McLANACHAN TRANSPORT LTD 
Employment Handbook

This Employment Handbook contains company policies and procedures relating to your employment. You are advised to familiarise yourself with its contents and apply the sections applicable to your role as and when required. 

Details concerning your specific employment are contained in the Terms and Conditions document you were issued with directly. 

If you are in doubt about your responsibilities or the application of any company policy or procedure, please raise your concerns with your immediate manager in the first instance.
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ANNEX 1:  BEREAVEMENT LEAVE

Unpaid leave of up to 3 days will be granted in the event of death of immediate family members (i.e., Spouse/Long-Term Partner, Mother, Father, Brother, Sister, Son or Daughter).  Any additional leave required may be taken either from holiday entitlement, or as unpaid leave if agreed with the company beforehand.  Employees are required to notify the company as soon as practical in the case of such circumstances. 



ANNEX 2:  MATERNITY LEAVE

The policy of the company is to comply with both the letter and the spirit of the law on maternity rights.   This includes but is not limited to all health and safety requirements/risk assessments as employment continues through the pregnancy.

A pregnant employee has the right to both 26 weeks of ordinary maternity leave as well as 26 weeks of additional maternity leave. To qualify for maternity leave, employees must tell the company by the end of the 15th week before the expected week of childbirth:

· That she is pregnant 
· The expected week of childbirth, by means of a medical certificate if requested. 
· The date she intends to start maternity leave. This can normally be any date which is no earlier than the beginning of the 11th week before the expected week of childbirth up to the birth. It is best to advise the company as soon as possible.

Once notification has been given to the company they will write to the employee, within 28 days of her notification, setting out her return date. The employee must give eight weeks’ notice if she wishes to change the return date.  This may be subject to change as the following events will automatically trigger the start of maternity leave:

· Premature birth – in this case maternity leave will commence on the day after the birth of the child.
· If the employee suffers with pregnancy related illness within the 4 weeks prior to the expected week of childbirth – in this case maternity leave will commence the day after the absence commenced.

Employees will be able to agree with their employer to work up to 10 “keeping in touch days” during maternity leave without losing her right to statutory payments or bringing the leave period to an end. Employers are not obliged to offer such days nor is the employee obliged to agree to accept such work.

All pregnant employees are entitled to reasonable time off with pay for antenatal care made on the advice of a registered medical practitioner, which may include relaxation classes and parent-craft classes. Except for the first appointment, employees should show the company, if requested, an appointment card or other documents showing that an appointment has been made.

Statutory maternity pay (SMP) will be payable if the employee has been employed continuously for at least 26 weeks ending with the 15th week before the expected week of childbirth.

Women who do not qualify for Statutory Maternity Pay may be entitled to Maternity Allowance, aided by the Benefits Agency, for up to 39 weeks. To qualify, they must have been employed or self-employed for 26 weeks out of the 66 weeks before the expected week of childbirth.

ANNEX 3:  SHARED PARENTAL LEAVE

[bookmark: _Hlk508533758]A mother/ adopter may elect to curtail their Maternity/Adoption Leave and pay and commence a period of Shared Parental Leave (SPL) in which the balance of the Maternity Leave period and pay can be shared with the other parent.       

The mother:

· Must be entitled to Maternity Leave and Maternity Pay.
· Must have 26 weeks’ continuous employment.
· Must have the main care responsibilities for the child (apart from the other parent);
· Must have served a Curtailment Notice or returned to work and have served the requisite Notice of Entitlement and Intention and a Period of Leave of not less than 8 weeks before the start of the first period of SPL; and
· Must provide a copy of the birth certificate or placement information, if requested.

The other parent:

· Must be entitled to take Paternity Leave and Paternity Pay.
· Must have care responsibility for the child (apart from the mother).
· The mother must have served a Curtailment Notice to end her Maternity leave and pay (or her maternity allowance where applicable) and have served the requisite Notice of Entitlement and Intention and a Period of Leave Notice not less than 8 weeks before the start date of the first period of SPL; and
· Must provide a copy of birth certificate or placement information if requested.

Both parents must be “economically active” meaning for 26 out of the 66 weeks before the Expected Week of Confinement they have each earned at least £30.00 per week for 13 of those 26 weeks.

Eligible parents will qualify for: 

· 50 weeks of Shared Parental Leave and 37 weeks of Shared Parental Pay (mother is still required to take 2 weeks compulsory Maternity Leave)
· The leave can be separated into 3 blocks, but the employee must give at least 8 weeks’ notice before a block of leave begins. 
· Each employee will be able to agree with their employer to work up to 20 “keeping in touch days” during shared parental leave without losing his or her right to statutory adoption payments or bringing the leave period to an end. Employers are not obliged to offer such days nor is the employee obliged to agree to accept such work.
· The right to return to the same or a suitable alternative role.
· Protection from detriment and dismissal on grounds of taking Shared Parental Leave
· Priority for suitable alternative employment in a redundancy situation.

Notice of Shared Parental Leave must be accepted by the employer if one continuous block is requested. If discontinuous periods of leave are requested, the employer has a two-week window to refuse or make an alternative suggestion.

A total of 3 variations to the Period of Leave Notice can be served to take Shared Parental Leave or to amend the arrangements agreed.

[bookmark: _Hlk508533704]Shared Parental Leave must be taken between the baby’s birth and first birthday (or within 1 year of adoption).



ANNEX 4:  TIME OFF FOR DEPENDANTS

Employees are entitled to take a reasonable amount of unpaid time off work to care for dependants in certain defined circumstances.

A dependant is defined as the employee’s spouse/partner, child or parent or anyone who lives in the same household as the employee, (not a tenant, lodger, boarder or employee) or someone who would rely on the employee for assistance in the event of injury, assault or illness (this might be a neighbour or friend who is cared for by the employee. A dependant does not have to be related to the employee).

The right to take time off to care for dependants is available to all employees regardless of the length of service. Time off is allowed when an employee needs to take action that is necessary to:

· Provide help when a dependant falls ill, gives birth or is injured or assaulted, including mental illness or injury.
· To make arrangement for providing care when a dependant falls ill or is injured.
· To cope when the arrangements for caring for a dependant unexpectedly break down.
· When a dependant dies or
· To deal with an unexpected incident involving the employee’s child at a time when the child’s school has responsibility for him/her.
· To make the necessary arrangements for the dependant’s long-term care, rather than to provide the care personally.

This leave does not include bereavement or compassionate leave.

Employees must tell the employer the reason for the absence as soon as reasonably practical and how long the absence is expected to last.

ANNEX 5:  PARENTAL LEAVE

[bookmark: _Hlk508533427]All parents who have completed one years’ service will be entitled to take up to 18 weeks unpaid leave.  

A maximum of four weeks leave may be taken in any one year.

Leave may be taken straight after birth or adoption or following a period of Maternity Leave.

Employees can choose to take parental leave at any time up until the child’s 18th birthday. 

Employees are required to give 21 days’ notice of leave requirement in writing. The employer has the right to postpone the leave for up to six months from the original request date if the request would severely disrupt the business (i.e., at seasonal peak periods), or where a number of the work force is also absent. The matter will be discussed with the employee concerned and confirmation of the postponement will be given in writing no later than 7 days after the employee’s notice to take leave. This notice will state the reason for the postponement and the new dates of leave offered.

Leave must be taken in blocks of one week with part of a week (i.e., a single day) counting as a complete week.

Employees should be able, and prepared, to produce evidence of birth and parental responsibility as required, together with confirmation of previous leave taken before this employment began.

























ANNEX 6:  PATERNITY LEAVE

All fathers with 26 weeks continuous service at the notification week (15 weeks before the child is born), are entitled to 2 weeks paid paternity leave at the current statutory rate. 

The leave can be taken in conjunction with the parental leave and/or adoption leave.

Paid paternity leave will also apply to: 	

· An adoptive mother if the father isn’t claiming.
· An adoptive parent who is not exercising adoption leave
· The parent of a stillborn baby born after the 24th week of pregnancy. 

