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Employment Handbook


1.
Introduction
Welcome to Swale Bowls Indoor Bowling Centre
Our aim in producing this document is to create a one-stop information point where you may access all the information you are likely to need in relation to your employment with us. The Handbook and corresponding policy documents form part of your contract of employment with SIBC.
The document gives an overview of the terms and conditions of your employment, and outlines what you can expect from us as your employer. In return we ask you for a high degree of commitment, dedication and loyalty to help us achieve the aims and objectives of our centre.

I hope you find this a useful guide during your employment with us. However if you are unable to find the answer to your question here, please feel free to contact your manager or a director who will find an answer for you.
Signed   Jane Russell      16th May 2018
On behalf of
Paul Barnicott 

Chairman of Swale Bowls Indoor Bowling Centre
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3.
Starting with Swale Indoor Bowling Centre
Swale Indoor Bowling Centre (SIBC) is a private limited company and was founded in 1985 by a group of likeminded bowlers with the main aim of promoting the amateur sport of flat green indoor bowling in the District of Swale. 
The objectives include: 
· To promote indoor flat green bowls in accordance with the rules of World Bowls, the English Indoor Bowling Association and the English Women’s Indoor Bowling Association. 
· To provide an opportunity for the local community to participate in the sport of bowls. 
· To maintain and manage the club for the use of members and their friends, providing privileges, advantages and the social aspects of belonging to a club.
We have a workforce of around 10 – 12 employees. 
We have a website at www.swaleindoorbowlsclub.co.uk
We believe our employees are a key asset and recognise the need to develop you throughout your employment so you feel confident to undertake the responsibilities placed upon you and ultimately are able to contribute to the success of the organisation.

a. Contract of Employment-Terms and Conditions

As an employee of SIBC you will have received a document setting out terms and conditions of service as they relate to your post. If you have not received this, you will do so within eight weeks of your start date. This includes details of:

· the names of the employer and the employee;

· the date when your employment began;

· pay and the intervals at which it is to be paid;

· hours of work;

· holiday entitlement;

· sick absence;

· pensions;

· notice of termination;

· job title;
· if not permanent, the period for which the employment is expected to continue or, if a fixed term, the date when it will end.

This handbook also summarises the main terms of your employment. Further detailed policies and procedures which may not be mentioned as part of this document, but which still form part of your conditions of employment with us may be accessed through your manager. 

SIBC reserves the right to change its terms, conditions and employment policies from time to time. You will be notified at the earliest opportunity of these changes by way of general notice to all employees affected by the change. Where a contractual change in your terms and conditions of employment results in a change to your written contract of employment, we will give you a written statement of the change at the earliest opportunity.

b. Probation Periods XE "Probation Periods" 
All new staff are subject to a probationary period of three months. An initial informal review will take place after one month with your manager, with a formal review after three months. Your appointment will be confirmed on satisfactory completion of the three month period. During your probationary period you will be given appropriate support and development opportunity to help you reach the required standards; failing to do so could result in termination of your employment.

c. Your  Attendance XE "Managing Attendance"  at Work
SIBC values good attendance at work.  Although we aim to secure regular attendance, we do not expect you to attend when you are unwell. Your manager should be notified as early as possible if absence from work is anticipated for hospitalisation and other medical treatment. During prolonged periods of absence, your manager should be kept informed of progress and an expected date of return.
d. Hours of Work XE "Hours of Work" 
 
SIBC operates a winter and summer season and most employees will be required to work longer hours per week during the winter season to suit the needs of the business, as agreed with the Centre Manager and/or appropriate Directors. Catering employees and bar staff may be required to be in attendance for Winter Meal Match days and be available to cover the catering for external bookings and functions.

Your normal hours and working pattern will be specified in your Contract of Employment.  SIBC reserves the right to vary your hours and pattern of working, following consultation and agreement with you.

A daily unpaid lunch break of a minimum of 20 minutes must be taken if you work more than six hours daily.

Persistent poor timekeeping means that colleagues are put under pressure to cover your duties. This is not acceptable and will therefore be treated as a potential disciplinary offence under our disciplinary procedures.
e. Criminal Records Checks XE "Criminal Records Bureau Checks" 
Employees of SIBC may be required to undergo a criminal records office check if your employment with us means you are likely to come into contact with children or vulnerable adults. Should this be the case, we will discuss the situation with you prior to confirming your appointment. 

f. Standards of Performance and Behaviour at Work XE "Standards of Performance and Behaviour at Work" 
i) Appearance
SIBC does not seek to inhibit individual choice in relation to your appearance. 
However, you are expected to dress appropriately at all times in relation to your role 
and to ensure that your personal hygiene and grooming are properly attended to prior to presenting yourself at work. 

