on holiday, the Club will allow you to transfer to sick leave and take replacement holiday at a later time subject to the following strict conditions:

a. The total period of incapacity must be fully certificated by a qualified medical practitioner regardless of the duration of the absence (i.e. from the first day of sickness) 

b. You have followed absence reporting procedures in accordance with the Club’s absence policy and have telephoned your line manager as soon as you know that there will be a period of incapacity during a holiday  

c. You must submit a written request no later than [10 days] after returning to work setting out how much of the holiday period was affected by sickness and the amount of leave that you wish to take at another time 

d. Where you are overseas when you fall ill or are injured, evidence must be produced that you were ill by way of either a medical certificate (in English) or proof of a claim on an insurance policy for medical treatment received at the overseas location

e. You will be responsible for any charges associated with the provision of any documentary evidence 

Where you have fulfilled all of the above conditions, the Club will grant you the same number of days’ replacement holiday leave as the number of holiday days lost due to sickness or injury.
(IF CLUB SICK PAY IS NOT PAID OR IS DISCRETIONARY): You will be entitled to receive Statutory Sick Pay only (if you are eligible and in accordance with current legislation) for any period of sickness absence that occurs during scheduled holiday.

If you fail to follow the Club’s absence reporting procedures or have not fulfilled all of the above conditions, your period of absence will either be treated as holiday or unpaid leave.

You must request to take any replacement holiday in accordance with the Club's normal holiday policy, and should endeavour to take the replacement holiday in the same holiday year in which it was accrued. However, where you have good reason for not being able to do so, the Club will allow you to carry that leave forward into the next holiday year. The Club may require you to take all or part of your replacement holiday on particular days and is not required to provide you with any minimum period of notice to do this, although it will aim to provide reasonable notice.
STATUTORY SICK PAY

If you are absent due to sickness or injury, and have followed reporting and notification procedures above you may be due to receive Statutory Sick Pay (SSP) in accordance with current legislation (and meeting certain eligibility conditions). Your qualifying days are the days on which you would normally work.
Certain employees are excluded from the SSP scheme, e.g. employees who earn below the lower earnings limit for national insurance purposes. SSP is subject to Tax and NI deductions. 
CLUB SICK PAY 

[Insert details]
LONG TERM ABSENCE

When you have reached 4 weeks’ continuous absence, this is considered to be “long term absence”. Where you submit a medical certificate stating stress/anxiety your absence will normally be immediately noted as long term absence.  

If you are off work as a result of long term absence and we are concerned about your ability to return to your job, or the impact of your absence on the business, the Club will:

a. Discuss your absence with you and what can be done to facilitate a return to work

b. With your consent, seek a medical report about your illness/condition from your medical practitioner or the Fit for Work service as a means of obtaining expert advice on what measures we can undertake to assist you in your return to work

c. If possible, provide support, sources of advice, or consider alternative work/hours if appropriate

d. If appropriate, ask you to attend a medical examination with a doctor appointed by the Club or the Fit for Work service
e. If, on the basis of medical evidence, it is felt that a return to work cannot be facilitated in the foreseeable future (on a temporary or permanent basis) to your current position, taking into account your own and the Club’s requirements, the Club will consider termination of employment on the grounds of incapability due to ill health 

f. Where you are dismissed on the grounds of incapability due to ill health, you will have the right of appeal against the decision as set out in the Club’s disciplinary procedures 

Fit for work service

The Fit for Work service is a government-funded service that provides occupational health assessments on referral from your GP or the Club, where you have been absent from work for at least four weeks.

The Club reserves the right to refer you to the Fit for Work service where you:

a. Have been absent from work for at least 4 weeks

b. Have a reasonable likelihood of being able to return to work within three months

c. Have not undergone a Fit for Work assessment in the previous 12 months and have not received a Fit for Work return to work plan as a result of the previous referral; and

d. Consent to be referred has been given

If you do not meet the above criteria then you are able to access the Fit for Work advice line or speak with your line manager.

After the assessment has taken place the Club will be issued with a return to work plan by the Fit for Work service.  The Club is not obliged to implement any recommendations highlighted in the return to work plan, however we will fully consider and follow recommendations where possible.  The Club will conduct review meetings with you,    and agree any amendments as necessary.

The Club recognises a Fit for Work service return to work plan as evidence of sickness absence.  

5. RULES OF CONDUCT

PURPOSE

The following rules set out the standards of conduct the Club requires of its employees.  Any breaches of these rules may render you liable to disciplinary action, up to and including dismissal.
TIME KEEPING

You are expected to arrive at work in good time to begin working at the start time specified in your Employment Agreement or insert time / or as notified by your line manager.   If, for any reason, you are going to be late for work, you must inform your line manager personally by telephone.  However, telephoning the Club will not necessarily excuse your lateness.
If you become frequently late for work, your line manager will hold a meeting with you.  This may lead to informal counselling and further lateness’s may result in disciplinary action being taken, following the appropriate progressive stages of the Club’s disciplinary procedures. 

DUTIES

During working hours you must devote your whole time and attention to the services of the Club.  You must follow all reasonable instructions given to you by your line manager/s and/or other members of management or the committee.
OTHER EMPLOYEES

You must treat all other employees of the Club with respect and consideration at all times.  Any form of bullying or harassment, whether prohibited under the Club’s equal opportunities policy or not, and whether carried out on Club premises or not, will normally be treated as gross misconduct.  

MEMBERS/VISITORS RELATIONS

The Club's success is built upon its relationship with its members/visitors.  You should, therefore, be courteous and pleasant to members/visitors at all times.  Rudeness or off-hand treatment of members/visitors will not be tolerated, however badly the member/visitor may have behaved.  If the relationship between yourself and a member/visitor is deteriorating you should immediately seek the help of your line manager.
CONSUMPTION OF ALCOHOL OR DRUGS

The following policy forms an essential part of your contract of employment.  

The Club is committed to maintaining healthy, safe and productive working conditions for all employees.  The Club recognises the impact that both drugs and alcohol may have, and as such, aims to ensure a working environment free from the inappropriate use of substances where you are able to carry out your duties in a safe and efficient manner.  The Club also recognises that it has a duty to protect your colleagues, members, visitors, suppliers and/or members of the public from any potential danger posed by an employee under the influence of alcohol or drugs.   

The Club requires that you attend your work free from any influence of alcohol or drugs.  Accordingly, the Club adopts a zero tolerance policy to alcohol or drug use, and the Club’s disciplinary rules on these matters are outlined below:

a. Failure to adhere to this policy or reasonable suspicion of failing to adhere to this policy may be grounds for disciplinary action up to and including dismissal.  Paramount in any disciplinary decision taken will be consideration of the health and safety of you, your colleagues, members/visitors, suppliers and/or members of the public

b. For the purposes of this policy, Club premises are regarded as the Club’s own premises, Club vehicles, as well as customer, supplier sites 

c. If you are found to be covering for a colleague who has failed to adhere or is reasonably suspected to have failed to adhere to this policy, this may also be grounds for disciplinary action up to and including dismissal 

d. [NOTE:  If Club conducts or plans to conduct ‘with cause’ test then insert details on this in blue font] If you have failed to adhere to this policy or are reasonably suspected of failing to adhere to this policy, you may be required to undertake a test and/or you may be sent home without pay (for example, if you are unfit for work) or you may be suspended on full pay pending further investigation or a formal disciplinary hearing.  In addition, you will also be required to undertake a test where you had have had involvement in a workplace accident or an incident has caused or could have caused a danger to health and safety of yourself and/or others

ALCOHOL

a. All employees should ensure they do not attend work in a condition that impairs their ability in any way to carry out their duties.  The following is not permitted on Club premises (as defined above)

i. Reporting for duty under (or appearing to be under) the influence of alcohol

ii. Consumption of alcohol whilst at work (whether working or not) 

iii. Selling of alcohol whether for profit or not 

b. Distributing alcohol is only permitted in exceptional circumstances, for example as gifts at Christmas or special occasions

c. There may be exceptional circumstances where your line manager will authorise you to consume alcohol or attend an event where alcohol will be served during the course of your duties, for example, a Club or member function.   If you are in any doubt or if your line manager has not expressly advised whether you are permitted to consume alcohol, you should seek clarification before consuming alcohol at such an event.  In addition, you are reminded that if you are consuming alcohol at an event, you are expected to do so in moderation as any unacceptable conduct as a result of consuming an excessive amount of alcohol, disruptive behaviour or conduct likely to bring the Club into disrepute will be grounds for disciplinary action up to and including dismissal

DRUGS

a. Drugs in this policy includes but is not limited to the following:

i. Substances covered by the Misuse of Drugs Act 1971  

ii. Solvents and any other substances, whether prescribed, recreational or otherwise which may impact on your normal behaviour, judgement or ability to carry out your job safely or effectively 

iii. Any substance which is capable of stimulating or depressing the person’s central nervous system, it affects the person’s mental functioning or emotional state in accordance with the Psychoactive Substances Act 2016

b. All employees should adhere to a ‘zero’ consumption of drugs.  The following is not permitted on Club premises 

i. Reporting for duty under (or appearing to be under) the influence of controlled drugs 

ii. Consumption of controlled drugs during working hours (whether working or not) 

iii. Distributing, possessing or selling controlled drugs 

c. In relation to over the counter or prescribed medication:

i. You may consume and possess over the counter or prescribed medication on Club premises

ii. Where over the counter or prescribed medication may adversely affect your performance you are required to declare this to your line manager in order to discuss whether any adjustments are required to your role  

iii. The distribution of over the counter medication to colleagues/members on Club premises (e.g. aspirin, ibuprofen) is at your discretion, but you should leave the decision to take such over the counter medication to the person you are distributing this to.  Please note, distributing prescribed medication is strictly prohibited
[NOTE:  If Club conducts or plans to conduct random drug testing, if not remove the section on random testing]
RANDOM TESTING

a. The Club reserves the right to subject you to random drug testing to ensure that the Club maintains the health and safety of its employees and members of the public alike

b. It is a condition of your employment that you consent to such tests taking place and any refusal or failure to attend such testing will be treated as though you have failed that test

c. Should the test result in a positive outcome for drugs, this will be grounds for disciplinary action up to and including dismissal

d. The Club reserves the right to search you, or your property held on the Club premises, at any time that your line manager reasonably suspects that there has been a failure to adhere to the policy in relation to the consumption of drugs as outlined above 

e. Failure to give consent, refusal to be tested, or refusal to comply with the search procedure will also be grounds for disciplinary action up to and including dismissal 

FURTHER ACTION
a. The Club may ask you to undergo a specified course of treatment/counselling.  This may involve sick leave with Club sick pay and/or Statutory Sick Pay for the duration of the course of the treatment
b. On return to work after effective treatment, conditions as to future conduct may be attached and you may be allocated to alternative duties.  If the treatment is unsuccessful, or if you fail to take up treatment, your employment may be terminated
c. Depending on the progress made by you on this course of treatment, any disciplinary action may be dropped, suspended for a specified period, or continued with your willingness to undergo the treatment being taken into account in determining any penalty
d. The dropping or suspension of disciplinary action, the agreement to allow you to undergo appropriate treatment and the possibility of sick leave with Club sick pay and/or Statutory Sick Pay for the duration of the course of treatment is entirely dependent on the circumstances of the case and, as such is wholly at the discretion of management following a thorough investigation of the facts available

RESPONSIBILITIES OF EMPLOYEES AND MANAGERS
Both employees and managers are reminded that they have a number of responsibilities with regards to this policy and its enforcement.  The consumption of certain drugs may be a criminal offence.  If any manager believes that a criminal offence has occurred on Club premises (as defined above), the police may be informed.

All employees have a responsibility for their own health and safety in the workplace.  You must take personal responsibility in relation to the consumption of alcohol and over the counter medication or prescribed medication.  
Managers also have responsibility for monitoring health and safety in the workplace.  This means that neither they nor the Club can afford to ignore drugs/alcohol issues which come to light. The paramount concern must be the need to protect all employees and members of the public from an accident as a result of drugs/alcohol problems.

FURTHER HELP
Further assistance is available from local agencies if you feel you have a problem with drugs/alcohol.  You are encouraged to make contact with your local agency.   Requests for time off to attend meetings with these organisations will be treated sympathetically and confidentially by the Club.  

SECTION B: CLUB POLICIES

6. DISCIPLINARY POLICY

The purpose of the disciplinary policy is to encourage and maintain standards of conduct and job performance and ensure consistent and fair treatment for all.  It also informs employees of the potential consequences if those standards are not met.
This policy and procedure allows the Club to seek an informal resolution, where appropriate, but allows for more formal proceedings should circumstances justify formal disciplinary action.

