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BHBCP STAFF HANDBOOK

General

· This Handbook details BHBCP’s HR policies and procedures, including terms and conditions of employment.  

· BHBCP reserves the right to amend or alter these terms, conditions, policies and procedures and will advise staff accordingly. 

Statement of Terms and Conditions of Employment

· On receiving a job offer from BHBCP, each employee will be given a Statement of Terms and Conditions of Employment (hereafter referred to as the Contract Statement) which they will sign and date on accepting the offer.

Continuous Period of Employment

· No employment with a previous employer will count as part of the continuous period of employment with BHBCP.

Place of Work

· Employees will be normally be required to work at the office of BHBCP, but they may be required to work at, or attend, other sites from time to time as required by BHBCP. 

· Overnight stays away may be required by BHBCP but will be subject to financial assistance or reimbursement as set out under the section ‘Expenses’.

Probationary Period

· On starting employment with BHBCP, confirmation of the employee’s appointment will be subject to the satisfactory completion of a probationary period of 3 months in all cases, except when the contract of employment is for more than 3 years.  This probationary period will be primarily to ensure that the employee is entirely suitable for the job.

· During the probationary period, BHBCP will provide reasonable and appropriate encouragement, assistance, training and performance management to help the employee to meet the requirements of the job and to assess the employee’s performance and suitability for the job.

· During the probationary period, the employee will not be entitled to access to the disciplinary or grievance procedures beyond the first stages of each procedure.

· During the probationary period, notice to terminate the contract by either BHBCP or the employee will be one week.  After the successful completion of the probationary period, notice to terminate the contract by either side will be as laid out in the section entitled ‘Notice Requirements’. 

Hours of Work 

· The normal hours of full-time work are 35 hours per week, undertaken between Monday and Friday inclusive.  

· Normal daily working hours are between 9.00 am and 5.00 pm, with an allowed unpaid hour’s break for lunch taken at a time agreed with the Director.

· Employees may be required to work Overtime from time to time in the course of their duties, as required by the Director.  This may either be extended daily hours or weekend work. 

· Overtime will not be paid and no official time off in lieu for work outside office hours.  However if employees have been working extra evenings or weekends it will be at the managers discretion as to if they can have a time off to compensate.

Working Time Regulations

· BHBCP will take all reasonable steps to ensure that the requirements under the working time regulations are maintained.

· To ensure that the regulations are not contravened, details of attendance will be maintained for standard monitoring and review purposes.

Non Attendance

· If injury, sickness or any other reason prevents attendance at work, the office must be notified by no later than 10.00 am on the first day of non-attendance.

· If the reason is sickness or injury, the procedures as set out in the section entitled ‘Sickness’ will be followed.

· Records of non-attendance will be maintained by the management for standard monitoring and review purposes.

· No payment will be made for unauthorised absence for which no reasonable explanation can be given.  Such unauthorised absence will be subject to disciplinary procedure and may be grounds for dismissal. 

Other Employment

· To safeguard against any conflict of interest between jobs and to ensure contravention of the Working time Regulations is avoided, each employee when accepting the offer of employment with BHBCP will be obliged to disclose details of any other current paid work.

· Likewise and for the same reasons, existing employees will be required to notify BHBCP of their intention to seek alternative additional paid work and to obtain agreement from BHBCP to undertake such work.  Such agreement will not be unreasonably withheld.   

Salary and Pay

· BHBCP aims to ensure:

-
That salary bands are set to attract & retain the necessary calibre of staff.

-
Effective comparison of market value of each job with similar organisations.

-
Recognition of the value of the individual to BHBCP and to relate this to their position in the salary band applicable for their job.

-
Consideration is given to equal pay & value criteria between jobs & jobholders.

· Salaries are paid monthly in arrears.  Payment is normally made on the 26th of each calendar month, or the Friday before if this falls on a weekend or bank holiday.

· Salaries in respect of Part time contracts will be pro rated by way of hours per week from full the full time salary equivalent, based on hours per week 

Holidays

· The holiday year runs from 1 April to 31 March.  The annual paid holiday entitlement is 25 days, plus public and statutory holidays as listed below.  


New Years Day 
May Day Bank Holiday
Christmas Day


Good Friday 
Spring Bank Holiday 
Boxing Day


Easter Monday 
Summer Bank Holiday





· The above entitlement will be pro-rated for employees on part time contracts.   