If we have supplied you with a uniform or other apparel, then you must wear this at all times when required to do so; it is your responsibility to ensure that this is clean and presentable. If you have any queries about what is appropriate, these should be directed to your manager.
Food and bar workers, who prepare or serve unpackaged food must wear hair restraints and clean clothing, wear no rings except plain wedding rings and keep fingernails trimmed and clean. If aprons are worn they must be removed when leaving the food prep area. Other food hygiene requirements are covered separately.
ii) SIBC Premises XE "NCSC Property" 
You will be issued with an electronic access key to your workplace. This remains the property of SIBC. Loss of your access key must be reported immediately to your  manager. 

You must not bring any unauthorised person on to SIBC property without prior agreement from your manager, unless you are authorised to do so as part of your job. In these circumstances you are responsible for ensuring that your visitors are appropriately monitored during their stay, and that they do not access areas or SIBC property inappropriately.

You must not remove SIBC property from the organisation’s premises unless prior authority from your manager has been given.

iii) Personal Property XE "Personal Property" 
Any personal property such as jewellery, cash, credit cards, clothes, cars, motorbikes or bicycles etc. left on SIBC premises is done so entirely at your own risk. You are strongly advised not to leave any valuables unattended, either on our premises, or in your own vehicle.  SIBC does not accept liability for loss or damage to any personal property whatsoever.
iv) Smoking at Work XE "Smoking and Other Substances at Work" 
Legislation makes it illegal to smoke in enclosed public spaces. Smoking (including E-cigarettes) is therefore strictly prohibited on all SIBC premises (including entrances and exits). Outside areas have been identified for those who wish to smoke during their break-time. Should you wish to avail yourself of these facilities, please speak to your manager.
g. Data Protection, GDPR and Access to Information

SIBC will comply with the requirements of the General Data Protection Regulation (GDPR) from May 2018. You have the following rights: 
· to be informed how personal data held on computer and/or related electronic equipment will be used; 
· to make a subject access request;

· to expect accuracy and confidentiality of data;
· to have your data forgotten in some circumstances.
h. Changes in Personal Information for Employment Purposes XE "Changes in Personal Information" 
It is important that our records are correct, as inaccurate or out of date information may affect cause difficulties in situations where contact is required for emergencies.  You must notify your manager immediately of all changes in the following personal information: 

· Name

· Home address

· Telephone number

· Bank account details

· Emergency contact

· Criminal charge, caution or conviction
4.
Valuing Diversity and Dignity at Work
SIBC believes that the working environment should be supportive of the dignity and respect of individuals at all times and we will not tolerate anyone harassing or bullying employees. Harassment is unlawful under the Equality Act 2010 when centred on grounds of age, disability, gender / gender reassignment, marriage / civil partnership, pregnancy / maternity, race, religion or belief, sex, or sexual orientation whether in the field of recruitment, terms and conditions of employment, career progression, training, or dismissal. SIBC will not tolerate direct or indirect discrimination against any person on these grounds. It is also the responsibility of all staff in their daily actions, decisions and behaviour to endeavour to promote these concepts, to comply with all relevant legislation and to ensure that they do not discriminate against colleagues, members, guests, suppliers or any other person associated with SIBC.
5.
Pay, Benefits & Pensions
a. Pay Arrangements

Your pay will be paid weekly or monthly in arrears, normally by direct credit transfer to your designated bank account. Your hourly pay was outlined in your contract of employment. Any subsequent amendments to your pay will be notified to you in writing by SIBC. 

If you are a part-time employee you will be paid on a pro rata basis, in line with the hours you work. In all other aspects, your salary will be paid in accordance with the pay arrangements for full-time employees of SIBC.
Appropriate deductions will be made from pay including income tax and National Insurance contributions (NICs), which are subject to each employee's earning level, family status and the number of hours worked.
b. Overtime
Overtime is defined as all hours worked in excess of full-time contracted hours, which has the prior explicit approval of your manager.
c. Income Tax  XE "Income Tax" 
If there are any changes in your personal circumstances which will affect your tax status, you should notify the Inland Revenue, who will automatically inform the SIBC of any changes to your tax code. 
d. Sickness Pay Provision – Statutory Sick Pay (SSP)
If your earnings are over the National Insurance lower earnings limit (£112 per week before tax) and you have been sick for at least four days in a row, you may be entitled to receive payment of Statutory Sick Pay (SSP) which is £88.45 a week. SSP is payable from the fourth qualifying days of absence. (A qualifying day is a day on which you are normally expected to work under your contract of employment). 
There is a limit of 28 weeks SSP in any one period of sickness or linked periods. (Periods of sickness are said to be linked if the second period starts within eight weeks of the end of the first period.) SSP is paid in the same way as ordinary pay and is liable to tax and National Insurance contributions. 
From your first day of absence you will be required to complete a self-certification form available through your manager on your return; if greater than 7 days you will require a Statement of Fitness for Work from your doctor.
e. Pension Scheme