The Informal Procedure

a. Issues of a minor nature will be discussed in an informal investigation meeting between you and your line manager without recourse to the formal disciplinary procedure.  You do not have the right to be accompanied, as this is an informal discussion

b. It is preferable for this discussion to be confirmed to you in writing; however, as a minimum a file note will be retained as a record of the discussion

c. There is no right of appeal against a letter issued through an informal investigation meeting

d. Where the required improvement is not achieved the process will be escalated and the formal procedure set out below will be applied

The Formal Procedure

a. On the next occasion that you fail to reach the standards required or where the severity of the case warrants it, you will be invited by letter to a disciplinary hearing. You will be offered the right to be accompanied

b. A full investigation of the facts of each case will be instituted before disciplinary action is taken
c. If you are required to attend a disciplinary hearing you will be given a full opportunity to state your case.  At any stage of the formal procedure you are entitled to be accompanied by a fellow employee of your choice, or someone who is certified by a trade union to act as a worker’s companion at such hearings.  You are not entitled to be accompanied by any other person.  Fellow employees may not be compelled to attend as a companion 

The companion is there to act as a witness to what was said, to provide moral support and to assist and advise the employee in presenting his/her case.  The companion may address the hearing (provided the employee wishes this), ask questions on behalf of the employee and confer with the employee but not answer questions on behalf of the employee, nor may the companion prevent the Club from explaining its case
d. For any isolated act of misconduct or initial failure to meet performance standards, poor timekeeping, work error etc. a Verbal Warning may be given.  This warning will remain active for a period of 6 months.  This verbal warning will be confirmed to you in writing and you will also be advised of your right of appeal
e. A more serious case of misconduct, failure to show and maintain improvement or a repetition of an act of minor misconduct may result in a Written Warning being given.  This warning will remain active for a period of 6 months, will be confirmed to you in writing and you will also be advised of your right to appeal
f. Failure to comply with a Written Warning may result in a Final Written Warning being given.  This is a final warning and any further requirement to take disciplinary action during its currency will normally result in dismissal with the appropriate length of notice.  Occasionally, a single act of misconduct may be deemed sufficiently serious for a Final Written Warning to be issued without prior warnings.  This warning will remain active for a period of 12 months, will be confirmed to you in writing and you will also be advised of your right to appeal
g. Each warning will be confirmed to you in writing and will state as required:
I. The misconduct or inadequate performance complained of 

II. The action necessary to remedy the situation

III. Any review period which may be determined

IV. The duration of time the warning will remain live on your record

V. The consequence of any failure to comply with the warning, and 

VI. Your right of appeal 

h. During your first two years of employment the Club may elect to bypass any of the stages outlined in this procedure prior to dismissal
SUSPENSION WITH PAY 

Suspension is not a disciplinary sanction but is intended to protect either or both you and the Club’s interests.  Allegations and suspicions need to be fully investigated and therefore suspension should never be seen as an assumption that an allegation or concern has been substantiated. 

You may be suspended with pay whilst the circumstances of any complaint against you are investigated.
SUSPENSION WITHOUT PAY 

In rare circumstances suspension may be without pay.  This is unlikely to be a frequently used sanction but may be appropriate in certain circumstances.  Such circumstances may include employees being held in police custody suspected of a serious criminal offence where the Club is unable to follow procedures for carrying out investigations.
You may also be suspended without pay as a disciplinary sanction as an alternative to dismissal.  Such a suspension will normally be for a maximum of 5 (five) working days.
Where suspension without pay is applied and this turns out to have been an improper decision, pay will be reinstated from the date of the decision being made.
PROVISIONS DURING SUSPENSION

While suspended, you are not allowed access to any of the Club’s premises, employees, members, visitors, suppliers or information systems except with the prior consent of the investigating manager.  

If you are a member of the Club your membership will be temporarily suspended during a period of suspension which means you will not be permitted access to the course/s during this period. 

You are required to co-operate fully with the investigation.  You must remain available to attend any meetings or return to work during your normal working hours. You must not undertake any other form of paid employment which you do not already undertake (with the consent of the Club) without prior agreement of the investigating manager. 

Where you require access to evidence relevant to your case, arrangements for this must be made via the manager conducting the investigation.

If whilst on suspension you are not available during your normal working hours, the Club reserves the right to stop payment for that period. 

While suspended, any annual leave booked prior to the suspension will be honoured.  Subsequent requests for annual leave during suspension will considered at the manager’s discretion, subject to any detrimental effect on the investigation process. Paid suspension will resume following the period of annual leave.

If you become ill during suspension you must comply with the Club’s absence reporting procedures.  Any sickness or injury should be reported to the investigating manager and a medical certificate produced.  Sickness will be recorded as sickness and managed and paid in line with the Club’s absence procedures.  Paid suspension will resume following the period of sickness.

GRIEVANCE SUBMITTED DURING THE DISCIPLINARY PROCESS 
If you submit a grievance during the disciplinary process, relating to that case, the chair will determine whether it is appropriate to suspend the disciplinary process whilst the grievance is investigated or whether the two should run concurrently. 

FAILURE TO ATTEND A DISCIPLINARY AND/OR APPEAL HEARING 

In the event that you are unable to attend a disciplinary hearing and the reason for the unavailability is due to the companion you have chosen to attend at the time of the proposed meeting, then you may nominate a reasonable alternative time (within 5 working days following the date of the original hearing).
In the event that you fail to attend a disciplinary or appeal hearing without notification, the Club will re-arrange the meeting or ask for your confirmation that you will attend a future arranged meeting.  If you fail to attend for a second time, then the disciplinary/appeal hearing may be heard in your absence and a decision made based on the available evidence. 

FAILURE TO ATTEND A DISCIPLINARY AND/OR APPEAL HEARING THROUGH SICKNESS

Employees subject to disciplinary hearings may sometimes be unable to attend by reason of ill-health.  In such circumstances you will be required to submit a medical certificate from your GP and your absence will be recorded and processed as sickness. With your consent, the Club will discuss the matter with either your GP or the Fit for Work service to assess the likely duration of your inability to attend hearings.  In the light of such information, the Chair may determine whether to proceed with the hearing or defer for a period of time.  If you refuse to consent to an approach to your GP and/or the Fit for Work service then the chair will have no option but to base any decisions on the information available.

It is not the intention to penalise employees whose illness genuinely precludes them from attending disciplinary or appeal hearings.  Delays to the hearing are not to the advantage of either the employee or the Club.  Each individual case will be evaluated on its own merits but the prime objective will be to eliminate or minimise any delay in holding hearings. 

CRIMINAL CONVICTIONS OUTSIDE OF WORK

Criminal charges or convictions will not be treated as automatic reasons for dismissal but will be considered to assess whether the offence makes you suitable for continued employment with the Club.  The Club will consider whether there is an adverse connection between the offence and your employment.  In these circumstances, any disciplinary action will be subject to investigation and process as detailed in this procedure.
GROSS MISCONDUCT

Employment may be terminated summarily, without notice, at any time for gross misconduct.  Generally, this includes any fundamental breach of contract, conduct which brings the Club into disrepute or action that is inconsistent with the relationship of fidelity required between employer and employee.  In particular this includes:

a. Theft or misappropriation of monies or goods from the Club, its employees or members/visitors
b. Unauthorised use or removal of Club/member/visitor/supplier property/equipment and/or employees property, without prior permission, and/or without prior payment

c. Fraud, dishonesty, or deception of any kind in the submission of information or completion or amendment of Club records and/or legal documents   

d. Failure to adhere or reasonable suspicion of failing to adhere to the Club’s policy in relation to the consumption of alcohol and drugs on Club premises as defined in the Club’s drug and alcohol policy
e. Inappropriate, disorderly, indecent or offensive behaviour including using foul and abusive language, fighting or threatening or using physical violence on the Club’s premises
f. Behaviour on or off the Club sites which may threaten the health and safety of fellow employees, visitors or members
g. Any act of unlawful discrimination including acts of bullying, harassment, intimidating behaviour of existing or prospective employees/members/visitors/suppliers which constitutes a breach of current legislation on or off Club premises 

h. Discriminating or inciting others to discriminate on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy  and maternity, race, religion or belief, sex or sexual orientation on or off Club premises 

i. Serious negligence or deliberate misuse of the Club’s equipment or property, or that of employees, visitors or members 
j. Refusal to carry out reasonable instructions from your line manager, a committee member or a more senior  member of management 
k. Failure to follow/comply with health & safety and security rules/procedures 

l. Behaviour resulting in damage to member/visitor/Club relationships 

m. Serious or persistent failure to follow Club procedures and regulations

n. Misuse of any of the Club’s policies including the raising of false and/or malicious allegations

o. Providing false information for incapacity at work 

p. Breach of Club or member confidentiality

q. Unauthorised disclosure or use of confidential information

r. Smoking (including electronic cigarettes) in prohibited areas 

s. Deliberate damage to Club property or that of employees, visitors or member/visitors
t. Involvement with competitors of the Club including undertaking paid work in competition with the Club
u. Failure to follow the Club’s absence reporting procedures resulting in continuous /persistent unauthorised absence from work 

v. Neglect of your duties including breach of the Club’s procedures/rules leading to loss of Club or member/visitor money

w. Breach and/or disregard of hygiene regulations or procedures likely to endanger any person

x. Breach of cash handling procedures leading to the loss of Club money

y. Sleeping whilst on duty

z. Failure to follow the law regarding legal buying ages

aa. Excessive use of Club property for personal use, i.e. I.T. facilities, telephone, mobile telephones, etc

ab. Misuse of the Club’s I.T. facilities, including the sending, receiving or viewing of indecent or otherwise offensive material

ac. Incitement or conspiracy to commit any act of Gross Misconduct or allowing other employees to commit any act of Gross Misconduct 

THIS LIST IS NOT INTENDED TO BE EXHAUSTIVE, AND WHERE APPROPRIATE, OTHER MATTERS MAY BE REGARDED AS GROSS MISCONDUCT.
APPEAL

You may appeal against any disciplinary decision within 5 (five) working days of the decision being communicated to you.  Any such appeal must be notified to [insert job title], preferably in writing and stating the grounds on which you intend to appeal. [Insert job title] may appoint an independent person to hear the appeal. 

The Club will make arrangements wherever possible, for the appeal to be conducted by a person who has not been involved in the disciplinary decision or action.

Due to restricted management structure within the business, it may not be possible for the appeal to be conducted by a person previously uninvolved in the disciplinary process.  Therefore, with any appeal that is submitted there will be a thorough review of all the facts/evidence of the case, the procedures which were employed, the fairness and reasonableness of the findings and that the penalty imposed properly reflected the gravity of the offence and any mitigating factors were fully considered.

You will have the right to attend the appeal hearing and to be accompanied by a fellow employee of your choice, or a trade union official, or someone who is certified by a trade union to act as a worker’s companion at such hearings.  You are not entitled to be accompanied by any other person.  Fellow employees may not be compelled to attend as a companion. 

The companion is there to act as a witness to what was said, to provide moral support and to assist and advise the employee in presenting his/her case.  The companion may address the hearing (provided the employee wishes this), ask questions on behalf of the employee and confer with the employee but not answer questions on behalf of the employee, nor may the companion prevent the Club from explaining its case.

Should any new evidence come to light during the course of the appeal hearing then both parties, where appropriate will be allowed the option of adjournment to investigate or consider this new evidence.
The person chairing the hearing will have the right to withdraw, confirm or vary downward the decision and/or penalty imposed.  The result of the appeal will be notified in writing to you by the Club and the decision will be final.
7. GRIEVANCE POLICY 

PURPOSE

The grievance procedure allows you to formally raise a grievance about any aspect of your employment.  Every effort will be made by those involved to reach a satisfactory settlement as soon as possible of any grievance that arises.  If you have a grievance about your employment, you should follow the procedure below.
GRIEVANCE PROCEDURE

STAGE 1

In the first instance, you should raise your grievance verbally with your line manager who will try to resolve the problem without the requirement for a grievance hearing.
There are occasions when it is appropriate to move immediately to Stage 2 and omit Stage 1.  This may be appropriate in the following circumstances:

a. The grievance involves your line manager and you genuinely feel that you cannot approach them about the complaint to resolve it informally 

b. The grievance involves a sensitive issue you do not feel comfortable talking to your line manager about (i.e. discrimination/harassment/bullying) 
STAGE 2

If the initial meeting cannot resolve the problem to your satisfaction, you should put your grievance in writing to the [insert job title], who will arrange a grievance hearing. The meeting will be chaired by him/her or his/her/their appointed deputy and your issue can be fully discussed. Following the grievance hearing, the chairperson will then undertake such investigations as he/she deems appropriate.  A further meeting may be arranged with you to advise you of whether your grievance is being upheld and to inform you of any action to be taken or recommendations to be made.