· The above entitlement will be pro-rated in the first incomplete year of service, based on every complete month of service in that year.

· An employee working within their probationary period will not be eligible to take any holiday due, within the first three months of service.

· Time off to observe main religious holidays of an individual’s faith should be taken from normal leave entitlement with the prior permission of the line manager.

· On joining BHBCP, paid annual holiday entitlement for the remainder of the holiday year will be calculated on the proportion of the number of completed months of service during the year of entry up to 31 March.  Applications for holiday must be made to the Director who will take into consideration BHBCP’s operational requirements before granting permission. 

· All holiday entitlement should normally be taken during the holiday year in which it is due.  Payment will not be provided for any holiday entitlement not taken by the end of each holiday year.

· On termination of service, the employee will be entitled to the annual entitlement for the holiday year in which the date of termination falls, but pro-rated for each complete month’s service within that year up to the date of termination.  

· On notice of termination, any unused entitlement should be taken during the period of notice.  If that is not possible to grant by BHBCP for operational or practical reasons, and unused entitlement remains at the date of termination, then providing termination is not due to summary dismissal, or providing the employee has not left without serving the required period of notice, payment will be made in lieu.  

· If on such termination more holiday has been taken than that to which the employee is entitled then an appropriate deduction from final salary payment will be made.

Maternity Leave and Pay

· Details of Statutory Maternity Pay and maternity pay under the BHBCP arrangements are given in appendix 1.  

Paternity Leave

· If any employee’s wife or partner is pregnant, he may claim up to 3 days paternity leave with pay, to be taken within 6 months of the birth.  BHBCP must be given at least 11 weeks notice of the expected date of confinement and a copy of the form MATBI may be required.

Parental Leave

· BHBCP policy for parental leave is under review and will be circulated in due course.   Meanwhile, statutory benefits, terms and conditions applicable at the time will apply.

Other Leave and Absence

· Jury Service

If an employee is summoned for and is required to attend Jury Service, compensation for loss of earnings should be claimed. BHBCP will make up the balance of pay, subject to supporting evidence of any shortfall.

· Public Duties Leave

Unpaid leave may be granted to an employee, subject to individual circumstances, with regard to certain public duties. 

· Time Off for Dependants

Where time off is required for dealing with the help or care of dependants, a period of paid leave may be granted, subject to the individual circumstances.  Further extended unpaid leave may be granted in extreme cases, again subject to individual circumstances.

· Special Leave

Special paid leave in addition to normal holiday entitlement may be given, at the Director’s discretion, in certain circumstances, e.g. family death/funeral, child care emergencies, medical appointments, etc.

Sickness or Injury

· Notification

If injury, sickness or any other reason prevents attendance at work, the BHBCP office must be notified by no later than 9.00 am on the first day of non-attendance.

When the employee is unable to contact the BHBCP office personally, they should arrange for someone else to do so on their behalf.

In the event that the period of absence extends beyond one week but no return date can be determined, the Office must be contacted again after three days absence and again each week until return to work.

· Certification

Absence of to up to 7 calendar days (including weekends) due to illness or injury will require completion of a Self-Certification Form, which should be forwarded to the BHBCP office.  

In the event of the absence lasting more than the 7 days, the employee will be required to obtain and provide to the office a completed doctor’s medical certificate.

· Extended or Frequent Absence

In the event of the absence becoming extended, or evidently repeated due to the same cause, BHBCP reserves the right, at anytime to withdraw Self-Certification facilities and require the submission of a doctor’s certificate.  

BHBCP may also request an examination and report by a doctor appointed by BHBCP, the cost of such to be paid by the employee.

BHBCP will address the issues relating to extended absence sensitively and carefully and will provide all reasonable support to the employee while absent.  However, BHBCP will also need to have regard for the impact of such absence on the operating capability of BHBCP. 

BHBCP would not wish to terminate a contract of employment solely for reasons of ill health and consequent extended or repeated absence.  However, in some cases after careful consideration of all the facts, including medical opinion and the effect of such illness on BHBCP’s work, it may be necessary to do so.

· Sick pay

Statutory Sick pay (SSP) will be paid by BHBCP in accordance with the guidelines current at the time of absence.

During the probation period, an employee will only be entitled to SSP.

An employee not subject to a probationary period will be entitled to contractual sick pay from BHBCP, up to a maximum of one month’s full pay in any twelve month period from 1 April to the following 31 March.