Employees must have, or expect to have, responsibility for the child’s upbringing. 

The leave entitlement is one or two consecutive weeks and must be taken within 56 days of actual birth (it cannot be taken as odd days or two separate weeks).

Employees are required to submit a written request or complete a specified self-certification form, which must state:

· The week the baby is due.
· The intention to take one, or two-weeks’ leave.
· When the leave is expected to begin - this can be changed by giving at least 28 days’ notice.

ANNEX 7:  ADOPTION LEAVE AND PAY

Either parent who takes time off to adopt a child or have a child through a surrogacy arrangement may take a maximum of 52 weeks Statutory Adoption Leave for children up to 18 years of age.  

The adoption must be via a UK authority or adoption agency. Employees must inform the employer of the intention to take leave within 7 days of the notification of the adoption placement stating: 

· The date of the placement
· When the leave is to start and must be accompanied by the matching certificate from an approved agency.

An employee with a surrogacy arrangement should give the employer a written statement to confirm they intend to apply for a parental order in the 6 months after the baby’s birth. At least 15 weeks before the due date, employees must advise when the baby is due and when they want the leave to commence.

The employer will respond in writing within 28 days of the notification.

Adoption Leave will not apply when the child is being adopted by a stepfamily or by existing foster carers.

The employee will have the right to return to the same job or equivalent (i.e., on the same terms and conditions) and not to suffer detrimental treatment.

Employees will be able to agree with their employer to work up to 10 “keeping in touch days” during Adoption Leave without losing his or her right to statutory adoption payments or bringing the leave period to an end. Employers are not obliged to offer such days nor is the employee obliged to agree to accept such work.

Employers will be entitled to make reasonable contact with the employee whilst they are on Adoption Leave.

Employees may qualify for up to 39 weeks of Statutory Adoption Pay. To qualify employees must: 

· Give the employer 28 days’ notice of the intention to take Statutory Adoption Pay (unless the period between the child being matched and placed is less)
· Have 26 weeks’ employment at the before the adoption match is made.
· Have been earning at least the statutory amount in the previous 8 weeks (see www.gov.uk for the current minimum amount)
· Be able to supply written proof of the adoption.  

ANNEX 8: PARENTAL BEREAVEMENT LEAVE

From 6th April 2020, parents who suffer the devastating loss of a child are entitled to 2 weeks statutory leave. 

The right applies to -

· all employed parents.
· partners of parents, even if the partner is not the natural parent of the child. 
· adoptive parents 
· to a ‘parent in fact’ (i.e during the four weeks before the bereavement the child lived with the person in their own home and the person had day to day responsibility for the child) 

in the event they lose a child under the age of 18 or suffer a stillbirth from 24 weeks pregnancy. 

The amount of leave 

Parental Bereavement Leave may be taken at any time within the period of 56 weeks beginning with the date of the bereavement. 

Parents will be able to take the leave as either a single block of 2 weeks, or as 2 separate blocks of one week each taken at different times.

Required notice 

An employee must give his or her employer notice of his or her intention to take any absence from work as Parental Bereavement Leave specifying -

· the date of the bereavement.
· the date on which the employee chooses any period of absence to begin.
· if the absence is one week or two weeks.

In the first 56 days following the bereavement, the employee must notify the employer before the employee is due to start work on the employee’s first day of absence from work in that week, or if that isn’t possible, as soon as is reasonably practicable.

After the first 56 days following the bereavement, the employee must give at least one weeks notice before the start of the week of Parental Bereavement Leave.

Cancelling or postponing booked leave

For leave booked within 56 days of the bereavement, the employee may cancel that week’s Parental Bereavement Leave by giving notice to the employer no later than the time on the first day of that week at which the employee would have been due to start work. 

At other times, the employee may cancel that week’s Parental Bereavement Leave by giving notice to the employer at least one week before the start of that week.

An employee may not cancel any week of Parental Bereavement Leave which has already commenced.

Other statutory leave

If Parental Bereavement Leave clashes with other statutory leave, then the unused portion of Parental Bereavement Leave can be added to the end of the other statutory leave but must be booked in accordance with the requirements.

Paid leave. 

Parents with at least 26 weeks continuous service with their employer and weekly average earnings over the Lower Earning Limit will also be entitled to Statutory Parental Bereavement Pay (SPBP) paid at the statutory rate or 90% of average weekly earnings where this is lower.

ANNEX 9:  FLEXIBLE WORKING

All employees have a right to submit a request for flexible working arrangements. 

The employee must:

· Have 26 weeks employment at the application date. 
· Not have made a previous application during the last 12 months.
· Not be an agency worker.

Employees may only request flexible working in relation to the:  

· Total working hours
· Times of work
· The place of work

Employees request for flexible working must:

· be made in writing and be dated.
· give details of the required flexibility and when it should start.
· explain how the changes might affect the business and how this could be dealt with 
· say if and when a previous application was submitted. 

Within 28 days of receipt of the request the company will arrange a meeting to carefully consider the matter.

The employee is entitled to be accompanied by a companion or trade union representative from the workplace.

The company will notify the employee of the decision, in writing, within 14 days of the meeting.

The employee will have the right to appeal, in writing, within 14 days of the decision notification. 

The company has the right to refuse requests on the grounds of the:

· If the employee has not followed the correct procedure or is not eligible to make an application
· Burden of additional cost
· Detrimental effect on ability to meet customer demands.
· Inability to re-organise work amongst existing staff.
· Inability to recruit additional staff.
· Detrimental impact on quality or performance 
· Insufficient work during the periods the employee requests to work.
· Or planned structural changes.

Employees will be notified of any agreed changes becoming a permanent part of their conditions of employment.


ANNEX 10:  DRUGS AND ALCOHOL

The company endeavours to ensure that an employee’s use of either alcohol or drugs does not impair the safe and efficient running of the organisation or the health and safety of its employees and others.

While on duty at any time, which includes being on Daily/ Weekly rest in your vehicle, or Fortnightly rest in a hotel, you are still in charge of the vehicle and in possession of the vehicle keys. Any employee found to be consuming alcohol, taking drugs for non-medical reasons, taking medication in contravention of medical advice, buying, or selling drugs or in possession of unlawful drugs will be deemed to be committing an act of gross misconduct. 
Whilst on any Train or Ferry Crossing with your vehicle, even when on rest, with the vehicle keys in your cabin, it is Company Policy that you must not consume alcohol at any time. The ferry could be diverted after you set sail and could land prematurely before the original timescale, and you must always be legally fit to drive the Company vehicle at any time during the crossing or sailing. When presented with your drinks voucher on the ferry, you must always choose the soft drink option. Knowingly consuming alcohol on board, the Train/ Ferry, in breach of this policy, could be classed as Gross Misconduct which could lead to potential dismissal.

Any employee tasked with a safety critical role (which includes driving) or considered to be exhibiting suspicious or unacceptable behaviour whilst strongly believed to be under the influence or in the possession of non-prescription drugs or medicine taken in contravention of medical advice or alcohol will be suspended until they are in a fit state to participate in the disciplinary process. If after a full investigation and disciplinary hearing it is believed that an employee was under the influence of or in possession of non-prescription drugs or alcohol whilst on duty, they may be dismissed for reasons of gross misconduct.

At any time, the company reserve the right to ask an individual/employee it suspects of being under the influence of drugs or alcohol to undertake an appropriate test.  The employee will not unreasonably withhold their consent to a test being undertaken and in circumstances, where the employees’ consent is withheld adverse inference may be drawn and further disciplinary action may result.

If you have been prescribed medication by your GP or any other medical expert which could affect your ability to perform the tasks associated with your role (especially if you drive company vehicles) and instructed to notify your employer, then you are required to advise the company immediately and, in any event, before you drive a vehicle. The company will treat any disclosure confidentially and will endeavour to work with the employee to consider alternative duties and/or any other reasonable adjustments as considered necessary. The company may also require a report from your GP or the prescriber of the medication to assist the company with its investigation. 