STAGE 3

If you are dissatisfied with the outcome of your grievance at Stage 2, you should write to the [insert job title], explaining why you remain dissatisfied.  You must do this within 5 working days of being notified of the outcome of your grievance at Stage 2.  A grievance appeal hearing will then be arranged and will be heard by the [insert job title] or his/her/their appointed deputy. The decision reached at this stage will be final with no further right of appeal.

Due to restricted management structure within the business, it may not be possible for the appeal to be conducted by a person previously uninvolved in the grievance process.  Therefore, with any appeal that is submitted there will be a thorough review of all the facts/evidence of the case, the procedures which were employed, the fairness and reasonableness of the findings and any mitigating factors were fully considered.

ACCOMPANIMENT 

At Stages 2 and 3 of this process, you may be accompanied at the hearing by a fellow employee of your choice, or a trade union official, or someone who is certified by a trade union to act as a worker’s companion at such hearings.  You are not entitled to be accompanied by any other person. Fellow employees may not be compelled to attend as a companion. 

The companion is there to act as a witness to what was said, to provide moral support and to assist and advise the employee in presenting his/her case.  The companion may address the hearing (provided the employee wishes this), ask questions on behalf of the employee and confer with the employee but not answer questions on behalf of the employee, nor may the companion prevent the Club from explaining its case.

8. AUTHORISED ABSENCE POLICY 
GENERAL

You must ensure that any time off (other than in the case of sickness) is authorised in advance by your line manager. You should complete an absence form on your first day back at work.
PERSONAL APPOINTMENTS

You are requested to arrange any personal, medical (except for ante-natal appointments) or dental appointments outside working hours.  Where this is not possible, you must obtain permission from your line manager before taking any time off and appointments should be arranged first thing in the morning or last thing at night to minimise any disruption to the Club. You will be offered the opportunity to make time up, swap a shift or take the time off as unpaid (except for ante-natal appointments – refer to section c - maternity rights policy for more information).
TIME OFF FOR PUBLIC DUTIES 

You are entitled to ask for time off work for specific public duties.  There is no statutory right to be paid for this time off.  The permitted amount of time off is that which is reasonable in the circumstances.

The public positions for which there is a right to time off are as follows:

i. Justice of the Peace

ii. Members of a local authority, e.g. local councillors

iii. Members of a statutory tribunal

iv. Members of a police authority

v. Prison visitors

vi. Members of health bodies e.g. NHS trusts, health authorities, etc 

vii. Members of education bodies e.g. managing or governing bodies of local authority educational establishments, grant maintained schools, school councils, colleges of further education, etc 

viii. Members of the Environmental Agency or the Scottish Environmental Protection Agency 

JURY SERVICE 

You are entitled to time off work for jury service. You should notify your line manager immediately on receipt of the jury summons, giving full details. 

You will not normally be paid for this time off and are advised to claim the expenses to which you are entitled from the court.  These will normally include compensation for loss of earnings. 

THE ARMY RESERVE
The Club values the additional skills, experience and abilities that members of the Army Reserve bring.  In line with that, the Club is willing to authorise a maximum of 40 days unpaid leave in any one year to members of the Army Reserve in order to allow them to complete mandatory training requirements.  If you wish to take this leave, you should inform your line manager a minimum of one month prior to taking the unpaid leave. 
An employee who wishes to volunteer for mobilisation must seek prior agreement of the Club.  Where there is compulsory mobilisation, this leave will be granted as unpaid leave of absence.
BEREAVEMENT LEAVE 
The primary purpose of bereavement leave is to help employees come to terms with the death of a loved one. 

For the purposes of this policy, an immediate family member is defined as:

i. Spouse/established partner

ii. Child/step-child/son in law/daughter in law

iii. Grandparent/grandchild

iv. Parent/step-parent/parent-in-law/foster parent

v. Sister, brother

Any other relative who has regularly resided in your household may be considered immediate family and as such leave will only be authorised at the discretion of management. 

In the event of a family bereavement you should contact your line manager to request bereavement leave. You should inform your line manager of the need to take bereavement leave as soon as reasonably practicable. Each case will be viewed sympathetically and the amount of leave granted will depend on individual circumstances. Your line manager will take into account matters such as your relationship with the deceased, domestic responsibilities and travel requirements, but will not normally grant more than [insert] days' paid leave.

In the case of death of another close relative, for example an aunt, uncle, cousin or a close friend, you may request one day paid/unpaid leave to attend the funeral.

UNPAID AUTHORISED ABSENCE 

The Club may grant unpaid leave of absence at its discretion and on a case by case basis.  All requests should be made well in advance to your line manager.  You are not permitted to take unpaid leave of absence without prior permission of your line manager.

ADVERSE WEATHER CONDITIONS/DISRUPTION TO TRAVEL

The Club recognises the requirement to safely maintain services during adverse weather and other disruptive conditions which include public transport strikes, petrol shortages and disrupted travel plans due to unforeseen circumstances (not including routine delays) , whilst properly discharging the duty of care to employees. This policy is based on the following principles: 

a. All employees are expected to make a genuine effort to report for work at the recognised start time, which may entail having to make special arrangements to ensure they are able to attend each day 

b. Where there is any failure to attend work, or where you know you will be late, you are required to contact your line manager as a matter of urgency 

c. Employees are not automatically entitled to pay if they are unable to attend for work 

d. Where time has been lost by your attempts to get to work, the Club requires that this time is arranged either as time off in lieu or as annual leave entitlement, or, where this is not appropriate, the equivalent time lost is made up at a later date by you 

Only in very exceptional circumstances will the Club issue a direct instruction to employees in respect of closing its premises and / or reducing service provision due to extreme weather, or other emergency, conditions.

9. EQUAL OPPORTUNITIES POLICY

PURPOSE

The Club is fully committed to developing positive policies to ensure no-one is discriminated against or victimised in any way and are afforded equal opportunities in recruitment, selection, promotion and training, regardless of sex, sexual orientation, marriage and civil partnership status, age, disability, pregnancy and maternity, gender reassignment, religion or belief, race, creed, colour, ethnic and national origins.  The Committee fully support the achievement of the following objectives:
a. Ensuring this policy and the Codes of Practice issued by the Equality and Human Rights Commission under the new Equality Act 2010 are communicated and understood by all employees during induction, training programmes and are readily available for reference thereafter

b. Ensuring that the Club’s policies and procedures are under constant review to ensure compliance with all relevant legislation and best practice 

c. Ensuring that sources of recruitment are as broadly based as practical, and all relevant media and job adverts are free from any bias or discriminatory comment.  Where necessary issuing formal instructions to ensure recruitment, selection, training and promotion policies are known by managers/supervisors 

d. That opportunities for promotion, training and career development are free from any form of discrimination or victimisation

e. Ensuring that positive action is only used in circumstances prescribed under the Equality Act 2010

f. That pre-employment health questions will only be asked in compliance with the guidelines provided in the Equality Act 2010 

g. Having an open door policy whereby all comments and suggestions are welcomed in respect of both the Club’s equal opportunities policy and any other policy or practice within the business 

h. Promoting equal pay 

i. Take all reasonable precautions to prevent any form of discrimination, harassment or victimisation from taking place, either by acts or omissions by both officers and employees of the Club as well as third parties 

j. Investigating any complaints with regard to unfair treatment or harassment, ensuring corrective action is implemented which will prevent recurrence 

k. The Club welcomes any information or advice from any employee on any equal opportunities matter.  In particular, you are requested to bring to the attention of your line manager any matters or areas where you believe the Club's equal opportunities policy is not being complied with

DISCIPLINE AND GRIEVANCE

a. You are reminded that to discriminate is a breach of the Club's equal opportunities policy and may be unlawful 

b. Any alleged breach of the equal opportunities policy will normally be dealt with under the Club’s disciplinary and grievance policies.  If you believe you have been subjected to any act of discrimination at work, you are strongly encouraged to raise the issue under the Club’s procedures

10. CASH/SECURITY POLICY 

INTRODUCTION
In Club locations there are valuable goods, and from time to time, large amounts of money.  Employees are entrusted with money belonging to others.  It is necessary to have strict security rules for the following reasons:

a. To protect employees

b. For general security

c. To protect customer rights

These security rules are, therefore, most important. 

TRANSACTIONS 
a. All transactions must be properly registered in the till and the member/ visitor given a receipt

b. If you have made a mistake, report it immediately and have it corrected

c. If your own friends and relatives are members, they are more than welcome to use the Clubhouse, but to avoid misunderstanding should be served by someone else or the sale/transaction must be checked by someone else

CHANGE
a. Always count change into the members/visitors hand and take particular care when given a large note

b. If you have to get change for the till, have it checked by another employee

CREDIT CARDS AND DEBIT CARDS
a. Credit/debit cards are only acceptable in payment for goods; do not accept cards in exchange for cash

b. There are specific procedures to be followed when accepting credit cards and debit cards, and you will receive full training 

c. If the machine does not accept a transaction ask the member/visitor for other methods of payment.  Do not in any way imply that the member/visitor is at fault 

d. Check that the card has not been altered in any way.  Examine it carefully by sight and touch.  If you are in doubt, ask your line manager to help

USING THE TILL

a. Do not use the till unless it has the facility to issue a receipt in full working order 
b. Do not open the till unless it is necessary to serve a member/visitor, to give or get change, or cash up

c. Whenever the till is opened other than to serve a member/visitor, ask another employee to initial the ‘no sale’ ticket which should then be left in the till drawer

d. Ensure that the till display window is completely visible from each side and not obscured by stock, showcards or stickers

STAFF PURCHASES 

a. The Club offers the following discount to employees; [insert details]
b. Staff discount is allowed only on purchases for yourself 

c. Staff purchases must be paid for at time of purchase.

d. Payment for staff purchases must be made to the manager or another employee who should initial the till receipt, which must be kept with the purchased goods. All items purchased must be listed on the till receipt

e. Your line manager may from time to time implement additional staff purchase rules, which also must be complied with

f. Failure to comply with staff purchase rules may lead to the withdrawal of the scheme and/or you being subject to disciplinary action

ORDERING GOODS 

Unless you are specifically authorised to do so, you may not place or confirm orders for goods. In particular, you may not sign orders on behalf of the Club. If you are offered a gift by a supplier or representative, report the matter before accepting it.
SIGNING FOR DELIVERIES 

You may only confirm deliveries if you are specifically authorised to do so. You will be told when your training is complete and you may sign for deliveries. 
Before signing take great care to count the number of parcels, boxes, crates, packages etc. and make sure it tallies with the number on the delivery sheet. If there is a difference, sign the sheet and mark it, for example, "one short" or "two too many” as the case may be. 
Unless you have a chance to open the package and   check the contents before signing, you should mark the delivery sheet "unexamined".
11. RETIREMENT PROCEDURE 

The Club will not compel you to retire at any specified age. However, the Club may require you to retire if it can justify this on objective grounds. This will be determined on a case by case basis.

In addition, you may choose to retire of your own volition at any particular stage in your life.
Accordingly, should you wish to retire, you should advise your line manager as soon as practicable (or in accordance with the notice requirements as set out in your employment agreement) of both your intention to retire and your intended retirement date. This will enable the Club to make suitable arrangements for your retirement including your replacement and any handover, if appropriate.

Alternatively, you may wish to make changes in your lifestyle prior to retiring and this may involve reducing either the number of days or hours which you work or the duties which you carry out. 
If this is the case, you should utilise the procedure as set out in the Club’s flexible working policy. 