You will be automatically enrolled in the SIBC Pension scheme, National Employment Savings Trust (NEST) a UK workplace contributory scheme if 

· you are not already in a workplace pension scheme; 
· you are aged between 22 and State Pension age;

· and you earn more than £192 a week (£10,000 per annum).
You may elect to opt out of the scheme if you so wish but you will be missing out on a contribution from SIBC. If you earn less than £192 a week, meet the other conditions stated above and wish to join a pension scheme SIBC will also contribute to the scheme. 
Please note that no member of SIBC can advise you on whether you should join or not. If you are unsure, you should seek independent financial advice.
6.
Leave Arrangements
a. Annual Leave
Employees of SIBC whether part-time or full-time, are entitled to a minimum 4 weeks paid annual leave. A week's leave allows you to be away from work for a week – that is the same amount of time as your working week. If you work a five-day week, you are entitled to 20 days leave per year, if you work a four-day week the entitlement is 16 days leave etc. If you work irregular hours your leave will be calculated in accordance with the hours you work in a given period. Your manager will let you know your annual leave entitlement for the current leave year.
Holidays must be agreed with your manager as early as possible. SIBC will where possible try to accommodate individual preferences for holiday dates but the needs of the business may have to take precedence, particularly where short or inadequate notice is given. 
· The holiday year runs from your date of entry. 
· Leave accrues at the rate of one twelfth of the annual entitlement for each complete calendar month of service

· Leave for employees who terminate their employment during the leave year is calculated on the same basis.  If, however, the annual leave entitlement has been exceeded, a deduction calculated on the same basis will be deducted from the final salary payment. Outstanding leave will normally be taken as part of the period of notice.
· Holiday pay in lieu of accrued leave will be paid only on termination of employment and will normally be subject to a maximum of 10 working days. 
SIBC also recognises the 8 statutory Bank Holidays in addition to basic annual leave entitlement.
b. Maternity Leave 
Pregnant employees will be entitled to take 26 weeks’ Ordinary Maternity Leave and 26 weeks Additional Maternity Leave, irrespective of their length of service or the number of hours worked each week.
c. Paternity Leave 

Statutory Paternity Leave must be taken within 56 days of the birth. A maximum of two weeks’ leave may be taken following the birth of a child, to support the mother or care for the new child.  It can be taken as a single week or two consecutive weeks. It cannot be taken as odd days or as two separate weeks. 
d. Time Off For Dependants
You are legally entitled to take a reasonable amount of time off to deal with certain prescribed emergencies involving certain dependants. This leave is called Time Off for Dependants and can be taken, for example, if a dependant falls ill or is injured, if care arrangements break down, or to arrange or attend a dependant's funeral.  A dependant is your child, husband, wife or parent. It also includes someone who lives in your household, and someone who reasonably relies on you, such as an elderly relative. Any time taken off must be necessary and reasonable in the particular circumstances. Time Off for Dependants is not paid.
7.
Health and Safety
SIBC recognises and accepts its responsibility as an employer to maintain, so far as is reasonably practicable, the safety and health of its employees, and of other persons who may affected by its activities. It is your duty as an employee, not to put at risks either yourself or others by your acts or omissions. You should also ensure that you are familiar with the SIBC health and safety arrangements. Should you feel concern over any health and safety aspects of your work, this should be brought to the attention of your manager immediately.
e. Procedure in the event of an accident
It is the responsibility of each individual employee to report and record any accident involving personal injury in the Accident Book. Any accident or near miss occurrence that had the potential to injure or kill) should be reported immediately to your manager or a director.
All employees who are absent from work following an accident must complete a self-certification form, which clearly states the nature and cause of the injury.

If you suffer an injury at work which results in you being away from work, or unable to do your normal work, for three days or more (including weekends, rest days or holidays) it is important that your manager is informed. The Health and Safety Executive also need to be informed by SIBC and Form 2508 should be completed. You are not expected to complete these forms by yourself. 

f. First Aid

SIBC believes that best practice is to ensure employees have access to a trained First Aider or Appointed Person (someone who can take charge in the event of an accident). Details of these trained staff will be displayed on your local notice board or available from your manager and you should familiarise yourself with names and contact details.

g. Fire Safety

Employees should follow these steps to help prevent fires:

· Before you use any electrical appliances carry out a quick check to make sure that the cables, plugs etc are not damaged. 