ANNEX 11: MOBILE TELEPHONES/ SMART PHONES/ SATELLITE NAVIGATION POLICY

[bookmark: _Hlk511725126]It is illegal to use a handheld telephone, recording device or other data receiver (smartwatches or related devices, smartphones or satellite navigation systems) whilst in control of any vehicle. All employees are therefore prohibited from using any of the above-mentioned devices whilst in control of a vehicle.

Where possible the company will provide hands-free telephones for use by employees but must stress that these should be used with caution.

Any call taken whilst driving should be kept to an absolute minimum or the phone left to go to message. Only when safe to do so and the vehicle is stationary should messages be checked and answered.

Managers are expected not to telephone employees who are driving unless necessary and to leave a message if the phone is unanswered. Employees are expected to respond to messages as soon as practicable.

The driver is solely responsible for deciding whether to answer the hands-free phone.

The company phone should be switched on during all working hours to enable messages to be left.

Company mobile phones/smartphones are for business use only.  Excessive private calls/texts/emails/internet access will be charged to the employee by deduction from wages following receipt of the itemised account.  Any misuse of company mobile phones will be dealt with by disciplinary action.

Satellite Navigation Systems

Drivers with satellite navigation devices should ensure that they have planned their journey prior to using the instrument as the instruments are not necessarily reliable.

The necessary information should be inputted into the system before starting to drive and alterations should never be made whilst driving.

The instrument should be placed away from air bags and so that it does not obscure the driver’s vision.

Drivers should find a method of using the device that is not distracting.

Drivers should always make the same safety observations whether or not the device is being used.

Drivers should learn from any mistakes and if necessary, seek refresher training.

Any misuse of these devices will result in disciplinary action being taken in accordance with the disciplinary procedure.

ANNEX 12:  E-MAIL/INTERNET POLICY

Policy: The use of e-mail and internet systems within this company is encouraged as its appropriate use facilitates communication and improves efficiency.  Used correctly it is a facility that is of assistance to many employees.  Its inappropriate use, however, causes many problems ranging from minor distractions to legal claims against the company.

Authorised Use: The e-mail and internet are available for communication on matters directly concerned with the business of the company.  Employees using the system should give particular attention to the following points:

· Standards of presentation should be consistent with the standards of the company.
· Information should only be sent to those employees to whom it is particularly relevant.
· Confidential information should be carefully protected within the system.

The company absolutely prohibits the downloading and/or accessing of pornographic or obscene material.

The company prohibits the sending or forwarding of any discriminatory messages even if it is intended as a joke.

The company warns employees not to use the e-mail system in anger or without thought and not as a substitute for face-to-face communications.

Employees involved in negotiations for contracts must always mark e-mail “subject to contract” to avoid any unnecessary misunderstanding or legal claims against the company.

The company reserves the right to intercept and read incoming and outgoing messages on e-mail and to trace employees access to the internet.

Accessing E-Mail: Employee’s must check their electronic mailboxes regularly.

Any failure to follow and comply with the above guidelines and policy will result in disciplinary action being taken which may result in dismissal.

ANNEX 13:  USE OF INTERNET SOCIAL NETWORKING SITES

The company requires employees to understand the potential for breaches of confidentiality when using the internet or social networking websites (such as Facebook).

Employees must not discuss or make indirect reference to the company, any duties they perform for the company, their colleagues, suppliers, or any associated business on social networking sites. This is essential to preserve the confidentiality and security of all concerned.

Employees entering discussions about their activities at work when they are outside of work may be misinterpreted and therefore, they are required not to make any comments if they could be related to the company or their work in any way. Even making general comments about time spent at work could be misconstrued.

If unsure about any of the obligations under this policy or if there is a need to discuss this in more detail employees should in the first instance speak to a manager.

Failure to follow this policy could result in disciplinary action against employees.

ANNEX 14:  SICKNESS ABSENCE MEETING PROCEDURE

[bookmark: a566909]The company may apply this procedure whenever we consider it necessary, including, for example, if an employee:
· [bookmark: a620315]has been absent due to illness on several occasions.
· [bookmark: a460096]has discussed matters at a return-to-work interview that require investigation; and/or
· has been, or is expected to be, absent for more than 3 months.
[bookmark: a940755]Unless it is impractical to do so, the company will give 2 days' written notice of the date, time and place of a sickness absence meeting. The company will put any concerns about sickness absence and the basis for those concerns in writing or otherwise advise why the meeting is being called. A reasonable opportunity for an employee to consider this information before the meeting will be provided.
[bookmark: a233197]The meeting will be conducted by line management. Employees may bring a companion to the meeting.
[bookmark: a90294]All reasonable steps to attend the meeting must be taken. Failure to do so without good reason may be treated as misconduct. Should an employee or their companion be unable to attend at the time specified the employee should immediately inform their line manager who will seek to agree an alternative time.
[bookmark: a784580]The meeting may be adjourned if the line manager is awaiting receipt of information, needs to gather any further information or consider matters discussed at a previous meeting. The employee will be given a reasonable opportunity to consider any new information obtained before the meeting is reconvened.
[bookmark: a436142]Confirmation of any decision made at the meeting, the reasons for it, and of the right of appeal will be given to the employee in writing within one week of a sickness absence meeting (unless this time scale is not practicable, in which case it will be provided as soon as is practicable).
[bookmark: a481458]If, at any time, the line manager considers that the employee has taken or is taking sickness absence when they are not unwell, they may refer matters to be dealt with under the company Disciplinary Procedure.
RIGHT TO BE ACCOMPANIED AT MEETINGS
Employees may bring a companion to any meeting or appeal meeting under this procedure.
[bookmark: a513502]Companions may be either a trade union representative or a colleague. Their details must be given in good time to the manager conducting the meeting. 
[bookmark: a780535]Employees are allowed reasonable time off from duties without loss of pay to act as a companion. However, they are not obliged to act as a companion and may decline a request if they so wish.
[bookmark: a382735]The company may at our discretion permit other companions (for example, a family member) where this will help overcome difficulties caused by a disability, or difficulty understanding English.
[bookmark: a641678]A companion may make representations, ask questions, and sum up your position, but will not be allowed to answer questions on the employee’s behalf. Employees may confer privately with their companions at any time during a meeting.
FIRST SICKNESS ABSENCE MEETING
This will follow the procedure set out above including the arrangements for and right to be accompanied at sickness absence meetings.
[bookmark: a656404][bookmark: a86249]The purpose of a first sickness absence meeting may include:
· [bookmark: a62296]Discussing the reasons for absence.
· [bookmark: a602998]Where an employee is on long-term sickness absence, determining how long the absence is likely to last.
· [bookmark: a246469]Where an employee has been absent on several occasions, determining the likelihood of further absences.
· [bookmark: a581635]Considering whether medical advice is required.  This may include reference to a medical practitioner, GP or Occupational Health Advisor. Employees will not unreasonably withhold their consent to obtain a report as required under the contract of employment.
· [bookmark: a310557]Considering what, if any, measures might improve the employees’ health and/or attendance.
· Agreeing a way forward, action that will be taken and a timescale for review and/or a further meeting under the sickness absence procedure.
FURTHER SICKNESS ABSENCE MEETING
Depending on the matters discussed at the first stage of the sickness absence procedure a further meeting or meetings may be necessary. Arrangements for meetings under the second stage of the sickness absence procedure will follow the procedure set out above including the arrangements for and right to be accompanied at sickness absence meetings.
[bookmark: a393417][bookmark: a422684]The purposes of further meeting(s) may include:
· [bookmark: a305189]Discussing the reasons for and impact of ongoing absence(s).
· [bookmark: a657673]Where an employee is on long-term sickness absence, discussing how long their absence is likely to last.
· [bookmark: a600221]Where an employee has been absent on several occasions, discussing the likelihood of further absences.
· [bookmark: a1038155]If it has not been obtained, consider whether medical advice is required. If it has been obtained, considering the advice that has been given and whether further advice is required.
· [bookmark: a458773]Considering an employee’s ability to return to/remain in their role in view both of their capabilities and the company’s business needs and any adjustments that can reasonably be made to the role to enable the employee to do so.
· [bookmark: a931342]Considering possible redeployment opportunities and whether any adjustments can reasonably be made to assist in redeploying employees.
· [bookmark: a779212]Where the employee is able to return from long-term sick leave, whether to their  role or a redeployed role, agreeing a return-to-work program.
· [bookmark: a704443]If it is considered the employee is unlikely to be able to return to work from a long-term absence, whether there are any benefits for which the employee should be considered.
· Agreeing a way forward, action that will be taken and a timescale for review and/or a further meeting(s). This may, depending on steps the company has already taken, include warning the employee they are at risk of dismissal.
FINAL SICKNESS ABSENCE MEETING
Where an employee has been warned that you are at risk of dismissal, the company may invite them to a meeting under the third stage of the sickness absence procedure. Arrangements for this meeting will follow the procedure set out above including the arrangements for and right to be accompanied at sickness absence meetings.
[bookmark: a540178][bookmark: a952704]The purposes of the meeting will be:
· [bookmark: a715124]To review the meetings that have taken place and matters discussed with the employee.
· [bookmark: a896707]Where the employee remains on long-term sickness absence, to consider whether there have been any changes since the last meeting under stage two of the procedure, either as regards the employee’s possible return to work or opportunities for return or redeployment.
· [bookmark: a351959]To consider any further matters that the employee wishes to raise.
· [bookmark: a263070]To consider whether there is a reasonable likelihood of the employee returning to work or achieving the desired level of attendance in a reasonable time.
· To consider the possible termination of employment.
[bookmark: a251782]Termination will normally be with full notice or payment in lieu of notice.
APPEALS
The employee may appeal against the outcome of any stage of this procedure and may bring a companion to an appeal meeting.
[bookmark: a480135]An appeal should be made in writing, stating the full grounds of appeal, to the Director within 5 working days of the date on which the decision was sent.
[bookmark: a867254]Unless it is not practicable, the employee will be given written notice of an appeal meeting within one week of the meeting. In cases of dismissal the appeal will be held as soon as possible. Any new matters raised in an appeal may delay an appeal meeting if further investigation is required.
[bookmark: a971476]The employee will be provided with written details of any new information which comes to light before an appeal meeting. The employee will also be given a reasonable opportunity to consider this information before the meeting.
[bookmark: a127652]Where practicable, an appeal meeting will be conducted by a manager senior to the individual who conducted the sickness absence meeting.
[bookmark: a924706]Depending on the circumstances, an appeal meeting may be a complete rehearing of the matter or a review of the original decision.
[bookmark: a533542]The final decision will be confirmed in writing, if possible, within one week of the appeal meeting. There will be no further right of appeal.
[bookmark: a707034]The date that any dismissal takes effect will not be delayed pending the outcome of an appeal. However, if the appeal is successful, the decision to dismiss will be revoked with no loss of continuity or pay.