12. INTERNET, EMAIL AND TELEPHONE USAGE POLICY
COMPUTER MISUSE 

a. Employees who have access to the Club’s computers for business and personal purposes, should comply with this policy, failure to do so, may mean you are subject to the Club’s disciplinary procedure  

b. Vandalism of, or otherwise intentionally interfering with, the Club’s computer network constitutes a gross misconduct offence and could render you liable to summary dismissal under the Club’s disciplinary procedure

c. You are not permitted to publish defamatory and/or knowingly false material about the Club, your colleagues, the Committee, and/or members/visitors, suppliers on emails, social networking sites, “blogs” (online journals), “wikis” and any online publishing format.  If you are discovered contravening these rules you may face action under the Club’s disciplinary procedure.  Depending on the seriousness of the offence, it may amount to gross misconduct and could result in your summary dismissal

d. The Club reserves the right to deny or remove email or internet access to or from any employee 

USE OF EMAIL

a. Emails that you intend to send should be checked carefully.  Email should be treated like any other form of written communication, and, as such, what is normally regarded as unacceptable in a letter is equally unacceptable in an email communication 

b. The use of email to send or forward messages which are defamatory, obscene or otherwise inappropriate will be treated as misconduct under the Club’s disciplinary procedure.  In serious cases this could be regarded as gross misconduct and lead to dismissal

c. Statements to avoid in emails include those criticising the Club’s competitors or their staff, those stating that there are quality problems with goods or services of suppliers or members, visitors, and those stating that anyone is incompetent 

d. You should exercise care not to copy emails automatically to all those copied in to the original message to which you are replying.  Doing so may result in disclosure of confidential information to the wrong person 

e. You should exercise extreme care when receiving emails with attachments from third parties particularly unidentified third parties as these may contain viruses 

f. Although the email system is primarily for business use, the Club understands that on occasion you may need to send or receive personal emails using your work address.  When sending personal emails you should show the same care as when sending work related emails 
g. Communications of a sensitive or confidential nature should not be sent by e-mail because it is not guaranteed to be private  

h. If you receive a virus warning via email, you should take no action, whatsoever other than informing IT/appropriate contact immediately.  No attempt should be made to open or forward the email without prior permission from IT/appropriate contact 

i. Unsolicited emails may not be sent at any time.  Any “junk” email received should be deleted immediately

j. It is a disciplinary offence to access another individual’s e-mail facility by using their password without their express permission

USE OF INTERNET 

a. Where you have access to the internet at work you are expected to use it sensibly and in such a manner that it does not interfere with the efficient running of the Club
b. You may be called upon to justify the amount of time you have spent on the internet or the sites you have visited 

c. The Club encourages you to become familiar with the internet and does not currently impose any time limitation on work related internet use.  You are trusted therefore not to abuse the latitude given, but the Club reserves the right to alter the policy should it suspect this trust is being abused 

d. You should download files on to only those PCs with virus checking software and should check how long the download will take.  If there is any uncertainty as to whether the software is virus-free or whether the time the download will take is reasonable you should consult with your line manager prior to starting the download process 

e. You are not authorised to load new software or hardware onto the Club’s system without the express prior consent of your line manager 
MONITORING OF EMAIL AND INTERNET 

a. The Club reserves the right to monitor your e-mails and use of the internet, both during routine audits of the computer system and in specific cases where a problem relating to excessive or unauthorised use is suspected.  The purposes for such monitoring are: 

I. To promote productivity and efficiency

II. For security reasons

III. To ensure that you have not been using email to send or receive an excessive number of personal communications

IV. To ensure the smooth running of the business if you are absent for any reason and communications need to be checked

V. To ensure that you have not been viewing offensive or illegal material on the internet (or if it is suspected that you have been)

VI. To ensure that you have not been spending an excessive amount of time viewing websites that are not work related (or if it is suspected that you have been) 

VII. If the Club suspects that you are sending or receiving emails that are detrimental to the Club
USE OF CLUB TELEPHONES 

The Club’s telephones are provided for work-related purposes. 

However, because it is anticipated that you may sometimes need to attend to personal matters during working hours, limited personal use is permitted provided that this does not interfere with your work, nor take up an unreasonable amount of time. 

Personal telephone calls should be timed to cause minimum disruption to workload and should, as a general rule, only be made during breaks except in the case of a genuine emergency.

It is important to note that you may not at any time use the Club’s telephones to:

I. Carry out any work for another employer 

II. Contact recruitment agencies or other employers with a view to seeking alternative employment 

III. Buy or sell goods other than when authorised to do so in the course of your duties 

IV. Gamble 

V. Communicate information that is confidential to the Club outside the Club unless authorised to do so in the course of your duties

VI. Make overseas telephone calls or call premium rate numbers 

VII. Waste working time using the telephone for purposes not associated with your job or the Club’s business  

MOBILE TELEPHONE USE 

Club mobile telephones are provided at the discretion of the Club on the basis of business needs, and must be returned to the Club on the last day of your employment. 

Club mobile telephones may be used for personal calls.  All personal calls will be at your own expense and you will be sent an itemised bill for your personal calls.  You will be required to pay this direct to the Club or the Club may deduct the sum owed from your salary.

OR 

Club mobile telephones are provided for business use only and may not be used for personal calls.

The safeguarding of your Club mobile telephone is your responsibility.  Do not leave it in a visible place such as in an unattended car.  The use of a personal identification number (PIN) is recommended for added security.  Loss of a Club mobile telephone should be reported to your line manager immediately. 
PERSONAL MOBILE TELEPHONES

You must ensure personal mobile telephones are switched to silent or vibrate at all times during your working hours.  Use of personal mobile phones should be restricted to non-working hours.  Excessive or inappropriate use of personal mobile phones during working hours may be subject to the disciplinary process up to and including dismissal.  

MONITORING

You should be aware that telephone calls made and received on the Club’s telephone network and mobiles may routinely be monitored to assess employee performance, to ensure customer satisfaction and to check that the use of the telephone system or Club mobile telephone is not being abused.

13. SOCIAL MEDIA POLICY

The widespread availability and use of any social networking forum bring opportunities to understand, engage and communicate in new ways.  It is important that we are able to use these technologies and services effectively and flexibility.    

The Club realises that social media and networking websites have become a regular part of everyday life and that many people enjoy membership of such sites.  However, we are also aware that these sites can become negative and care must be taken not to breach our confidentiality Policy or offend members, visitors, suppliers, employees, committee members or any other business contact when using these services.

For the purposes of this Policy, social media is any type of interactive online media that allows parties to communicate instantly with each other or to share data in a public forum.  This includes online social forums such as Twitter, Facebook and LinkedIn.  Social media also covers blogs and video-and-image-sharing websites such as YouTube and Flickr. 

Employees should be aware that there are many more examples of social media than can be listed here and this is a constantly changing area.  Employees should follow these guidelines in relation to any social media that they use. 

The absence of, or lack of, explicit reference to a specific website or service does not limit the extent of the application of this Policy. Where no Policy or guidelines exist, employees must use their judgment as to what is and what is not appropriate use or comment on such sites. Consult with your line manager if you are uncertain.

USE OF SOCIAL MEDIA AT WORK

Employees are allowed to make reasonable and appropriate use of social media websites from the Club’s or their own computers or devices whilst they are at work provided that this does not interfere with their duties.  

OR

Employees must limit their use of social media on their own equipment to their official rest breaks only.  

Employees are not permitted to use Club computers for the use of social media or personal purposes during their official rest breaks and/or during your working day.

MONITORING THE USE OF SOCIAL MEDIA DURING WORK TIME

The Club reserves the right to monitor employees’ internet usage, but will endeavour to inform an affected employee when this is to happen and the reasons for it.  The Club considers that valid reasons for checking an employee’s internet usage include suspicions that the employee has:

a. Been using social media websites when he/she should be working; or 

b. Acted in a way that is in breach of the rules set out in this Policy 

Access to particular social media websites may be withdrawn in any case of misuse. 

SOCIAL MEDIA OUTSIDE THE WORKPLACE

The Club recognises that employees may make use of social media in a personal capacity.  While they are not acting on behalf of the Club, employees must be aware that they can damage the Club if they are recognised as being one of our employees. 

Employees are allowed to say that they work for the Club and the Club recognises that it is natural for its employees to discuss their work on social media sites.  

If employees do discuss their work on social media (for example, giving opinions on their specialism or the sector in which the Club operates), you must be honest about who you are and who you work for, whilst remembering to be careful about disclosing any confidential information and you must include wording on your profile (i.e. a statement) along the following lines: “The views I express here are mine alone and do not necessarily reflect the views of my employer.”  

Any communications that employees make in a personal capacity through social media must not:

a. Bring the Club into disrepute, for example by:

I. Criticising or arguing with members, visitors, suppliers, distributors, colleagues or competitors

II. Making defamatory comments about individuals or other organisations or groups; or

III. Posting images that are inappropriate or links to inappropriate content

Members have also been advised of their responsibility not to make derogatory comments about the staff, course, Club or committee via social media

b. Breach confidentiality, for example by:

I. Revealing trade secrets or information owned by the Club 

II. Giving away confidential information about an individual (such as a colleague or supplier/distributor or member/visitor contact) or Club (such as a rival business); or 

III. Any information in relation to members of the Club’s details such as but not limited, personal details, membership fees

IV. Discussing the Club’s internal workings (such as deals that it is doing with a member/visitor or its future business plans that are not public knowledge)

c. Breach copyright, for example by:

I. Using someone else’s images or written content without permission; or 

II. Failing to give acknowledgement where permission has been given to reproduce something; 

d. Do anything that could be considered discriminatory against, or bullying or harassment of, any individual, for example, by:

I. Making offensive or derogatory comments or discriminating or inciting others to discriminate on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy  and maternity, race, religion or belief, sex or sexual orientation 

II. Using social media to bully another individual (such as an employee of the Club or a supplier, distributor or customer/client); or 

III. Posting images that are discriminatory or offensive or links to such content 

If you have your own personal profile on a social media website, you should make sure that others cannot access any content, media or information from that profile that (a) you are not happy for them to have access to; and (b) which would undermine your position as a professional, trusted and responsible person.

As a basic rule, if you are not happy for others you work with to see particular comments, media or information simply do not post it in a public forum online.

All employees should bear in mind that information they share through social networking applications, even if they are on private spaces are still subject to copyright, data protection and freedom of information and other legislation.  All employees must also operate in line with the Club’s equality opportunities Policy and/or bullying and harassment Policy.  Failure to comply with this may lead to disciplinary action being taken.

ENSURE YOU ARE ALWAYS RESPECTFUL TOWARDS:

a. The Club, members, visitors, committee members
b. Your colleagues 
c. Competitors 

d. Suppliers and distributors

Employees should be aware that any disrespectful comments to the above might be seen as defamatory and could result in disciplinary action up to and including dismissal.

The Club’s logos and trademarks may not be used without written consent.

At all times, in or out of working hours, you are an ambassador for the Club.  Be aware that your actions captured via images, posts or comments online can reflect on the Club.

If you have posted content to the web your mistakes have become a matter of public record.  There’s no point trying to cover it up so the quicker you stand corrected the better perceived it will be by the people who are reading what you have to say.

Offensive defamatory comments

Cyber-bullying is an aggressive, intentional act carried out by a group or individual using electronic forms of contact repeatedly over time against a victim who cannot easily defend themselves.

Where you are making comments/statements on social media sites you must ensure that you apply a “good judgement” test for every activity.  Activity showing good judgement would include statements of fact about the Club and its products/services.

It can be very upsetting to get abusive e-mails, instant messages, comments on social media sites etc, and if the Club discovers that you have sent abusive messages/comments about another employee, about a member/visitor and/or the Club then you will be liable to disciplinary action up to and including dismissal.  All employees must also operate in line with the Club’s equality opportunities Policy and/or bullying and harassment Policy. 

If you believe that there has been an offensive comment made about the Club, another employee, manager of the Club, member/visitor and/or committee member then you must escalate this to your line manager immediately.  If you think that you are being bullied or someone (another employee of the Club, committee member, member/visitor of the Club) has posted a comment that offends/upsets you then you must inform your line manager as soon as possible and the matter will be investigated.  

If you make a complaint that you know to be untrue, or giving evidence that you know to be untrue, this may lead to disciplinary action being taken against you.