Disciplinary Rules

An Organisation’s disciplinary rules provide a clear framework within which everyone can work in compliance with the organisation’s wishes.   BHBCP expects all its employees to conform to the rules and management requirements outlined below at all times.  

A breach of the following rules would constitute misconduct under BHBCP’s disciplinary procedure and may lead to appropriate disciplinary action (see section entitled Disciplinary Procedure). 

· Employees must have proper regard for the terms of their employment.

· Employees should satisfactorily comply with instructions given for performing the function of their employment.

· Employees should satisfactorily comply with any reasonable request relating to their job and function by an authorised manager.

· All absence from work other than sickness must be authorised.

· All safety rules must be adhered to at all times.

· Safety equipment should be properly used at all times.

· Use of BHBCP’s property, equipment and time should be properly authorised.

· Employees’ conduct at work must always be of an acceptable (moral) standard. 

· Employees conduct while away from work should not bring the name of the organisation into disrepute or be likely to do so.

· Bullying, victimisation or discriminatory behaviour will not be permitted or tolerated.

· Behaviour likely to jeopardise the safety/wellbeing of any employee is not permitted.

· Threatening or violent behaviour/language towards any employee is not permitted.

· Harassment of individuals for any reason is not permitted and will not be tolerated.

· Unauthorised drinking of alcohol or taking of illegal drugs is not permitted.

· Gambling on organisation premise is not permitted

· Smoking in non-smoking areas is not permitted.

· Unauthorised disclosure of confidential information regarding the work of the organisation, its employees or its clients is not permitted.

The following are examples of behaviour that would constitute gross misconduct and would lead to summary dismissal.  This list is not exhaustive.

· Gross insubordination.

· Behaviour that seriously jeopardises health or safety.

· Physical violence towards another employee (or client).

· Committing a criminal offence on organisation premises e.g. fraud, theft.

· Incapacity for work due to being under the influence of alcohol or illegal drugs.

· Serious breakdown in trust between employer and employee.

· Deliberate serious damage to organisation property.

· Serious infringement of the organisation’s rules. 

Disciplinary Procedure 

· This procedure provides a fair and open process to deal with any failure to attain standards of conduct and performance, which BHBCP may reasonably require of its staff.  It ensures fair and equitable treatment of employees who will be made aware of the standards of conduct and performance required of them.

· Pending this Disciplinary Procedure being revised and updated, in the event of any disagreement over a part of the process, or in the event of the absence of any required stage or feature, ACAS guidelines will be followed. 

· Disciplinary procedures should be applied with a reasonable degree of flexibility and the formal footsteps which may be taken under it are not intended to replace normal day to day contact between management and staff.  

· In cases involving serious evidence of misconduct or underperformance, BHBCP may take disciplinary action at any level appropriate to the case.

· In cases involving evidence of gross misconduct or underperformance sufficiently serious as to jeopardise operational effectiveness or BHBCP’s reputation, additionally, the member of staff may be suspended (usually on full pay), while the facts of the case are investigated.

· In all cases involving disciplinary procedure, before any action is taken at any stage, the employee will be advised of the details of the shortcomings and given a copy of any evidence.  The employee will then be given reasonable warning that s/he is required to attend a disciplinary hearing.  

· The employee is entitled to be accompanied at the hearing by a representative who may either be a work colleague or Union Representative of their choice.  The employee will be given an opportunity at the hearing either personally or through their representative to comment on the details and put their side of the case.

· Disciplinary Action will be selected from the following:

Stage 1 -  Verbal warning

A verbal warning may be given in the case of minor matters relating to either misconduct or poor performance. The areas where improvement is necessary will be specified, together with action necessary to correct the situation and the relevant timescale within which this must be achieved.  The date and detail of the warning will be recorded in writing and retained on file.

Stage 2 -  First Written warning

This will be given in cases where the required improvement set out in a verbal warning have not been reached within the timescale or when the initial shortcoming is sufficiently serious. The areas where improvement is necessary will be specified, together with action necessary to correct the situation and the relevant timescale within which this must be achieved.   The employee will be given a copy of the warning and a further copy will be retained on file.

Stage 3 -  Second (Final) Written Warning

This will be given in cases where the required improvement set out in a verbal warning or first Written warning have not been reached within the timescale or when the initial shortcoming is sufficiently serious. The areas where improvement is necessary will be specified, together with action necessary to correct the situation and the relevant timescale within which this must be achieved.   The employee will be given a copy of the warning and a further copy will be retained on file.