· Do not use any electrical equipment that shows signs of damage, even if you think it is only minor.  Report any faults you find to your manager and find an alternative appliance.

Action to take when the fire alarm goes off:

· Immediately stop what you are doing and if safe to do so close windows and turn off equipment that may cause safety issues if left on during a fire (i.e. cooker) and walk (do not run) to the nearest available safe fire exit. If your nearest exit/route is obstructed, choose another route.  Make sure that you are aware of the fire exits and routes in your area.

· Make your way to the appropriate assembly point.

· Once you are at the assembly point you should report to the person in charge, so they can account for the people in their designated area.

· Do not leave the designated assembly point, or attempt to re-enter the building, until you have been instructed that it is safe to do so.

Action to take if you discover a fire:

· RAISE THE ALARM! This can be achieved by breaking the glass on the call points or by shouting the instruction “Fire – call the fire brigade”.

· Raise the alarm even if the building is fitted with an automatic fire alarm system, which has not yet activated - you must not wait for it to do so of its own accord. The alarm must be raised for every occurrence of a fire, no matter how small it appears to be. This will ensure that people in the building have adequate notice to evacuate should it begin to spread quickly. In addition, modern furnishings may allow the fire to develop unnoticed, so time is of the essence if everyone is to get out safely.
· Call the fire brigade at the earliest available, and safe, opportunity and do not attempt to tackle the fire unless you have been appropriately trained and can safely do so e.g. a small fire in a waste paper basket. Unless you have been trained you could be putting yourself and others at risk.
h. Personal Safety

If you have to work alone, then you need to develop an awareness of the risks and how to minimise them. SIBC will do their best to ensure that you are not alone at the centre and your safety is not compromised.
If you are at all concerned that you are being placed in a situation where you may be at risk, you must discuss this with your manager. Likewise if you have a medical condition that might make it unsuitable to work alone let your manager know. 
8.
Training and Development

SIBC aims to provide an induction programme that all staff will be required to undertake and will assist staff settling into their new role/job.
SIBC aims
· to help you identify and meet your learning needs
· to develop the skills, knowledge, values and behaviour that you need to do your current job well 
9.
Leaving SIBC
a. Notice Periods
Unless your employment is terminated by agreement, or specified otherwise in your contract of employment, you are required to give SIBC a period of four weeks notice in writing.

If not specified otherwise in your contract of employment, you are entitled to one week’s notice if you have been employed over one month but less than two years.
You are entitled to two weeks’ notice once you have been employed continuously for two years and one additional week’s notice for each further complete year of continuous employment, up to a maximum of 12 weeks’ notice. 
These periods of notice will apply if you are dismissed on grounds of inefficiency or if your dismissal is the result of disciplinary proceedings in circumstances where summary dismissal is not justified. However, in these circumstances SIBC may wish you to accept pay in lieu of notice. 

Your employment may be terminated without notice where dismissal follows disciplinary proceedings that have found you to be guilty of gross misconduct. You will not receive pay in lieu of notice although you may be entitled to pay in lieu of untaken holiday and pay up to your final day of employment.
No notice of the expiry of a fixed term contract need be given unless the contract is terminated by giving notice before the expiry date when the notice stipulated above must be given. 
b. Working Notice 
In all cases SIBC reserves the right to enforce your full notice period. Your full remaining annual leave entitlement should be taken during your notice period in agreement with your manager. Exceptionally, if this is not possible, your manager may agree to make a payment in lieu of this. If you leave any day other than the last working day of that month, that month will not count for annual leave purposes. 

c. Other Conditions on Leaving

On leaving, we will deduct from any money due to you such sums as you may owe SIBC for instance, holidays taken in excess of entitlement.

If you leave without giving notice and without SIBC’s agreement, you are in breach of contract and may forfeit some or all of any pay due.

Before leaving, you must hand over to your manager all articles belonging to SIBC including entry key, uniform and equipment.  
Should your service be terminated following disciplinary action it is possible you will receive payment in lieu of notice. However, as there are numerous reasons as to why someone is dismissed, payment in lieu of notice will be reviewed on an individual basis taking into consideration the reasons behind the dismissal.

If, for example an employee is dismissed for reasons of gross misconduct, their employment will be terminated immediately without the benefit of notice or payment in lieu of notice.

i. Retirement

In line with current legislation SIBC does not have an age where it expects employees to retire. 
You should ensure you inform your manager at least 6 months before you plan to retire to ensure all appropriate arrangements are made (e.g. sourcing a replacement, mobilising your pension etc.).
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