WHEN USING SOCIAL MEDIA IN YOUR PERSONAL LIFE EMPLOYEES SHOULD:

a. Ensure that you have set privacy settings to private so, only people you have accepted as friends/contacts can see your content

b. Review who is on your 'friends list' on your personal profile. In most situations you should not accept friend requests on your personal profile from members/visitors or suppliers/distributors you work with

c. Ensure personal blogs have clear disclaimers to the effect that the views expressed by the author are theirs alone and do not represent the views of the Club
d. Make your writing clear that you are speaking for yourself and not on behalf of the Club 

e. Ensure information published on the Internet complies with the Club’s confidentiality and data protection policies

Breach of confidentiality may result in disciplinary action up to and including dismissal

WHEN USING BUSINESS NETWORKING SITES, EMPLOYEES SHOULD:

a. Follow the same guidelines for business networking sites as you would for personal and or social networking sites

b. Participate online in a respectful, relevant way that protects the Club’s reputation and follows the letter and spirit of the law 

c. If you are writing about the Club use your real name, identify that you work for [insert Club name], and be clear about your role.  If you have a vested interest in what you are discussing, be the first to say so

d. Never represent yourself or the Club in a false or misleading way.  All statements must be true and not misleading; all claims must be substantiated

e. Post meaningful, respectful comments – in other words, no spam and no remarks that are off-topic or offensive 

f. Use common sense and common courtesy: for example, it is best to ask permission to publish or report on conversations that are meant to be private or internal to the Club. Make sure your efforts to be transparent don't violate the Club's privacy, confidentiality, and legal guidelines for external commercial speech

g. Stick to your area of expertise and do feel free to provide unique, individual perspectives on non-confidential activities at the Club
h. When disagreeing with others' opinions, keep it appropriate and polite. If you find yourself in a situation online that looks as if it’s becoming antagonistic, do not get overly defensive and do not disengage from the conversation abruptly: feel free to ask the senior members of the Club for advice and/or to disengage from the dialogue in a polite manner that reflects well on the Club
i. If you wish to write about the competition, make sure you behave diplomatically, have the facts straight and that you have the appropriate permissions

j. Please never comment on anything related to legal matters, legal action, or any parties the Club may be in legal proceedings with

k. Never participate in Social Media when the topic being discussed may be considered a crisis situation. Even anonymous comments may be traced back to your or the Club’s IP address. Refer all Social Media activity around crisis topics to the Committee
l. Be smart about protecting yourself, your privacy, and Club confidential information. What you publish is widely accessible and will be around for a long time, so consider the content carefully

m. Change the privacy settings on your profile so that your contacts are not open for everyone to access 

n. Clients and distributors/suppliers you add as contacts during your employment belong to the Club and upon termination of your employment (howsoever caused) the Club will ask to see your whole list of contacts and advise which (if any) you should delete 

o. Upon leaving the Club you must update any social media site to reflect you are no longer an employee of the Club 

USE OF OFFICIAL ACCOUNTS

The Club operates a number of accounts on social media websites for the promotion of activities and events, and as a communication method. 

The following outlines the limits of their use:

a. An official account on any social media website may only be set-up with written consent from your line manager
b. Only authorised employees may use these accounts to post online and access to the account should be strictly limited

c. All information published on the Internet must comply with the Club’s confidentiality and data protection policies

d. Copyright laws must be respected, with references or sources cited appropriately

e. Any employee who becomes aware of social networking activity that would be deemed distasteful should make their line manager aware as soon as possible

All employees using official accounts must adhere to the above guidelines; breach of this Policy may result in disciplinary action up to and including dismissal.

NOTE: Any media enquiries must be referred to the committee.

Any breach of this Policy may result in disciplinary action up to and including dismissal.

ON TERMINATION OF EMPLOYMENT

On termination of employment, howsoever caused If you access any social media account on behalf of the Club must give up all paperwork and passwords relevant to the site and agree not to make any further posts or comment in respect of any matter pertaining either to your personal situation or to the running of the Club.
14. RAISING CONCERNS – “WHISTLEBLOWING POLICY”

This policy applies to all workers of the Club.  Other individuals, such as agency workers and contractors are also encouraged to use it.

It is important to the business that any fraud, misconduct or wrongdoing by employees or officers of the Club is reported and properly dealt with.  The Club therefore encourages all individuals to raise any concerns that they may have about the conduct of others in the business or the way in which the business is run.  This policy sets out the way in which individuals may raise any concerns that they have and how those concerns will be dealt with.  

Qualifying disclosure

The law provides protection for employees who raise legitimate concerns about specified matters.  These are called “qualifying disclosures”.  A qualifying disclosure is one made in the public interest by an employee who has a reasonable belief that:

a. A criminal offence

b. A miscarriage of justice

c. An act creating risk to health and safety

d. An act causing damage to the environment

e. Damaged breach of any other legal obligation; or 

f. Concealment of any of the above

Is being, has been, or is likely to be, committed.  It is not necessary for the employee to have proof that such an act is being, has been, or is likely to be, committed – a reasonable belief is sufficient.  The employee has no responsibility for investigating the matter – it is the Club’s responsibility to ensure that an investigation takes place. 

An employee who makes such a protected disclosure has the right not to be dismissed in the first instance. 

If an employee is not sure whether or not to raise a concern, he/she should discuss the issue with his/her line manager or a more senior member of management.

PRINCIPLES 

a. Everyone should be aware of the importance of preventing and eliminating wrongdoing at work.  Employees should be watchful for illegal or unethical conduct and report anything of that nature that they become aware of 

b. Any matter raised under this procedure will be investigated thoroughly, promptly and confidentially, and the outcome of the investigation reported back to the employee who raised the issue 

c. No employee will be victimised for raising a matter under this procedure.  This means that the continued employment and opportunities for future promotion or training of the employee will not be prejudiced because he/she has raised a legitimate concern

d. Victimisation of an employee for raising a qualified disclosure will be a disciplinary offence

e. If misconduct is discovered as a result of any investigation under this procedure the Club’s disciplinary procedure will be used, in addition to any appropriate external measures

f. Maliciously making a false allegation is a disciplinary offence 

g. An instruction to cover up wrongdoing is itself a disciplinary offence.  If told not to raise or pursue any concern, even by a person in authority such as a manager, employees should not agree to remain silent, they should report the matter to [insert job title]
PROCEDURE

This procedure is for disclosures about matters other than a breach of an employee’s own contract of employment.  If an employee is concerned that his/her own contract has been, or is likely to be, broken, he/she should use the Club’s grievance procedure. 

The Club is committed to address any issues of malpractice and positively encourages employees to use the available channels to raise any concerns they may have.

Should you wish to raise a complaint you should do so in writing to your line manager.

The line manager (or the person who carried out the investigation) will then report to the board, which will appoint [insert job title] to meet with you to discuss your concern and gather and appropriate evidence. Your complaint will then be investigated in full and, on conclusion of the investigation, take any necessary action, including reporting the matter to any appropriate government department or regulatory agency.  

If disciplinary action is required against any employee of the Club the line manager (or the person who carried out the investigation) will report the matter to [another member of management] who will start the disciplinary procedure.  

On conclusion of any investigation, you will be told the outcome of the investigation and what the [insert job title] has done, or proposes to do, about it.  If no action is to be taken, the reason for this will be explained. 

If the employee is concerned that his/her line manager is involved in the wrongdoing, has failed to make a proper investigation or has failed to report the outcome of the investigations to the board, he/she should inform [insert named individual and (preferably) contact telephone number], who will arrange for another manager to review the investigation carried out, make any necessary enquiries and make his/her own report to [insert job title].  If for any other reason the employee does not wish to approach his/her line manager he/she should also in the first instance contact [insert job title as above].  Any approach to [insert job title] will be treated with the strictest confidence and the employee’s identity will not be disclosed without his/her prior consent. 

If the employee reasonably believes that the appropriate action has not been taken, he/she should report the matter to the proper external authority. The legislation sets out a number of bodies to which qualifying disclosures should be made, for example, HM Revenue & Customs.

If you have any questions with regards to this policy please contact [insert name/job title].

15. OTHER POLICIES 

The Club will require you to comply with other policies as may be introduced from time to time.  These policies will be circulated and you will be informed at the appropriate time. 

SECTION C: INFORMATION ON YOUR STATUTORY RIGHTS

The Club complies with all statutory requirements and offers maternity, paternity, adoption, shared parental & ordinary parental leave, time off to care for dependants and flexible working in line with the appropriate statutory benefits scheme.  In this section you will see the various rights that apply to each type of leave as noted above (and flexible working) and the steps you must take to remain eligible for these rights.

These policies are not contractual but set out the way in which the Club plans to manage the different types of leave and flexible working. 

16. MATERNITY LEAVE POLICY

ONCE YOU KNOW YOU ARE PREGNANT

As soon as you are aware you are pregnant, you should notify your line manager, as the Club is required to carry out a risk assessment of your job in light of your pregnancy.

ANTE-NATAL CARE 

a. You are entitled to reasonable paid time off for ante-natal care. Where possible, appointments should be arranged at the start or end of the working day.  Ante-natal care covers medical examinations related to your pregnancy as well as relaxation and parentcraft classes (if the appointment is advised by a midwife, health visitor or a doctor) 

b. Please advise your line manager of any appointment as far in advance as possible.  Following your first appointment, you will be asked to produce your appointment card confirming your ante-natal appointment (normally available after your first appointment)

c. An employee receiving IVF treatment will be entitled to paid time off for ante-natal care only after the fertilised embryo has been implanted

d. Effective from 1 October 2014, fathers to be and partners of pregnant women are able to take unpaid time off to accompany the expectant mother to a maximum of two antenatal appointments and should advise their line manager of any appointment as far in advance as possible, completing the time off to attend ante natal appointments declaration form. However, the Club’s policy is that this time off will be paid
PERIOD OF MATERNITY LEAVE

a. All pregnant employees (regardless of length of service) have the right to take up to 26 weeks’ ordinary maternity leave and up to a further 26 weeks’ additional maternity leave and to resume work afterwards.  You are therefore entitled to a total period of 52 weeks’ maternity leave subject to you following the notification requirements as set out below

b. You have the right to return to work at any time during either ordinary maternity leave or additional maternity leave (except during the first two weeks from the day of childbirth or four weeks’ in the case of factory workers) subject to you following the notification requirements as set out below 

NOTIFYING THE CLUB 

a. In order to qualify for any maternity leave you must notify the Club in writing, no later than the end of the 15th week before your expected week of childbirth (EWC), of:

i. the fact that you are pregnant;

ii. the expected week of childbirth; and

iii. the date on which you intend to commence your maternity leave

b. The Club will respond in writing, within 28 days of receiving your letter to confirm when you are due back to work and if you qualify for SMP
c. The earliest date you can start your maternity leave is the beginning of the 11th week before your EWC.  If you fail to notify the Club as outlined above, you may lose your right to start your maternity leave on the date you wish and your right to SMP

d. You can still change your mind about the date you wish to start your maternity leave after you have given notification, but you must then give 28 days’ notice of the new date on which you want to start your maternity leave

RISK ASSESSMENT 

a. When you are pregnant and have notified the Club, your line manager will carry out a risk assessment for your specific work and identify any changes that are necessary to protect you and your unborn baby’s health

b. You are expected to be fully involved in the process and it is your responsibility to continue to review the assessment as your pregnancy progresses to see if any adjustments are necessary

c. If you identify any risks to your unborn baby you are required to notify the Club immediately 

d. If you return to work having taken less than six months maternity leave your line manager will carry out a risk assessment for your specific work and identify any changes that are necessary to protect you.  In addition, you should inform your line manager if you are still breastfeeding upon your return to work and a risk assessment will be carried out to identify any changes that are necessary to protect you and your baby’s health

STATUTORY MATERNITY PAY (SMP)

a. If you have completed at least 26 weeks continuous service ending with your “qualifying week” (15th week before your EWC), and are still employed during that week, you will qualify for statutory maternity pay (SMP) providing that: 

i. You are still pregnant 11 weeks before the start of the EWC (or have already given birth)

ii. You have provided a MAT B1 form stating your EWC

iii. Your average weekly earnings are not less than the lower earnings limit for national insurance contributions 

b. SMP is payable for up to 39 weeks, with the first 6 weeks paid at 90% of your average weekly earnings

c. The remaining 33 weeks is payable at the rate set by the government for the relevant tax year, or at 90% of your average weekly earnings, if this figure is lower than the government’s set weekly rate 

d. SMP is treated as earnings and is therefore subject to PAYE and national insurance deductions 

e. You must inform the Club of any change in circumstances that change your entitlement to SMP

f. Failure to follow the notification procedures above may result in your not qualifying for SMP

g. Payment of SMP cannot start prior to the 11th week before your EWC and can start from any day of the week in accordance with the date you commence your period of maternity leave 

h. SMP is payable whether or not you intend to return to work following your period of maternity leave 

i. If you are not entitled to SMP you may be entitled to receive maternity allowance payable directly by the government.  The Club will provide you with a SMP1 form in order for you to make a claim for maternity allowance 
[Insert here the details of any enhanced scheme the Club provides over and above SMP. If applicable, include reference to any relevant repayment agreement that must be signed prior to commencement of maternity leave].  