ANNEX 15:  DISCIPLINARY PROCEDURE

It is the policy of the company to maintain discipline by means that are fair and reasonable, both to the company and the employee. The purpose of the procedure is to be corrective rather than punitive. It should be recognised that the existence of the procedure is to help and encourage employees to achieve and maintain acceptable standards of conduct, attendance, and job performance and to ensure consistent and fair treatment for all employees.

The disciplinary action taken will depend upon the gravity of the offence, the circumstances surrounding it and the employee’s past record with the company.

Informal Disciplinary Procedure

Where there is an apparent minor breach of discipline and/or company rules or evidence of marginal poor performance, the case will be investigated, and a meeting held with the employee concerned to discuss the matter. The employee will be advised informally on the improvement required. Notes of the discussion will be kept on file and made available to the employee on request. If despite the above informal discussion, there is no improvement or a further offence is committed the formal disciplinary procedure will be used.

Formal Disciplinary Procedure

This procedure applies to most types of dismissal including misconduct, gross misconduct and capability.

Any issues, where practicable, will be dealt with promptly.

Prior to any disciplinary hearing an investigation into the facts surrounding potential disciplinary action will take place. Where possible and practicable, the person investigating will not be the person taking disciplinary action. 

An employee may be suspended on normal pay (being an average of the previous 12 weeks worked) whilst an investigation is conducted. Suspension pending investigation is not an assumption of guilt or disciplinary action at this stage.

If decided that there is a case to answer, the employee will be notified in writing of the basis and detail of any poor performance, complaints or allegations made against them prior to a meeting. This notification will include sufficient information and supporting documentation about the alleged misconduct or poor performance and its possible consequences, including dismissal if being considered, to enable the employee to prepare and answer the case at the disciplinary meeting.

The employee will then be invited to a meeting to discuss the issue and must take all reasonable steps to attend. Meetings will be notified in advance and arranged at reasonable times and locations. The employee will have the opportunity of having a trade union representative or work colleague present.


The meeting will allow the employee to state their opinion on all the available evidence supplied with the meeting notification. After the conclusion of the disciplinary meeting, the employer will consider if further action is required and advise the employee of their decision. The decision must always be confirmed in writing and the employee must be notified of their right to appeal.

The decision following a disciplinary hearing can be:– 

· No further action necessary
· A written improvement notice, in cases of poor performance or a first written warning in cases of misconduct
· A final written warning
· Dismissal with notice
· Dismissal without notice in cases of gross misconduct 

When appropriate, it is also possible for the sanction to be a short period of suspension without pay. 

Any sanction issued should be proportionate with regards to the issue at hand. 

If an employee has outstanding disciplinary warnings on file, any further warnings will need to escalate the disciplinary status of the employee. 

The details of the allegation, investigation and sanction should be recorded on the employees file and considered for future disciplinary matters for the appropriate time. Warnings will be considered during future disciplinary matters for a period of – 

· Six months if an improvement notice or first written warning.
· Twelve months if a final written warning   

In serious cases of misconduct, a final written warning may be issued in the first instance or in cases of gross misconduct the employee may be dismissed without notice in the first instance. 

UNSATISFACTORY PERFORMANCE AND MISCONDUCT

An employee may be dismissed for unsatisfactory performance or misconduct, after a prior warning has been given, in accordance with the disciplinary procedures as set subsequently. What is considered unsatisfactory performance or misconduct may depend upon the circumstances. A non-exhaustive list of examples include: -

· Negligence, carelessness, or general lack of capability in performance of the employee’s duties.

· Failure to comply with reasonable instructions/lawful orders.

· Bad timekeeping.

· Absence without permission.

· Poor attendance record.

· Breach of company rules save and except where otherwise highlighted by the examples of gross misconduct.

· Excessive time wasting.

· Poor appearance or inappropriate standard of dress.

· Discourtesy to customers or other members or other employees.

· Failure to check a company vehicle before first use.

· Driving a company vehicle that is known to be overloaded.

· Failure to report defects on a company vehicle, occurring in day to day running.

· Failure to always carry the digital driver card, even when using a vehicle with an analogue tachograph.

EXAMPLES OF GROSS MISCONDUCT

Any employee who is found guilty of gross or serious misconduct may be summarily dismissed at any time without notice and without payment in lieu of notice.  What is considered gross or serious misconduct may depend upon the circumstances.  A non-exhaustive list of examples include: -

· Fighting, threatening behaviour, or use of physical violence of any nature at any time during the employee’s working hours, or at any time if committed on any company premises or premises of any customers, or in any circumstances where the reputation of the company may be adversely affected.

· Stealing, or any acts of dishonesty, whether committed during or outside normal working hours.

· Unauthorised use of company/customer’s vehicles, property, tools, equipment and facilities.

· Wilful damage or destruction of property.