Stage 4 -   Dismissal

If the final warning fails to produce the necessary improvement, or if the case is sufficiently serious, the employment of the staff member will be terminated. Details of final action taken will be confirmed in writing to the individual.

· Gross Misconduct

In circumstances of gross misconduct, BHBCP may dismiss an employee without recourse to the above action stages  

· Recording of disciplinary action

The retention of each case of disciplinary action recorded on the individuals file will be considered within a timescale to be determined at the time of the disciplinary action.

· The employee may appeal to the Trustees within 10 working days of receipt of a decision to issue a written warning or to dismiss.  The trustees will consider the facts presented at appeal and decide to uphold or reverse the decision.  The trustees’ decision will be final. 

Grievance Procedure

· The majority of problems encountered at work should be able to be resolved informally between employee and line manager.  There is, however, a formal grievance procedure which can be followed should the need arise.

· Pending this Grievance Procedure being revised and updated in the event of any disagreement over a part of the process, or in the event of the absence of any required stage or feature, ACAS guidelines will be followed. 

· The current stages of the procedure are:

The grievance or complaint will be raised in writing, in the first instance with the Director unless the complaint is about the Director in which case it should be addressed to the trustees. 

The Director will consider the complaint and advise the complainant of the outcome within 10 working days. 

If the complainant is not satisfied with the decision given by the Director, s/he may take the complaint to the trustees.  If a trustee made the decision, the complainant may take the case to the Chair of trustees, whose decision will be final.

Retirement or death of employee

· The normal retirement age of BHBCP salaried employees is 60 years and employment will automatically terminate when the age is reached unless extension beyond that date is offered to and accepted by the employee.  Redundancy pay will not be paid for anyone over the age of 60.

Pension Scheme

· BHBCP does not operate an occupational pension scheme but on the satisfactory completion of probation you will be invited to set up a personal pension with Norwich Union to which BHBCP will contribute 5% of gross salary provided you contribute a minimum of 2.5% and provided it is taken out through our independent financial advisors. BHBCP operates a Life Assurance scheme, which will provide a payment to your estate of four times your annual salary in the event of your death by natural or accidental causes while you are employed by the BHBCP.

Equal Opportunity Policy 

· Statement

BHBCP wholeheartedly supports the principal of equal opportunities in employment and service delivery.  We are opposed to all forms of unlawful or unfair discrimination on any grounds. 

BHBCP believes that it is in the Organisation’s best interests, and of all those who work in it, to ensure that the human resources, talents and skills available throughout the community are considered when employment opportunities arise.  

Similarly, that we make every effort to reach and engage as diverse a collection of community groups as are represented in the United Kingdom.  

To this end, within the framework of the law, we are committed, where practicable, to recruiting and maintaining a workforce and community involvement, which broadly reflects the demographics of the United Kingdom.

Every possible step will be taken to ensure that individuals are treated equally and fairly and that decisions on recruitment, selection, training, promotion and career management are based solely on objective and job related criteria.

· Action to implement the Policy

To put this policy into practice in the day to day operation of the organisation we will:

Provide training and guidance for key personnel as appropriate.

Examine and review existing procedures for the recruitment, selection and promotion and training staff.

Develop mechanisms for resolving grievances about unfair discrimination and harassment.

Review the policy on a regular basis. 

The management committee fully supports this policy statement.  All employees are responsible for playing their part in achieving its objective.

Health and Safety 

· BHBCP has a duty under law to ensure, so far as is reasonably practicable, the health, safety and welfare of all employees at work.

· Mutual responsibilities between employer and employee are still required and thus BHBCP though all its employees to ensure that neither employees nor the general public are exposed to risks to their health and safety.

· BHBCP will comply with all current health and safety legislation, codes of practice and other authoritative guidance.

· BHBCP requires all its staff to co-operate in establishing and maintaining safe and healthy working conditions and to avoid any action that may adversely affect the health, safety and welfare of themselves or others.

· All employees and other workers are required to co-operate to ensure that BHBCP is able fully to discharge all its health and safety responsibilities.

· VDU Policies and Eyesight Tests

Those employee’s who use a computer screen on a regular basis for more then two hours per day are formally classed as “VDU Users”.  Any new Job Descriptions issued will state whether the job carries “User” status.  All “Users” will be informed of their rights to request an eyesight test.  BHBCP will reimburse the cost of tests up to a maximum of £12.00.  BHBCP will also consider meeting the basic cost of any corrective lenses required.