ABSENCE DUE TO CHILDBIRTH BEFORE THE INTENDED START DATE 

a. If childbirth occurs before the date you have notified the Club you intend to start your period of maternity leave (or before you have notified any date) the maternity leave period starts automatically on the day after the birth 

b. Where childbirth occurs on or after the 24th week of pregnancy and sadly ends in stillbirth you will remain entitled to maternity leave (and pay if eligible) commencing from the day after the birth 

c. If you miscarry earlier than the 24th week of pregnancy you will not be entitled to maternity leave or pay but may be able to receive Club sick pay/Statutory Sick Pay subject to you being eligible and following the Club’s absence reporting procedures

d. You must inform your line manager of the date of birth as soon as is reasonably practicable 

BABY BORN LATE

a. If your baby is born later than the week in which it was due, your maternity leave period (and pay if eligible) will not change if it has already started

b. If you continue to work beyond the date your baby is due and you give birth, your maternity leave (and pay if eligible) will start the day after the birth

SICKNESS ABSENCE 

a. If you are absent from work for a pregnancy related reason on any day in the 4 week period immediately before your EWC, your maternity leave period will automatically start the following day 

b. This applies even if the day of absence is before the start date you have notified as the date on which you intend your leave to start 

c. If you are absent from work due to illness unrelated to your pregnancy, you may remain on sick leave up to the date of the baby’s birth, or until the date that your maternity leave was due to start whichever is earlier

KEEPING IN TOUCH DAYS 

a. The Club will keep in reasonable contact with you during your maternity leave.  This may be to discuss your plans for return to work, any special arrangements to be made or training required or to keep you informed on developments at work during your absence 

b. By mutual agreement, you can work up to 10 days’ during your maternity leave. These days can be used to carry out work, attend meetings or to attend training courses

c. You will not be able to undertake any keeping in touch days during the first two weeks (four weeks if in a factory environment) after your baby is born. The amount of pay you will receive for attending such days will be agreed with you at the time but you will receive at least the current rate of the national minimum wage for every hour worked

d. Your entitlement to SMP will continue during this time

CONTRACTUAL BENEFITS DURING MATERNITY LEAVE

During ordinary maternity leave and additional maternity leave, all terms and conditions of your employment contract except normal pay will continue.  Salary will be replaced by SMP if you are eligible.

This means that while salary payments will cease, all other benefits will remain in place.  For example holiday entitlement will continue to accrue during both the 26 weeks' ordinary maternity leave period and 26 weeks' additional maternity leave period. 

Pension contributions will continue to be made during any period when you are receiving SMP but not during any period of unpaid maternity leave.  Employee contributions during any paid period of maternity leave will be based on actual pay while the Club’s contributions will continue to be based on your full salary.  You will remain in the [life assurance and private medical schemes / insert all that apply] for the whole duration of your leave.

You will be advised before you start ordinary maternity leave if you have any outstanding holiday entitlement. In order to agree a holiday plan which suits both you and the Club and is in line with the Club’s rules on booking holidays, your line manager will discuss the following options with you prior to the start of your maternity leave: 

a. That you take outstanding and accrued holiday before commencing maternity leave

b. That you carry some leave over and take it on return to work after maternity leave

c. Pay you for any outstanding holiday leave as if you were leaving the Club for holiday entitlement in excess of the statutory minimum [REMOVE IF STATUTORY MINIMUM HOLIDAY ENTITLEMENT APPLIES]
YOUR RETURN TO WORK DATE 

a. Once you have notified the Club properly of the date you intend to start your maternity leave, the Club will then write to you, specifying the date on which your maternity leave will end

b. You will be expected to return to work on the date specified in the Club’s letter to you.  If you are unable to return to work on that date for any reason, you must notify the Club of your absence from work in the normal manner

c. If you wish to return to work before the end of your maternity leave period, you must give the Club 8 weeks’ notice of the date on which you wish to return.  If you do not give this notice, you may not be allowed to return to work on that date

d. If you do not wish to return to work after your maternity leave, you should notify the Club by giving at least the notice required in your contract in writing by the end of your maternity leave period

e. If you do not return to work on the date specified in the Club’s letter and do not make contact to explain why, the Club will treat your absence from work as unauthorised and unpaid and a process in accordance with its disciplinary procedures will be followed

YOUR RIGHT TO RETURN 

You are normally entitled to return to the same job you did before your maternity leave, on the same terms and conditions, unless a redundancy situation has arisen during your maternity leave.  If you wish to work part-time or different hours on your return to work, you must make your request in writing, and then the Club will consider your request. This request should be made at least 8 weeks before you are due to return, utilising the procedure as set out in the Club’s flexible working policy and procedure. 

TRANSFER OF MATERNITY LEAVE

Shared parental leave (SPL) enables mothers to commit to ending their maternity leave and pay at a future date, and to share the untaken balance of leave and pay as SPL and shared parental pay (ShPP) with their partner.

To be eligible to take SPL, the mother and her partner must meet various eligibility requirements and have complied with the relevant curtailment notice and evidence requirements. 

If you wish further information on SPL, including details of eligibility requirements as well as instructions as to how the mother’s maternity leave can be curtailed and shared, please [refer to the Club’s SPL policy or contact your line manager].

The mother and partner should both ensure they are liaising with their own employer when making requests for SPL (where both employees do not work for the Club). 

17. ORDINARY PATERNITY LEAVE POLICY

Employees can take paternity leave in relation to the birth or adoption of a child.

ELIGIBILITY 

You will normally be eligible for statutory paternity leave if you:

a. Are the  natural or adoptive father of a child born or placed with him for adoption or the spouse/civil partner or partner of the mother 

b. Have accrued 26 weeks’ continuous service by the end of the 15th week before the week in which the child is expected or have accrued 26 weeks’ continuous service ending with the week in which the child’s adopter is notified of having been matched with the child for adoption 

c. Are able to demonstrate that you have (or expects to have) responsibility for the child’s  upbringing or is married to (or is the partner of) the child’s mother 

Where a child is adopted jointly, one partner (of either sex) may take adoption leave and the other may take statutory paternity leave (subject to meeting the eligibility criteria).  The partner of an individual who is adopting will also be able to qualify for statutory paternity leave and pay if he/she can demonstrate that he/she is to share responsibility for the child’s upbringing. 

DURATION OF PATERNITY LEAVE 

Paternity leave must be taken within 56 days of the child being born, or within 56 days of the first day of the mother’s EWC if the baby is born earlier than expected.

Only one period of leave is available to employees irrespective of whether more than one child is born/placed for adoption as a result of the same pregnancy/placement. 

Paternity leave may start on any day of the week that you normally work. If eligible, you can take either:

a. One week’s paternity leave; or

b. Two weeks’ paternity leave

In either case, you must take all your paternity leave at the same time.  You cannot take a few days of paternity leave, then come back to work and take a few days more later on.  A week is defined as a seven day period including days off and can start on any day of the week. 

Leave must be taken any time up to eight weeks after the date of birth (or placement with the new adoptive parents for adoption within the UK, or date of entry into the UK for overseas adoptions).  
NOTICE REQUIREMENTS 

a. To qualify for paternity leave, you must notify the Club that you intend to take paternity leave no later than the end of the 15th week before the mother’s EWC.  If this is not possible because you are unaware of the mother’s pregnancy at that time, you must notify the Club of your intention to take paternity leave as soon as possible

b. If you are adopting a child, notification must be within 7 days of the date on which the adopter has been officially notified of having been matched with the child 

c. You  must provide the following information:

i. The mother’s EWC/the date the child is expected to be placed for adoption

ii. Whether you wish to take one or two weeks leave

iii. When you want to start your paternity leave (see below)

THE START DATE 

a. Paternity leave can start either from the date the child is born or placed for adoption or from a chosen number of days or weeks after that date

b. When you notify the Club of your wish to take paternity leave, you must say when you wish your leave to start.  You can choose to do this in one of three ways.  You can say that you wish to start your leave:

i. On the date the child is born/placed for adoption; or

ii. On a particular date after the first day of the EWC/placement; or

iii. A certain number of days after the date the child is born/placed for adoption

c. Once you have notified the Club of your intention to take paternity leave, you can still change your mind about the start date for your paternity leave, but you cannot change your mind about whether you are taking one or two weeks leave.  You cannot change your start date less than 28 days before the date you originally gave the Club as your start date

d. If the child is born much earlier than expected and you are unable to give the amount of notice required for that reason, you will still be able to take your paternity leave at any time within 56 days of the child being born

e. If you cannot start your paternity leave on the date you have notified the Club because the child has not yet been born/placed for adoption, you must change the start date to the date the child is actually born/placed for adoption or a specified number of days thereafter
STATUTORY PATERNITY PAY (SPP)

a. If you meet the eligibility requirements above and your average weekly earnings are above the lower earnings level for national insurance contributions, you will be eligible for SPP

b. Statutory paternity leave is paid at the lesser of either 90% of average weekly earnings or the standard fixed weekly rate in place at the time 

c. You must inform the Club of any change in circumstances that change your entitlement to SPP

d. Failure to follow the notification procedures above may result in your not qualifying for SPP

e. SPP is treated as earnings and is therefore subject to PAYE and national insurance deductions 

f. SPP can start from any day of the week in accordance with the date you commence your paternity leave 

[Insert here the details of any enhanced scheme the Club provides over and above SPP. If applicable, include reference to any relevant repayment agreement that must be signed prior to commencement of paternity leave].  

TIME OFF FOR ANTENATAL CARE 

a. You have the right to take time off to accompany a pregnant woman with whom you are having a child at a maximum of two antenatal appointments 

b. This time off will be unpaid / The Club’s policy is that this time off will be paid 

c. To be eligible, you will be either the father to be or the partner of a pregnant woman

d. You should advise your line manager of any appointment as far in advance as possible, completing the time off to attend ante natal appointments declaration form 

TIME OFF TO ATTEND PRE-PLACEMENT APPOINTMENTS 

a. Where you are part of a couple jointly adopting a child, you can elect for one person to take paid time off to attend up to five adoption appointments.  The other can elect to take unpaid time off to attend up to two adoption appointments, however the Club’s policy is that this time off will be paid 
b. The time off must be taken before the date of the child’s placement for adoption with you 

c. You should advise your line manager of any appointment as far in advance as possible, providing proof of the date and time of the appointment and that the appointment has been arranged by or at the request of the adoption agency (for example a letter or email from the adoption agency)  

SHARED PARENTAL LEAVE (SPL) 

SPL is available in relation to babies due on or after 5th April 2015 (or, in the case of adoption leave, children placed for adoption on or after 5th April 2015).  SPL enables mothers or adopters to commit to ending their maternity or adoption leave and pay at a future date, and to share the untaken balance of leave and pay as shared parental leave and pay with their partner. 

You can choose to take both ordinary paternity leave and shared parental leave, but the period of ordinary paternity leave must come first.  You cannot take ordinary paternity leave if you have already taken a period of shared parental leave in relation to the same child. 

Refer to the Club’s policy on shared parental leave for more information. 
18. ADOPTION LEAVE POLICY

ELIGIBILITY REQUIREMENTS 

Employees who are adopting a child (placed on or after 5 April 2015) are entitled to adoption leave regardless of their length of service.  In addition, to qualify for adoption leave, you must:
a. Be the adopter of a child aged up to 18 years 

b. Have notified the adoption agency that you agree to the child being placed with you and on the date of placement

Only one person may take adoption leave in respect of a child at any time.  Where a couple is adopting a child jointly, one may take adoption leave and the other may take statutory paternity leave and/or shared parental leave. 

This policy also extends to employees who are fostering a child under the Fostering for Adoption scheme with their local authority, subject to meeting the eligibility criteria.

ADOPTION LEAVE NOTIFICATION

a. To qualify for adoption leave, you must normally notify the Club in writing of the date the child is expected to be placed with you and the date you wish your adoption leave to begin no more than 7 days after the child being matched with you (for the adoption of a child based in the UK)

b. The Club has the right to ask you for evidence in writing of:

i. The name and address of the adoption agency

ii. The name and date of birth of the child

iii. The date on which you were notified of being matched with the child; and

iv. The date on which the child is expected to be placed with you

c. The Club will write to confirm receipt of your notification (within 28 days of receiving it) and confirming the date on which your statutory adoption leave will end which will normally be 52 weeks from the intended start date 

d. You can normally change your mind about the date you wish to start your adoption leave by giving 28 days, notice to the Club in writing

e. If you are adopting a child from overseas you should give written notice in three stages as follows: 

i. Where you have 26 weeks' qualifying service, you should inform the Club within 28 days of receiving official notification of the date on which you received official notification of the placement and the date the child is expected to enter the UK. If you have less than 26 weeks' qualifying service, the notice should be given within 28 days of completing 26 weeks' service

ii. In all cases, you must give 28 days' notice of the actual date you want the adoption leave to start. (For adoptions from abroad, this cannot be before the child enters the UK.) This date can be changed by giving at least 28 days' notice (or as soon as is reasonably practicable). The Club will write to confirm receipt of this notification (within 28 days of receiving it)
iii. You must advise the Club of the date the child entered the UK within 28 days of the entry 

PRE-PLACEMENT APPOINTMENTS

From 5 April 2015 an employee who has a child placed with him/her for adoption will be allowed to take time off to attend adoption appointments. 

a. Paid time off will be given to the primary/sole adopter for up to five appointments of up to 6.5 hours each to make contact and bond with the child 

b. For joint adoptions, only one adopter may take paid time off (the primary adopter) the other adopter may attend up to two unpaid appointments  

c. You should give your line manager as much notice as possible of these appointments and you will be required to provide evidence of the appointments and that the appointment has been arranged by or at the request of the adoption agency (for example, a letter or email from the adoption agency) 

d. Should you exercise your right to take paid time off to attend pre-placement appointments, you will be unable to take paternity leave instead of adoption leave. This means that your partner would have to take up to two weeks paternity leave in respect of the child that you are adopting. Should you not wish to restrict your leave entitlement in this way, you may take unpaid time off in respect of pre-placement appointments which will allow you and your partner to allocate adoption and paternity leave as you wish

ADOPTION LEAVE – START DATE 

You can start your adoption leave on:

a. The date the child is actually placed with you; or

b. Any date specified by you within the 14 day period ending with the date the child is expected to be placed with you

c. If you are adopting a child from abroad, the leave may start on either the date the child enters the UK or any date specified by you no later than 28 days after the date the child enters the UK

Note that adoption leave can start on any day of the week. 