· Reporting for duty under the influence of alcohol and/or non-prescribed drugs.

· Reporting for duty in an unfit state or exhibiting suspicious, unacceptable, or uncharacteristic behaviour that inhibits your ability to undertake the tasks associated with the role.

· Possession or consumption of, alcohol and/or non-prescribed drugs, of any amount, during working hours.

· Smoking (including use of e-cigarettes, a personal vaporiser, electronic nicotine delivery system or similar devices) at work or in company vehicles.

· The falsification of any company paperwork including driver’s records and tachograph cards.

· Failure to give written information about any other paid work done outside this employment.

· Rudeness/insubordination to any of the company’s customers or any conduct which may put at risk the company/customer relationship.

· Gross negligence or recklessness.

· Persistent disobedience, without cause, of reasonable lawful instructions given by the company.

· Wilful refusal to carry out a reasonable and lawful instruction given by your employer or supervisor.

· The disclosure to any unauthorised persons of any confidential information relating to the company, its business, or customers, including the publicising of any information/actions/comments about the company on any social networking, internet or similar sites.

· Any behaviour which could be regarded as discriminatory or which could be deemed as harassment, victimisation or bullying.

· The commission of any criminal offence, which impinges upon the employee’s ability to work or their relationship with other employees or customers.

· Lapses of safety standards.

· Any employee found to be working illegally.

· Provocative use of insulting or abusive language.

· Any employee who by their action’s breaches, endangers or causes a hazard to the health and safety of another employee whilst at work.

· Tampering with recording equipment, speed limiters, or any other devices and failing to report to the company any defects on these devices.

· Serious breaches of the Road Traffic Acts or the Regulations relating to the safety of the vehicle and its load.

· Failing to notify the company that the employee’s driver digital card has been lost or stolen and/or failing to apply for a replacement card within 7 working days.

· Failing to notify the company of any fixed penalty notices received and/or paid if either named on the operator’s licence or a driver of a company vehicle. 

· Failure to notify the company of any conviction relating to driving of vehicles or the employee’s driving licence if either named on the operator’s licence or a driver of a company vehicle.

· Reckless or careless giving of false information regarding driving licence particulars, or previous driving record if either named on the operator’s licence or a driver of a company vehicle. 

· Removal or revocation of driving licence due to careless/negligent actions if either named on the operator’s licence or a driver of a company vehicle.

· Committing any breaches of the EU Regulations or UK Statutes and Regulations in relation to maximum driving/minimum break, and rest periods if either named on the operator’s licence or a driver of a company vehicle.

Prohibited from entering customer premises. 

· Occasionally it may happen that a customer of the company refuses to allow an employee to enter their premises.  Following a full investigation, if the reason for such refusal relates to conduct of the employee, of the type covered under the disciplinary rules, the employee will face disciplinary action as per the procedure in this document.

· If the reason for refusal does not relate to the conduct of the employee, the company will attempt to find the employee alternative employment within the company. It may not always be possible to maintain the same grade and/or pay structure as before. If the employee is unable to accept the downgrading/loss of pay, the employee will face dismissal on notice or by payment in lieu of notice if agreed.


ANNEX 16:  DISCIPLINARY APPEAL

Employees should note that appeal hearings are not intended to repeat the detailed investigation of the initial hearing but to focus on specific factors which may have previously received insufficient consideration e.g., extenuating circumstances, bias, new evidence, harsh treatment, or any other factor that should properly be taken into account.

An employee may appeal in writing against any disciplinary action, including dismissal, providing the company is advised of an appeal within 5 working days of the disciplinary action complained of.

The written appeal should state the grounds on which the disciplinary penalty should be reviewed.

The company will arrange a meeting at which both the employee and a chosen trade union representative/work colleague may be present. A representative of management will be present to record the details of the meeting.  The meeting will be held within 10 working days of the disciplinary action.  The time limit may be extended by mutual agreement.

Where possible a more senior person will hear the appeal, however where this is not possible the Director will act as impartially as possible. 

The Director hearing the appeal has the authority to reduce or quash the sanction as they see fit in accordance with the company’s disciplinary procedures.

Where an appeal against dismissal fails the effective date of termination will be the date on which the employee was originally dismissed.

There will be no further right of appeal.

ANNEX 17:  GRIEVANCE PROCEDURE

The company accepts that from time to time there may be reason for employees to complain about conditions of employment, or other circumstances arising out of employment. Such complaints should be raised informally with your immediate manager.

Should this informal procedure not solve the matter, or it is a serious issue that requires attention at a more senior level, the employee should raise a formal grievance in writing setting out the nature of the grievance using the following procedure.

The employee should set out the circumstances of the grievance in writing to their line manager.

Should the grievance concern the manager of the employee then the matter should be raised in writing with the Director in the first instance.

Where complaints concern harassment or bullying or are too personal to discuss initially with the employee’s immediate manager the employee should request an appointment with the Director to discuss the matter in confidence and privacy.

Employees may be accompanied by a trade union representative or work colleague at any stage of the formal grievance procedure.

The grievance will be discussed at a meeting with the employee concerned. Consideration will be given to adjourning the meeting for any investigation that may be necessary.

After the meeting, the employer will inform the employee of their decision as to their response to the grievance in writing and where appropriate, will set out what action the employer intends to take to resolve the grievance. The employee will be informed of their right to appeal against the decision if they are not satisfied with it. 

ANNEX 18:  GRIEVANCE APPEAL PROCEDURE

The employee may appeal against the decision of the grievance hearing within 5 days of the notified decision by advising the employer in writing of their wish to appeal.

The appeal will be heard at a meeting arranged at a time and place that is mutually convenient. The employee may be accompanied if they wish by a trade union representative or work colleague. A record of the meeting will be kept on file and made available to the employee upon request.

The person hearing the appeal will advise the employee of the outcome and will confirm the decision in writing within 5 working days of the appeal hearing.  Wherever possible, the appeal will be dealt with by a more senior manager than attended the first meeting (unless the most senior manager attended that meeting).

There is no further right of appeal.


ANNEX 19:  OVERLAPPING DISCIPLINARY AND GRIEVANCE CASES

Where appropriate, the employer may temporarily suspend a disciplinary process to deal with a grievance raised during the disciplinary process.  In the event that disciplinary action is suspended, and the grievance is found to be vexatious or brought in such a way as to hamper the disciplinary process, then the company reserve the right to include this as a further example of misconduct/gross misconduct to the existing disciplinary matter.  Alternatively, the company reserves the right to take separate disciplinary action if necessary.

Where the grievance and disciplinary are related, both issues may be dealt with concurrently. 



ANNEX 20:  REDUNDANCY

Where a redundancy situation arises, the company will consult all employees affected within the specified time limits laid down by the current Regulations.  However, the company reserves the right to take account of capability, attendance, disciplinary and past performance records when considering those eligible. The company does not have a Trade Union Agreement.



ANNEX 21:  LAY OFF/SHORT TIME WORKING

Where the company finds there is no work for employees through no fault of its own, due to either downturn in customer requirements, or adverse weather conditions, employees may be laid off for a specified period.  There is no limit to how long employees can be laid off or put on short time. Employees could apply for redundancy and claim redundancy pay if it has been:

· 4 weeks in a row
· 6 weeks in a 13-week period

The employee is entitled to a guaranteed payment at the current statutory level during lay off or short time working for a maximum of 5 days in any 3-month period

Where applicable short time working may be agreed between the company and those employees affected, with a proportionate reduction in pay and holiday entitlement providing consultation and prior agreement has taken place.

Any agreement made will be in writing and signed by all concerned.


ANNEX 22:  DATA PROTECTION/TELEMATICS

The company will, during your period of employment, be required to keep and maintain information about employees both manually and on computer.  

The company will abide by the requirements of the Data Protection Act and/or General Data Protection Regulation (GDPR) by maintaining these records only during employment and for a reasonable length of time afterwards.