After 12 months a second test will be considered.  All expenses for such tests and treatment must go via the Line Manager.

· Insurance

BHBCP holds an Employers Liability Insurance Policy in respect of all its employees via AON, policy no vc/19984, renewable annually on 01 May) and a copy of this must be displayed in the office.

Confidentiality

· It is a condition during and after employment that all employees maintain the utmost confidentiality concerning information or intelligence relating to the business affairs of BHBCP and any of its member, clients or contacts. 

· After leaving BHBCP, employees must not make use for personal gain of contracts they have made whilst in BHBCP employment.

· Breach of this condition may lead to the termination of employment without notice on the grounds of gross misconduct.  

Performance Management 

· At the outset of each performance year, each employee will agree with the Director (and in the case of the Director, the Chair of Trustees) the targets and objectives to be achieved by the end of that year.

· Regular reviews will take place between the designated parties throughout the year to monitor and measure achievements to date, with appropriate coaching and help provided given to the employee to ensure best possible results.

· At the end of the year, each employee will have a formal review of their year’s performance, and fresh targets and objectives will be agreed and set for the next annual cycle.  Training and development needs will also be identified and any action required built into the performance plan.

· Appropriate details will be recorded throughout the process. 

Changes in Personal Details

· Employees must advise BHBCP promptly of any changes in personal circumstances as they occur,  i.e. change of address or marital status.

Engaging in Contracts for BHBCP

· All contracts or letters of agreement committing BHBCP in any way must be approved by the trustees.

Expenses

· BHBCP will reimburse reasonable actual expenses incurred on BHBCP business. 

· Travel

Travel should be by public transport whenever possible.  Standard Class for rail or air travel should be used in all circumstances.  Full advantage should be taken of advance booking or restricted travel schemes if they can sensibly result in lower costs without disrupting business arrangements.  If staff possess travel cards, season tickets etc. for their own journeys from home to work then these should remove the need to claim fares within their scope.

· Taxis

Essential taxis fares, supported by receipts, will be met – especially when two or three colleagues travel together or equipment is being transported or it is late at night.  However in many places, particularly London, public transport can actually be quicker if the destination is on a tube or bus route.

· Mileage Rates

The mileage allowances given by BHBCP are in line with Inland Revenue guidelines and will be reviewed periodically.  BHBCP does not permit claims for travel to/from home to the normal place of work.

Claims for business mileage occurred should be made monthly through the normal expense’s procedure and authorised by the Line Manager.  For business mileage claimed & authorised through the expense system the rate for private vehicles are:-

Up to 4,000 miles per fiscal year
Over 4,000 miles per fiscal year

Cars up to 1000cc
26.0p

15.0p

1001 to 1500cc
32.0p

18.0p

Over 1500cc
40.0p

22.0p

· Overnight Stays and Long Days

The general level of our hotel expenditure should be pitched at 3 star.  The receipted cost of bed and breakfast will be refunded.  Applications for reimbursement of other additional costs will be agreed with the Director.

Home Telephone

· Employees may be required to use their home or mobile telephones on BHBCP business from time to time.  Costs arising therefrom will be reimbursed by BHBCP.

Losses

· BHBCP cannot accept liability for damage to or loss of personal property, but such loss damage should be reported to the Line Manager.

Training and Development Policy

· BHBCP is committed to developing its employees, empowering them to make a full contribution to the achievement of the Organisation’s Mission and the strategic objectives.  As a condition of employment, staff will be expected to undertake any appropriate training and development activity that is deemed necessary to enhance their performance and thus contribution to the success of BHBCP.

· In accordance with BHBCP Equal Opportunities Policy, no individual will be excluded from receiving training on the grounds of age, gender, ethnicity, marital status, sexual orientation or disability.  However, allocation of training will be dependant on several factors, for example budgeting constraints and training priorities deemed necessary to fulfil BHBCP objectives.

· The Director and each employee share overall responsibility for the identification of training needs for implementing plans to meet those needs, both of the individual and the organisation.  Developing opportunities offered will aim to meet predetermined outcomes and encourage the application of knowledge and skills to the workplace.

· BHBCP will also evaluate its investment in training and development, assessing the impact on performance and its contribution to the achievement of the organisation’s goals and targets.
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