STATUTORY ADOPTION PAY (SAP)

a. If you are the primary/sole adopter of a child placed on or after 5 April 2015 and have completed at least 26 weeks continuous service extending into the “matching week” (the week beginning on a Sunday and ending on a Saturday in which you are notified of having been matched with the child), and your average weekly earnings are above the lower earnings level for national insurance contributions, you will be eligible for SAP

b. Your SAP payment will be 6 weeks at the higher rate and up to 33 weeks at the lower rate of SAP.  The higher rate is currently 90% of average earnings.  The lower rate will be advised to you at the appropriate time

c. The remaining 13 weeks statutory adoption leave is unpaid 

d. You must inform the Club of any change in circumstances that change your entitlement to SAP

e. Failure to follow the notification procedures above may result in you not qualifying for SAP

f. If you do not qualify for SAP then you may qualify for other benefits and you should talk to your adoption agency about this or contact your local Jobcentre Plus office for more information 

[Insert here the details of any enhanced scheme the Club provides over and above SAP. If applicable, include reference to any relevant repayment agreement that must be signed prior to commencement of adoption leave]. 

KEEPING IN TOUCH DAYS 

a. The Club will keep in reasonable contact with you during your adoption leave.  This may be to discuss your plans for return to work, any special arrangements to be made or training required or to keep you informed on developments at work during your absence 

b. By mutual agreement, you can work up to 10 days’ during your adoption leave. These days can be used to carry out work, attend meetings or to attend training courses

c. The amount of pay you will receive for attending such days will be agreed with you at the time but you will receive at least the current rate of the national minimum wage for every hour worked

d. Your entitlement to SAP will continue during this time

CONTRACTUAL BENEFITS DURING ADOPTION LEAVE

During ordinary adoption leave and additional adoption leave, all terms and conditions of your employment contract except normal pay will continue.  Salary will be replaced by SAP if you are eligible.

This means that while salary payments will cease, all other benefits will remain in place.  For example holiday entitlement will continue to accrue. 

Pension contributions will continue to be made during any period when you are receiving SAP but not during any period of unpaid adoption leave.  Employee contributions during any paid period of adoption leave will be based on actual pay while the Club’s contributions will continue to be based on your full salary.  You will remain in the [life assurance and private medical schemes / insert all that apply] for the whole duration of your leave.

You will be advised before you start adoption leave if you have any outstanding holiday entitlement. In order to agree a holiday plan which suits both you and the Club and is in line with the Club’s rules on booking holidays, your line manager will discuss the following options with you prior to the start of your adoption leave: 

a. That you take outstanding and accrued holiday before commencing adoption leave

b. That you carry some leave over and take it on return to work after adoption leave

c. Pay you for any outstanding holiday leave as if you were leaving the Club for holiday entitlement in excess of the statutory minimum [REMOVE IF STATUTORY MINIMUM HOLIDAY ENTITLEMENT APPLIES]
YOUR RIGHT TO RETURN 

You are normally entitled to return to the same job you did before your period of ordinary adoption leave, on the same terms and conditions, unless this is not reasonably practicable, but any alternative job must be both suitable and appropriate.  The terms must be no less favourable than those which would have applied had you not been absent on adoption leave. 

If you intend to return to work at the end of the ordinary or additional adoption leave you need do nothing further.  If you wish to return to work earlier than this at least 8 weeks’ notice of the date of intended return must be given.  Failure to give 8 weeks’ notice may result in the Club postponing your return until eight weeks’ notice has been given.

If you decide not to return to work at the end of your adoption leave you are required to give full contractual notice. 

If you wish to work part-time or different hours on your return to work, you must make your request in writing, and then the Club will consider your request. This request should be made at least 8 weeks before you are due to return, utilising the procedure as set out in the Club’s flexible working policy and procedure. 

SURROGATE PARENTS 

Surrogate parents of children due to be born on or after 5 April 2015 and who meet the criteria to apply for a parental order will be eligible for statutory adoption leave and pay and shared parental leave and pay if they meet the other qualifying criteria that apply to these forms of leave. 

TRANSFER OF ADOPTION LEAVE

Shared Parental Leave (SPL) enables parents to commit to ending their adoption leave and pay at a future date, and to share the untaken balance of leave and pay as SPL and Statutory Shared Parental Pay (ShPP) with their partner, or to return to work early from adoption leave and opt into shared parental leave and pay at a later date. 

To be eligible to take SPL, both parents must meet various eligibility requirements and have complied with the relevant curtailment notice and evidence requirements. 

If you wish further information on SPL, including details of eligibility requirements as well as instructions as to how adoption leave can be curtailed, please [refer to the Club’s shared parental leave policy / contact your line manager].

Both parents should ensure they are liaising with their own employer when making requests for SPL (where both employees do not work for the Club). 

19. SHARED PARENTAL LEAVE

INTRODUCTION

Shared Parental Leave (SPL) is a type of leave which allows eligible parents with babies due on or after 5 April 2015 (and in relation to adoptive parents of children placed for adoption on or after that date) to share up to a maximum of 50 weeks leave to spend with their child. The following policy details the eligibility criteria as well as rights to time off and pay.

The Club recognises that the provisions of SPL are complex and therefore if you wish to take a period of SPL you are encouraged in the first instance to speak to your line manager to ensure that you follow the correct procedure. 

Mothers of babies expected on or after 5 April 2015, or an employee who is matched with a child for adoption on or after this date, may be able to convert part of his/her statutory maternity/adoption leave and pay into "Shared Parental Leave" (SPL) and "Shared Parental Pay" (ShPP) provided the eligibility requirements are satisfied. It will be up to the mother or adopter to decide whether to continue his/her maternity/adoption leave or to opt to end this and take shared parental leave instead. You may choose to opt into shared parental leave at any time, as long as there is some untaken maternity/adoption leave left to share. 
The parents may take time off together if they wish, or may take it in turns to have periods of leave. Their leave does not have to be taken in one continuous block each. Sensible forward planning is therefore essential to ensure leave and cover arrangements are effectively managed. 
Entitlements to statutory maternity leave, statutory maternity pay, statutory adoption leave, statutory adoption pay, and to take KIT days remain. 
This policy also extends to employees who are fostering a child under the Fostering for Adoption scheme with their local authority, subject to meeting the eligibility criteria.

ELIGIBILITY

To be eligible for SPL, both parents must have caring responsibility for the child. Eligible individuals include employees or self-employed earners who are the biological father or the mother's husband, civil partner or partner. 

In addition: 

a. The mother/primary adopter seeking to convert the maternity/adoption leave must have at least 26 weeks' continuous service with their employer at the 15th week before the baby's due date/week in which he/she was notified of having been matched with a child for adoption and must still be working for that same employer when he/she intends to start the leave

b. The mother/adopter must be entitled to statutory maternity/adoption leave or if not entitled to statutory maternity/adoption leave they must be/have been entitled to statutory maternity/adoption pay or maternity allowance and must have ended or given notice to reduce any maternity/adoption entitlements 

c. The employee must still be employed by the Club at the start of the each period of SPL 

d. The other parent/carer must also have worked (on an employed or self-employed basis) for any 26 out of the 66 weeks preceding the baby's expected date of birth/expected placement date and have minimum earnings (as set by the government on an annual basis) per week for any 13 of the 66 weeks 

An online calculator is provided on the www.gov.uk website to support parents when understanding their eligibility and entitlements when they have a child.

PERIOD OF SHARED PARENTAL LEAVE 

a. SPL may commence at any time following the mother’s period of compulsory maternity leave (the first 2 weeks or 4 weeks for factory workers must be taken as compulsory maternity leave) subject to the required notice being given and the leave being agreed. The mother chooses to end her maternity leave early and to convert the balance of SML (up to 50 weeks in total) and SMP (up to 37 weeks in total) to SPL and ShPP. The mother does not need to return to work before her partner takes SPL as the balance is shared between the two of them 

b. SPL can be taken separately or together, and it does not need to be taken in consecutive blocks. There is a maximum of three blocks of leave (per person) and each block must be a minimum of one week, and must be taken as complete weeks, unless the Club agrees otherwise. A maximum of three notifications of leave or variations of planned leave (per person) is therefore permitted unless the Club agrees otherwise

c. Employees who are adopting (or the parental order parent in a surrogacy arrangement) must take at least two weeks of adoption leave before it can be ended and converted into SPL

d. Any SPL must be taken within 52 weeks of the child’s birth/adoption

NOTICE REQUIREMENTS

a. Both partners must first of all sign a declaration (which you can obtain from your line manager) stating:

i. Their names and NI numbers

ii. Confirming that they meet the eligibility criteria

iii. That the information provided is correct

iv. That if either ceases to meet the conditions of entitlement to shared parental leave then they will immediately notify their employer

v. Specifying how much leave has been taken as maternity/adoption leave and how much is therefore available as SPL

vi. How much leave each person is intending to take as SPL

vii. When the requested leave will start and end and importantly, if more than one period of leave is requested

b. A copy of the child’s birth certificate and the name and address of the partner’s employer must be provided within 14 days of any request to do so

c. An employee who is entitled to and who intends to take Shared Parental Leave must then give a separate written notice at least eight weeks before the start of any proposed period of SPL. The notice can be given at the same time as the declaration above, or later 

d. Each employee is permitted to make three separate leave requests

e. If an employee asks for a single continuous period of leave, you may take this on your chosen dates

f. If the request is for discontinuous periods of leave, this is subject to a two-week discussion period during which the Club may agree, refuse or propose alternative dates. If we cannot reach agreement on a requested pattern of leave, you must either take that period of leave in a single block starting on a date of your choice, or withdraw the request for leave (in which case it will not count towards your three permitted requests). An employee has 19 days from the date their request was made to the Club to choose when this leave period will begin, but the leave cannot start earlier than the initial notified start date

g. Once agreed, the leave may only be varied in certain circumstances, e.g. if the relationship breaks down or on the death of either the mother or her partner. In the former case, both parties need to agree to the change. However, if the mother gave notice of her intention to take SPL before the birth, she can change the details within six weeks of the birth, provided that she gives the Club at least eight weeks’ notice before her period of SPL starts. Otherwise a request to change the dates must provide eight weeks' notice and will count as one of the three requests

h. Different notification requirements apply if the baby is born early (i.e. before the beginning of the expected week of childbirth) and the parent had booked shared parental leave/pay to be taken in the eight week period following the expected week of childbirth (EWC). In this case, the parent may prefer to take the booked leave and pay after the actual birth. The employee should provide the Club with notice to vary his/her shared parental leave and pay as soon as practicable following the birth. This flexibility does not apply to shared parental leave or pay booked to start eight or more weeks after the EWC, nor does it allow the parent to vary the number of weeks of leave or pay booked. (The latter would count as one of the three notices, and would require eight weeks' notice of the variation) 

Once you provide the Club with notification of your wish to take SPL, your line manager will normally arrange an informal meeting to discuss your entitlement to SPL and pay.

STATUTORY SHARED PARENTAL PAY (ShPP)

a. If the parents take shared parental leave, part of the statutory maternity/adoption pay will be converted into Shared Parental Pay (ShPP) and swap to the partner. The total period of paid leave will not exceed 39 weeks, whichever parent takes the leave. The mother or primary adopter must take at least two weeks of statutory maternity or adoption pay. The maximum amount of ShPP that can be created is therefore 37 weeks

b. If the mother/primary adopter does not qualify for statutory maternity pay/maternity allowance/statutory adoption pay, his/her partner will not be eligible for ShPP. To qualify for ShPP, the partner must, in addition to passing the continuity of employment test above, have earned an average salary equivalent to the Lower Earnings Limit for eight weeks prior to the 15th week before the baby's due date/expected placement date 

c. If the mother’s partner meets the economic test but is self-employed, the employee can still apply for SPL but the partner will not be able to receive ShPP on the weeks that he/she is caring for the child 

d. Note that ShPP is paid at the flat statutory rate; enhanced maternity payments do not apply. This applies even if the mother returns from maternity leave after only two weeks (so during the period when she would have been paid the higher level of statutory maternity pay)

[Insert here the details of any enhanced scheme the Club provides over and above ShPP. If applicable, include reference to any relevant repayment agreement that must be signed prior to commencement of SPL]. 