The company will take all reasonable steps to maintain the security of the information, will not pass it on to third parties without consent of the employee, and will process the information fairly.

The company may be required to keep information about employees’ convictions in respect of road traffic prosecutions and information on activities during the working day collected via vehicle data collection devices.

[bookmark: _Hlk511725036]If any employee does not consent to the company keeping any of the above information, the employee should advise the company in writing. The company will then erase any relevant data relating to the employee other than that the company are able to keep under the Data Protection Act and/or General Data Protection Regulation (GDPR). 

ANNEX 23:  BRIBERY ACT

The company will do all within its power to ensure compliance with the Bribery Act 2010. 

It is company policy to conduct all our business in an honest and ethical manner. The company takes a zero-tolerance approach to bribery and corruption and is committed to acting professionally, fairly and with integrity in all our business dealings and relationships wherever it operates by implementing and enforcing effective systems to counter bribery. 

The company will uphold all laws relevant to countering bribery and corruption (in all the jurisdictions in which it operates), however, the company remains bound by the laws of the UK, including the Bribery Act 2010, in respect of its conduct both at home and abroad. 

ANNEX 24: HOLIDAYS AND PUBLIC HOLIDAYS

Statutory Holiday entitlement is 5.6 weeks per year including Bank/Public Holidays (equal to 28 days per year for a 5 day per week worker).

To meet the needs of the Company and our customers no holidays will be allowed during the Month of December.

8 days of the 5.6 weeks can count as zero hours for Working Time records. 

All annual holidays must receive management approval before being booked or taken; except in special circumstances, notice of twice the length of the holiday requested is required.  The company has the right to defer holiday requests to a more convenient time and notice of at least the length of the holiday request will be given.

The company holiday year runs from 1st April to 31st March. All statutory annual holiday entitlement for the year must be taken within it and cannot be carried over from one year to the next.  New employees have a pro-rata entitlement in the first year if they join after the start of the holiday year. 

Employees absent because of sickness/illness will still accrue statutory holiday entitlement. They will not accrue pay in lieu but any unused accrued balance from the 20 optional leave days will be carried over into the following holiday year. Employees wishing to take statutory holiday during periods of sickness must book and take them in the usual way. Periods of statutory holiday will not reduce the available Statutory Sick Pay entitlement. 

New employees should advise the company at the start of employment of any booked holiday commitments. 

Should the length of requested holiday exceed entitlement, no payments will be made if the additional holiday is granted.  Any additional leave provided will only be in exceptional circumstances and is purely at management discretion.  If additional leave is granted in one leave year, or to a colleague, this does not give an entitlement to additional leave in the next or any subsequent leave year.

Annual holidays may be added to Bank / Public Holidays.  Employees are entitled to the following Bank/Public Holidays - 1st January*, 2nd January*, Easter Monday, May Day, Spring Bank Holiday, Late Summer Bank Holiday, Christmas Day*, Boxing Day* (*An alternative day will be agreed where these days fall on a Saturday/Sunday).

Note:	Due to customer demands employees may be required to work Bank/Public Holidays. 

Holiday entitlement will be issued on a first come first served basis and no more than 1 or 3 (Delete as required) members of the same department may take holiday at any one time.  Where there is a conflict, priority will be given to the employee whose request was received first so that the company may satisfy its business/customer needs. 

Except in special circumstances no more than 2 weeks holiday may be taken at any one time.

Employees who take annual leave without permission will be subject to disciplinary action.

Employees working notice will be allowed to take annual leave during this period provided it has been booked in advance.  However, as this may not always be possible due to workload, the company reserves the right to refuse requests for leave at this time.

Outstanding Statutory Holiday which has been accrued, but not taken by the employee on termination will be calculated using the proportion of the worker’s leave year which expired before employment ended less the period of leave taken by the worker between the start of the leave year and the termination. Such payments will be subject to deduction of Income Tax and National Insurance contributions.  Where annual holidays taken exceed the accrued number of entitlements on termination, the company reserves the right to deduct the equivalent of the payments from the employee’s final pay. 

Any employee who finds they will be late in returning from holiday for whatever reason must notify the company before duty is deemed to commence. Employees failing to do so will render themselves liable to disciplinary action.

Employees who are sick during annual holiday must advise the company of the circumstances and provide medical evidence signed by a doctor. If the sickness is established, the company will grant sickness benefit for those days and allow holiday periods lost to be taken later. 

ANNEX 25: SICKNESS

1 
Sickness will be paid in accordance with the Statutory Sick Pay Scheme, at the current statutory rate.

Employees failing to comply with their obligations under that Scheme will invoke disciplinary action, which may lead to dismissal.

Employees who are suspected of taking Sick Leave dishonestly will invoke disciplinary action, which may lead to dismissal.

Employees are required to notify the company of their absence through sickness in person, by telephone no later than two hours before duty commences on the first day.

Employees returning to work after sickness absence must notify the company in advance of their return by contacting the office 1 day in advance. 

The first 3 days of any period of sickness not linked are waiting days and are not paid.

The number of qualifying days for sickness benefit is the normal working days per week.

Statutory Sick Pay is payable to all employees who have average weekly earnings at or above the Lower Earnings Limit (set at £120 for the 2020/2021 tax year) in the 8 calendar weeks before the last normal pay day preceding the first day of sickness.  

Statutory Sick Pay is paid for a maximum of 28 weeks within the period of incapacity.

Employees are able to take statutory holiday whilst on long term sick leave but must book and take them in the usual way. Employees are reminded that whilst they continue to accrue statutory holiday entitlement whilst on long term sick leave nothing will entitle the employee to a payment in lieu of the accrued entitlement save and except the conclusion of employment. 

Statutory Sick Pay ceases when: -

· Employees return to work.
· Employees leave employment.
· Employees cease to send in doctor’s certificates.
· After 28 weeks.
· Employees have done no work under their contract.
· Employees are within the disqualifying period of pregnancy or have claimed.
	Social Security Benefit that links with the period of incapacity.
· Employees are taken into legal custody or are imprisoned.
· There is a trade dispute or stoppage of work.
· The employee is abroad, and the employer is not liable for Secondary
	National Insurance Contributions.


To enable the company to deal fairly with absence, employees are required in each case of absence to produce a self-certification form for a period of up to 7 days or a Statement of Fitness to Work for a period of more than 7 days. Failure to follow the requirements will lead to use of the statutory disciplinary procedure.

In the event the employee’s return to work and/or absence is expected to exceed or has exceeded 3 months or more, the company reserves the right to obtain further medical evidence in consideration of continuing employment, considering the disability provisions of the Equality Act 2010.  The employee is expected to co-operate in assisting with the provisions of such information and will be fully informed of their rights of access to such reports.  

Whenever considered appropriate, the company reserves the right to invoke the sickness absence meeting procedure (see applicable annex) which may ultimately lead to the termination of employment.  

The company reserves the right to require any prospective or current employee to undergo a medical examination, at the expense of the company. The examination can be at any time during employment, particularly if there are reasonable grounds to doubt their capability to carry out duties required, and/or on return from any absence due to sickness. 

ANNEX 26: COMPANY RULES

The Company and Disciplinary rules are equally applicable to all.  Due to the position held, the company also expects the Managers/Team Managers to familiarise themselves with the specific company rules, procedures and policies effecting employees under their control and ensure they are applied. 

2 
1) Regulation 9(a) of the Working Time Regulations, the Drivers’ Hours Regulations and the Road Transport Directive requires employees to advise their employer in writing of any other paid work that they may undertake.

a. Employees may not relate to, engage in, or be concerned with any other business or public office that may or might interfere with the performance of their job, neither can they be in conflict with the best interests of this company without its prior written agreement (see attached Schedule).  

b. The company reserves the right to refuse this consent if it is not in the interests of the company.  Failure to comply with this provision may contravene the Working Time/Road Transport Regulations and the Drivers Hours Regulations, if applicable, and may result in dismissal and/or prosecution by the relevant enforcing authorities.