CONTACT DURING SPL

a. The Club will keep in reasonable contact with you during your shared parental leave. This may be to discuss your plans for return to work, any special arrangements to be made or training required or to keep you informed on developments at work during your absence  

b. In addition to the usual 10 keeping in touch (KIT) days for employees on maternity/adoption leave, by mutual agreement, you can work up to 20 shared parental leave in touch days (SPLIT) during your SPL. These days can be used to carry out work, attend meetings or to attend training courses

c. Your entitlement to ShPP will continue during this time

CONTRACTUAL BENEFITS DURING SPL

During SPL, all terms and conditions of your employment contract except normal pay will continue.  Salary will be replaced by ShPP if you are eligible.

This means that while salary payments will cease, all other benefits will remain in place.  For example holiday entitlement will continue to accrue, pension contributions will continue to be made during any period when you are receiving ShPP but not during any period of unpaid shared parental leave.  Employee contributions during any paid period of shared parental leave will be based on actual pay while the Club’s contributions will continue to be based on your full salary.  You will remain in the [life assurance and private medical schemes / insert all that apply] for the whole duration of your leave.

You will be advised before you start SPL if you have any outstanding holiday entitlement. In order to agree a holiday plan which suits both you and the Club and is in line with the Club’s rules on booking holidays, your line manager will discuss the following options with you prior to the start of your SPL: 

a. That you take outstanding and accrued holiday before commencing SPL

b. That you carry some leave over and take it on return to work after SPL

c. Pay you for any outstanding holiday leave as if you were leaving the Club for holiday entitlement in excess of the statutory minimum [REMOVE IF STATUTORY MINIMUM HOLIDAY ENTITLEMENT APPLIES]
YOUR RETURN TO WORK DATE 

a. Once you have notified the Club properly of the date you intend to start your SPL period(s), the Club must then write to you, confirming the date on which your SPL period(s) will end

b. You will be expected to return to work on the date specified in the Club’s letter to you.  If you are unable to return to work on that date for any reason, you must notify the Club of your absence from work in the normal manner

c. If you do not wish to return to work after your SPL, you should notify the Club by giving at least the notice required in your contract in writing by the end of your SPL period

d. If you do not return to work on the date specified in the Club’s letter and do not make contact to explain why, the Club will treat your absence from work as unauthorised and unpaid and a process in accordance with its disciplinary procedures will be followed
YOUR RIGHT TO RETURN 

You are normally entitled to return to the same job you did before your period of SPL, on the same terms and conditions, unless a redundancy situation has arisen during your SPL (in which case you will be considered for any suitable alternative employment in preference to other employees in the same way as a woman on maternity leave).  If you wish to work part-time or different hours on your return to work, you must make your request in writing, and then the Club will consider your request. This request should be made at least 8 weeks before you are due to return, utilising the procedure as set out in the Club’s flexible working policy and procedure. 

20. ORDINARY PARENTAL LEAVE 

Ordinary Parental Leave should not be confused with Shared Parental Leave (which the Club has a separate policy on).  If eligible, you can take a period of unpaid ordinary parental leave to look after your child’s welfare. 

Effective from 5th April 2015, if you meet the eligibility criteria below you are entitled to take ordinary parental leave in respect of all children (birth or adoptive) under the age of 18.

ELIGIBILITY

You will be able to take ordinary parental leave if all of the following conditions apply:

a. You have at least one year’s continuous service with the Club 
b. You are named on the child’s birth or adoption certificate

c. You have or expect to have parental responsibility 

d. You are not self-employed or a “worker” e.g. an agency worker or contractor

e. You are not a foster parent (unless you have secured parental responsibility through the courts)  

f. The child is under 18

PERIOD OF ORDINARY PARENTAL LEAVE 

a. You may normally take a maximum of 18 weeks’ ordinary parental leave in respect of your child.  No more than 4 weeks’ ordinary parental leave may be taken in any 12 month period

b. If you have several children, ordinary parental leave may be taken in respect of each child who is under 18 

TAKING ORDINARY PARENTAL LEAVE 

The taking of ordinary parental leave is subject to the following conditions:

a. In most cases, you must give at least 21 days’ notice of the dates on which you intend to commence and finish leave

b. The leave should be taken in blocks of one week at a time, with the exception of parents of disabled children who may take leave one day at a time 

c. The Club can, within 7 days of you giving notice of your intention to take leave, postpone your leave by up to 6 months if the business would be unduly disrupted by the leave being taken at that time. Should the Club do this, you will be consulted then advised in writing of when you may take your leave

d. If your entitlement to ordinary parental leave arises from a period of continuous employment with another employer, you must provide the Club with evidence of the period that you were continuously employed by that employer

PAYMENT FOR ORDINARY PARENTAL LEAVE 

Please note that ordinary parental leave is unpaid but all other terms and conditions remain unchanged.

21. TIME OFF TO CARE FOR DEPENDANTS

ELIGIBILITY

All employees are entitled to take unpaid dependants leave regardless of length of service or hours of work.

CIRCUMSTANCES IN WHICH TIME OFF MAY BE TAKEN 

You are entitled to take time off to take action which is necessary to:

a. Provide assistance on an occasion when a dependant falls ill, gives birth or is injured or assaulted; or

b. Make longer term care arrangements for a dependant who is ill or injured; or

c. Take action required in consequence of the death of a dependant; or

d. Deal with the unexpected disruption, termination or breakdown of arrangements for the care of a dependant(such as a child-minder falling ill); or

e. Deal with an unexpected incident involving your child which occurs whilst your child is at school or another educational establishment is responsible for them

This list provides some typical examples but is not exhaustive.

DEFINITION OF DEPENDANT 

A dependant means any of the following people, providing they do rely on you for their care or to make arrangements for their care:

a. Your spouse, civil partner, parent or child

b. A person living in your house who is not your employee, tenant, lodger or boarder

c. Any other person who reasonably relies on you for their care or to provide assistance, make arrangements, or take action of the kind referred to above  

PERIOD OF TIME OFF PERMITTED 

You are entitled to “reasonable” time off depending on the circumstances of the particular emergency.  It may be a small proportion of the working day or the whole day.  In most cases the amount of time off will not exceed one or two days. 

Please note that you are not normally entitled to time off to provide care for a dependant, only to make arrangements for the provision of that care.

If you are unable to make alternative arrangements, you must contact your line manager and explain why further absence is required.  If further time off no longer qualifies as time off for dependants, it is at the discretion of the Club whether or not to grant annual leave/discretionary unpaid leave at short notice. 

PAYMENT FOR TIME OFF 

There is no statutory right to receive pay while taking time off for absence due to dependants leave.  Therefore, the Club does not pay employees for any time off for dependants. OR The Club will pay employees for [any time off for dependants/number] days taken per annum for time off for dependants.

ABSENCE NOTIFICATION 

If you take time off for any of the reasons above, the Club will expect you to follow the absence notification procedure set out in this handbook, and if you fail to do so, you may be liable to disciplinary action. Should you require time off to care for a dependant, you must notify your line manager as soon as reasonably practicable and must give an indication of how long you expect to be off.

During the period of absence it is expected that you will maintain appropriate contact with your line manager. 

22. FLEXIBLE WORKING

POLICY STATEMENT 

The Club values flexibility within its workforce and recognises the importance of helping employees balance their work and personal life. 

The Club recognises the positive impact of flexible working arrangements to:

i. Improve business efficiency and productivity

ii. Improve the balance between life and work

iii. Create a positive and inclusive environment

iv. Create a happy and healthy workforce 

The Club’s provision for flexible working arrangements aims to facilitate, for instance, but not limited to, childcare and caring responsibilities, flexible retirement and voluntary activities. 

The Club also recognises that staffing levels must at all times remain in line with the demands of the business and may also at times request employees work more flexibly to meet the needs of the business. 

Flexible working of any kind is not an automatic entitlement.  However the Club will consider each request for flexible working on an individual basis (please note that this will mean the order in which requests are received as well as the nature of the request will be taken into account), and the fact that one employee has requested, or been granted, permission to work flexibly does not mean the Club is obligated to make or grant further requests from other employees.  Arrangements need to be seen as flexible and responsive to business needs at any particular time.  

It is the responsibility of both the manager and the employee to consider, assess and evaluate the potential business implications of implementing flexible working arrangements, for instance, but not limited to, the potential impact on costs, supervision, employees and service provisions. 

ELIGIBILITY

All employees, with 26 weeks continuous service with the Club, can make an application to work flexibly provided they have not made an application during the previous 12 months. 

a. Examples of types of flexible working include:

i. A change in the hours you work

ii. A change in the days you work

iii. To work from home

b. Remember any changes to your contract will be permanent and will not revert back to your previous terms and conditions of employment (unless a temporary variation has been agreed)

PROCEDURE

a. Applications should be made to your line manager on the flexible working application form or by letter

b. The request must:

i. Be in writing, be dated and detail the flexibility required  

ii. Specify if you have made a previous application for flexible working and, if so, when

iii. State that it is a flexible working application

iv. Specify the date on which you wish the change to take effect

v. Specify the date on which you wish the change to come to an end if you wish the change to be temporary

vi. Specify what effect, if any, you think your proposed change would have on the business and how such effect may be dealt with in your opinion

c. Your line manager will arrange a meeting to discuss your application within (approximately) 28 days from receipt of your application, unless your application is approved in writing prior to this date. This discussion may be face to face or if that is not practical be held by phone or video conference. The aim of the meeting is to explore the suggested work pattern in depth, and to discuss how best it might be accommodated

d. If you cannot attend the meeting at the date and time suggested by your line manager this date will be deferred to a date and time convenient for both yourself and your line manager (where possible, this will be within 7 days of the original meeting date). You have the right to be accompanied by a currently employed employee during the meeting

e. You will be notified of the outcome of the meeting within (approximately) 14 days of the meeting taking place. If your application is accepted your notification, which will be in writing, will detail the appropriate changes to your terms and conditions of employment and the date they will become effective. You will need to sign one copy of the document to confirm your acceptance of the permanent changes to your contract of employment

f. A meeting may not be considered necessary if the Club is happy to accept a request, in which case the change will be confirmed to you in writing 

g. If your application is unsuccessful you will be notified in writing detailing the reasons for the rejection including a sufficient explanation and the details of the appeals procedure should you wish to appeal against the decision taken 

REASONS FOR DECLINING A REQUEST  

Whilst the Club will make every effort to accommodate requests for flexible working, there will be times when requests are turned down.  Any refusal to a request will be explained to you and will be based on one or more of the following reasons:

i. The burden of additional costs 

ii. Detrimental effect on ability to meet customer demand

iii. Inability to reorganise work among existing staff 

iv. Inability to recruit additional staff 

v. Detrimental impact on quality 

vi. Detrimental impact on performance 

vii. Insufficiency of work during the periods the employee proposes to work

viii. Planned structural changes 

APPEAL PROCEDURE

a. If you have had your request refused you can appeal within 5 working days of receiving the decision

b. The appeal must be in writing to the [insert job title] including the date and outlining the grounds for appeal within 5 working days of receiving your outcome letter 

c. The [insert job title] or his/her nominated deputy will set the date and time for the appeal meeting to be held (approximately) within 14 days of receipt of your appeal letter.  If you cannot attend the meeting the date will be deferred to a date and time convenient for both, however where possible  this should be within 7 days of the original date set 

d. You have the right to be accompanied by a currently employed fellow employee at the meeting 

e. You will be notified of the outcome of the appeal meeting within (approximately) 14 days. This notification will be in writing, will be dated and will either outline your new terms and conditions with the date they become effective or will sufficiently explain the grounds for the decision to reject your application

The Club will make arrangements wherever possible for the appeal to be conducted by a person who has not been involved in the flexible work request outcome.
However, due to restricted management structure within the business, it may not be possible for the appeal to be conducted by a person previously uninvolved in the flexible work request process.  Therefore, for any appeal that is submitted there will be a thorough review of all the facts, the procedures followed, and that the outcome took account of all factors and was consistent according to Club procedures and policy.