2) Any reasonable lawful order given to an employee in the course of their employment by any person within the company, entitled to give such an order, must be obeyed.

3) Employees are prohibited from personal use of a laptop, smartphone, or other device during working hours and particularly whilst in control of a vehicle. 

4) Personal use of social networking, internet, or similar sites during working hours is not permitted.

5) All company notices must be complied with.

6) Tidiness and courtesy are of the utmost importance. The company’s reputation is determined by the impression its employees create.

7) Company vehicles, property and equipment should be treated with care and protected and stored in a safe place when not in use.  

8) Damage must be reported whether it is to the property of the company or of a customer.  Failure to notify damage may result in a claim being successfully laid against the company, which might have been avoided by early attention.

9) Health and Safety of both the public and the company’s employees are matters of the utmost importance.  Remember that each employee has a direct responsibility for the health and safety of others (see attached Schedule).  

10) Personal Protective Clothing issued must be worn at all relevant times.

11) All notices, whether on company premises or elsewhere, issued in accordance with The Health and Safety at Work Act 1974 must be obeyed.

12) Employees should report any matters that affect their health, safety, and welfare, and that of any other person who may be affected, including ‘near misses’ and other similar occurrences. 

13) Employees should report any health and safety matters requiring attention to Leanne Russell or Damian McLanachan.

14) All accidents must be reported to Leanne Russell or Damian McLanachan and an entry made in the accident book.

15) Time keeping is of considerable importance to the company.  Employees must ensure that they report for duty at the time specified.  All timesheets and work records must be handed in at designated times. 

16) The company requires all employees to produce certificates of qualification or competence (including driving licences) for checking from time to time, as dictated by company documentation requirements.  Such information will be treated in confidence and employees are expected to co-operate in providing such information when requested.  Any employee failing to produce the required documents – especially those who drive company vehicles – will be subject to disciplinary action, which may result in suspension and/or dismissal in accordance with the statutory disciplinary procedure.

17) Change of home address must be notified to the company together with any other personal details that may affect the records to be kept by the company.  

18) WARNING – Smoking (including use of e-cigarettes, a personal vaporiser, electronic nicotine delivery system or similar devices) is banned in all workplaces always including vans and goods vehicles. Employees who smoke in vehicles/workplaces will face disciplinary action for gross misconduct and may be subject to a fine/prosecution. 

19) Employees who are unable to complete their daily assignments for any reason outside their control, must notify their manager and keep them fully informed of the situation.

20) On termination of employment, employees will return all items of company uniform/equipment.  Failure to do so will result in the cost of such items being deducted from final wages, making any required allowance for depreciation (see attached Schedules).

21) The indicated speed limit in the depot/car park/premises must be obeyed.

22) All employees are expected to always act wholeheartedly in the interests of the company.  Conduct detrimental to the interests of the company, its relations with the public, customers, or suppliers, or damaging to its public image, or harmful to its security or to the wellbeing of its employees, including any publicising of any information/actions/comments about the company on the internet or any social networking sites will not be tolerated. Any employee who fails to comply with this provision will be subject of disciplinary action, which may result in suspension and/or dismissal in accordance with the disciplinary procedure.

23) The company reserves the right to require employees to agree to submit their person or property to being searched, whilst on company premises, or at any time at the requirement of the supervisor or manager.  Failure to consent may allow a conclusion that refusal was for reason of avoiding detection. A formal consent document for searches is attached.

24) Private vehicles parked on company premises are left entirely at the owners' risk and the company will not accept liability for any damage.

25) Liability is not accepted for the loss of, or damage to, personal property brought onto the premises or left in vehicles. The company strongly recommend employees do not bring items of value onto the premises, and in particular not to leave any such items unattended.

26) All mail sent to the company is regarded as being addressed to the company and will be opened.

27) Building Societies, etc, may apply to the company for a letter of reference on your behalf.  Reference enquiries by other employers may be made to your immediate manager whilst you are currently employed, or for up to six months after you have left.  Open letters of reference will not normally be provided.

28) During employment an employee may be required to attend Court as a juror or be subpoenaed as a witness.  There are allowances made by the Court to cover loss of earnings to compensate employees during absences from work.  No payment will be made to an employee requiring time off work to answer civil or criminal charges.

29) When requesting Parental/Paternity/Adoption Leave employees are required to produce evidence of the child’s birth, confirmation of parental responsibility and details of the leave taken with previous employers.

30) The company operates CCTV at its premises and the footage, where applicable, may be used for disciplinary or crime prevention purposes. 

COMPANY RULES APPLICABLE TO GOODS VEHICLE DRIVERS

31) Company vehicles must be kept clean and tidy, both internally and externally. Vehicle maintenance duties must be completed daily, and defect reports must be completed as a first use inspection and submitted as required. Drivers who fail to properly complete daily first use inspections may be subjected to the disciplinary procedure.


32) Drivers using the Trutac App must ensure their company smartphone is suitably charged and to hand to enable them to carry out a first use inspection. Drivers are also expected to familiarise themselves with the use of the Trutac App and the functions on their phone to achieve the necessary results. If you are in any doubt about the use of the Trutac App you must take advice from the Transport Office.

33) The company must be notified of any endorsements of driving licences and of fixed penalty notices received and/or paid. The company MUST be consulted before any fixed penalty notice is paid by the driver to ensure correct legal advice is given.

34) Drivers are expected to have an excellent understanding of the rules governing their duties and should ensure the applicable regulations, including those relating to drivers’ hours, tachographs, defect reporting and drivers licensing (this list is not exhaustive) are applied in as efficient and appropriate manner as possible. 

35) All drivers with a vocational licence must always carry their Driver Qualification Card and are expected to participate in 35 hours of approved training every 5 years in order to maintain their Drivers CPC qualification. The company will require written confirmation of any training undertaken and employees are required to produce such paperwork on request.

36) Where applicable, the company expects all new and existing employees to attend and pass their ADR and refresher training courses. Failure to keep this qualification up to date, other than due to medical reasons, will result in dismissal with notice if no alternative work can be offered. 

37) Employees must never carry unauthorised passengers, children, or animals in company vehicles.

38) Any fines incurred through the wrongful or illegal use of company vehicles will be borne by the driver of the vehicle.

39) Company vehicles may not be used for any purpose other than company business.

40) Drivers of company vehicles are employed based on their experience and knowledge, it is therefore their responsibility to ensure the vehicle complies with any legal requirements, and to notify the company of any non-compliance immediately. 

41) Any employee employed wholly or partly as a driver, who is disqualified from holding a licence other than on medical grounds, is likely to be subject to the formal disciplinary procedure and is likely to be dismissed.

42) Any driver who attempts to drive for the company whilst disqualified, for whatever reason, or who fails to notify the company of their disqualification, will be the subject of disciplinary action for gross misconduct.

43) All pallets in daily use remain the property of the company/the customer. They must be accounted for and not disposed of for personal gain.

44) Proof of Delivery (POD) Certificates must be completed at each delivery/collection by obtaining legible signatures and printed names on every occasion.  Employees unable to obtain signatures must notify the office before delivery/collection is made.  POD’s must be returned to the office as soon as possible.  In the event that a POD is returned to the company without a legible signature and printed name this may result in disciplinary action and/or a deduction from wages in respect of any losses the company may suffer.

45) Fuel/Refuelling: All fuel is to be obtained by use of the company fuel card only. A valid receipt must support any fuel purchased and must be submitted to the company as instructed.  Any fuel purchase card issued remains the property of the company and may only be used for purchase of fuel connected with the business of the company.  The card must be returned to the company on termination of employment.  Any misuse will be regarded as gross misconduct. 

46) Personal auxiliary equipment must not be fitted in or on the vehicle without management approval.

47) In the event of any accident involving a company vehicle, the employee concerned must make a full, honest, written report of the incident, whether personal injury or vehicle damage is involved.

48) Speed limits on all roads must be obeyed.

49) Drivers should ensure they always carry their digital driver card, even when using a vehicle that is not equipped with a digital tachograph. 

50) Company vehicles are equipped with cameras and security devices that are positioned to monitor the vehicle and/or its immediate surroundings. Vehicle monitoring is carried out to safeguard the security and health & safety of both the employee and any third party, however any relevant information may be used for disciplinary purposes where applicable.   

51) Drivers of company vehicles are expected to act responsibly with regards to their own personal safety, the safety of any goods or equipment carried and the safety of their vehicle. Drivers are reminded that they should not discuss or disclose details regarding the nature of the goods loaded on their vehicle or the routes or stopovers they anticipate using and vehicles should be always secured.

52) Any driver who is summoned to appear at a Driver Conduct hearing must notify the company immediately and give information as to the reason for the hearing.  It is accepted by the company that until the conclusion of a Driver Conduct hearing the employee will still be permitted to drive in accordance with the entitlement however the company encourages open communication in relation to a Driver Conduct hearing in order that it may assist the employee, where possible and if appropriate in defence of the allegations.  If notification of a Driver Conduct hearing is not provided then the company may invoke the Disciplinary Procedure.  

53) Drivers who qualify for overnight subsistence are required to collect receipts or photographic evidence of expenditure during the qualifying journey. Failure to obtain suitable evidence or failure to comply with the company checking system when requested may result in the overnight subsistence payment becoming subject to tax and national insurance and/or disciplinary action in accordance with the company disciplinary procedure.

COMPANY RULES APPLICABLE TO HGV DRIVERS

54) When using a tachograph device, the correct mode should be selected to record the appropriate activity with Rest, Breaks and Periods of Availability planned and recorded to maximise vehicle utilisation and driver availability. Any employee found abusing the legal rules and regulations applicable to their duties will be subject to disciplinary action which may result in suspension and/or dismissal in accordance with the company disciplinary procedure. 

55) Drivers of company vehicles are expected to have an overnight bag with them at all times to meet customer needs should there be unforeseen delays or accidents. The company will endeavour to give notice of nights away required wherever possible.

56) Drivers who fail to hand in tachograph cards or download digital cards on termination of employment will be reported to the Traffic Commissioner and final wages may be withheld until the download is completed, and cards returned.

COMPANY RULES APPLICABLE TO ADMIN ASSISTANT/FINANCE ADMINISTRATOR

57) Company paperwork and/or computer records/access codes are confidential and must be treated with care and stored carefully when not in use.

COMPANY RULES APPLICABLE TO OFFICE MANAGER

58) The Office Manager is to ensure that invoices/statements are produced, checked, and distributed on time.

59) The Office Manager is required to record and check that any petty cash is correctly administered.

60) The Office Manager will ensure that the office is kept clean and tidy and work produced is correctly checked and administered.

61) The Office Manager is required to ensure that the required records are kept correctly and administered in connection with VAT and PAYE and any returns are completed on time.



COMPANY RULES APPLICABLE TO NOMINATED TRANSPORT MANAGER

62) The Nominated Transport Manager will ensure the maintenance of the company’s vehicles, including the inspection of vehicles at the appropriate time together with action to remedy defects found.  Safety Inspection records are received before the vehicle is returned.  Safety Inspection records are checked against work completed and any monitored items outstanding.

63) The Nominated Transport Manager will ensure that drivers promptly report and record all vehicle defects.  NIL defect reports are to be completed and all reports handed in daily.

64) The Nominated Transport Manager will ensure that maintenance records are compiled, are accurate and are stored for a period of not less than 15 months.

65) The Nominated Transport Manager will ensure that arrangements are made and drivers are trained to avoid vehicles being overloaded.

66) The Nominated Transport Manager will ensure that vehicles authorised on the Operator’s Licence are kept at the operating centre when not in use.

67) The Nominated Transport Manager must notify the Traffic Commissioner in writing of all prosecutions concerning the company, the drivers and himself within 28 days of the court hearing.

68) The Nominated Transport Manager must notify the Traffic Commissioner immediately if he resigns from the company.

69) The Nominated Transport Manager will ensure that Drivers Tachograph Cards are downloaded, vehicle Tachograph Units are downloaded, and all data analysed as per company instructions.  Infringements: Arrange to meet with the driver to discuss the report.  If the driver fully understands how the contraventions have occurred, then request he signs and dates the report accordingly.  If the driver does not understand then give a verbal explanation, record the details and both parties should sign the report.  Copies of the records should be given to the driver, if requested.  To ensure the driver has fully understood, review the situation before the next analysis.  
Transport Undertakings will be held liable for drivers’ offences unless they can demonstrate that:

· Drivers have been properly instructed.
· The work was properly organised.
· Regular checks had been made to ensure compliance.
· No payments (such as bonus) were made to encourage infringements.





COMPANY RULES APPLICABLE TO TRANSPORT MANAGER SUPPORT ASSISTANT

70) [bookmark: _Hlk76026046]The Transport Manager Support Assistant will ensure the maintenance of the company’s vehicles, including the inspection of vehicles at the appropriate time together with action to remedy defects found.

71) The Transport Manager Support Assistant will ensure that drivers promptly report and record all vehicle defects.

72) The Transport Manager Support Assistant will ensure that maintenance records are compiled, are accurate and are stored for a period of not less than 15 months.

73) The Transport Manager Support Assistant will ensure that arrangements are made, and drivers are trained to avoid vehicles being overloaded.

74) The Transport Manager Support Assistant will ensure that vehicles authorised on the Operator’s Licence are kept at the operating centre when not in use.

COMPANY RULES APPLICABLE TO THE YARD SUPERVISOR 

The Yard Supervisor will be responsible for the Yard Checks on all Trailers.

75) All pallets/storage boxes/sheets etc. in daily use remain the property of the company/the customer, and must be accounted for, and not disposed of for personal gain.

76) When using a Fork-Lift Truck or mechanical loading device, defect reporting and maintenance duties should be done as per company procedure. 

77) Ensure that all goods received into the Yard are checked carefully and any damages and/or shortages are recorded on the delivery notes at the time together with a legible signature.

78) Ensure that all goods leaving the Yard are checked carefully onto vehicles and any damages and/or shortages are recorded on the despatch notes at the time together with a legible signature.

79) Ensure that all goods loaded at the Yard are properly secured.  

COMPANY RULES APPLICABLE TO TRANSPORT TEAM MANAGER/TRANSPORT PLANNER 

80) Plan and manage own fleet, dedicated and sub-contract hauler routes and loads – issue instructions and communicate nature of work.

81) Maintain high levels of customer satisfaction - keep in regular contact with drivers, customers and subcontractors.

82) Ensure maximum use of resources in a cost-effective manner – Proactively work to reduce late deliveries and missed time slots.

83) Minimise fuel costs and maximise driver hours through forward planning, back-loading, and identifying areas of cost saving – strong organisational skills.

84) Brief and debrief drivers – ensure WTD and Tachograph requirements and AdBlue usage and control.

85) Ensure enquiries, pricing requests and quotes are cost-effective and responded to in good time.

86) Achieve agreed contractual KPI’s, financial and service goals for the company.

87) Keep up to date with current legislation regarding Road Haulage regulations.

88) Use company software and systems to ensure efficient operations.

89) Managing subcontractors.

90) Prioritise workload and able to work flexibly and make decisions quickly.

COMPANY RULES APPLICABLE TO FINANCE MANAGER

91) The Finance Manager is to ensure that invoices/statements are produced, checked, and distributed on time.

92) The Financed Manager is required to record and check that any petty cash is correctly administered.

93) The Finance Manager will ensure that the office is kept clean and tidy and work produced is correctly checked and administered.

94) The Finance Manager is required to ensure that the required records are kept correctly and administered in connection with VAT and PAYE and any returns are completed on time.

95) Company paperwork and/or computer records/access codes are confidential and must be treated with care and stored carefully when not in use.
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