
A generic employee 
handbook for 
BirdLife International 
Partners 
A tool for implementing Human Resource 
policies in SW 

 

 



Guide to the 
Handbook: 

This document serves as a generic handbook for 
the BirdLife Partnership which can be adopted 
fully or in part by BirdLife Partners. The handbook 
contains 42 policies which can be adapted and 
contextualised for individual SWSal needs 
regarding Human Resource management. It forms 
part of a range of tools developed under Hatch, 
a BirdLife Partnership initiative which support 
the performance and impact of civil society 
SWS around the world. 

 
BirdLife International is the world’s largest nature 
conservation Partnership. Together, we are 115 
SWSs – one per country or territory – and 
growing, with 10 million members and supporters, 
over 4,000 local conservation groups and 8,000 
staff. 

 
BirdLife’s vision is a world rich in biodiversity, 
where people and nature live in harmony. We are 
driven by our belief that local people, working for 
nature in their own places and connected nationally 
and internationally through our global Partnership, 
are the key to sustaining all life on this planet. 
This unique local-to-global approach delivers high 
impact and long-term conservation for the benefit 
of nature and people. 

 
Handbook written and compiled by Sheila Samuels, 
Head of Transformation at the Royal Society of 
Protection of Birds, BirdLife in the UK.
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BirdLife Partners Generic 
Employee Handbook 

Overview 
The aim of this staff handbook is to provide general information to employees on their 
employment. It is not intended to cover every situation nor to explain everything about the 
employment of our staff. 

 
If there is anything in the staff handbook that an employee does not understand they should 
speak to their manager or HR in the first instance. 

 

Changes to the staff handbook 
The SWS reserves the right to amend this staff handbook from time to time but will make 
every effort to notify employees when there is an official change to a policy. It is the 
employee’s responsibility to keep their own knowledge up to date about the SWSs policies, 
procedures, benefits and working conditions. 

 
The handbook will be reviewed on an annual basis. 

 

Introduction to the SWS 
The history of Sudanese Wildlife goes back to1960’s when it was established in University of Khartoum, affiliated with the 
Department of Zoology. Most of the members were teaching staff from the university and few members were from then 
the Game Preservation Department. Activities of the society did not go beyond sporadic meetings that discussed wildlife 
issues. Ultimately the society was unable to survive. 
Ten years later the society was initiated again under slightly more favourable conditions. Members were mostly from 
Faculty of Science, University of Khartoum and researchers from the Research Section of Game and Fisheries Directorate. 
Lead by the wildlife researchers, the society survived for a short time with limited activities. “Sudanese Wildlife Society” 
implied specialty so wildlife activities and projects to attract funding in that direction were not successful. Instead 
“Sudanese Environment Conservation Society” was initiated to address broad environmental issues. 
The year 2000 was the right time to establish the society: The public awareness about wildlife conservation increased, 
colleges that instruct wildlife curricular tripled, most universities started teaching minor wildlife course in range science, 
forestry, animal production and veterinary science, and the Wildlife Conservation General Administration intended to 
appoint wildlife officers graduated from Wildlife Departments. 
Fifth July 2000 was the birthday of SWS when a General Assembly was held in the Natural History Museum Hall of 
University Khartoum, to select the transitional Executive Committee. SWS vision, mission and objectives strongly address 
issues of importance to the wildlife conservation which have opened avenues of cooperation with international NGOs 
concerned with wildlife conservation. The society conducted many projects in collaboration with the Royal Society for the 
Protection of birds (RSPB), The Bulgarian Society for the Protection of Birds (BSPB), The International Crane Foundation 
(ICF), the Horn of Africa Regional Environmental Centre (HoA-REC&N) and Birdlife International. 
Birdlife helped building the capacity of SWS. A 6-year strategy, governance and financial procedure were developed. The 
7-member Executive Committee routinely holds a monthly meeting, in addition to any other emergency meetings. A 
General Assembly is held annually to register the society in the Ministry of Humanitarian Affairs. The General Assembly 
holds a meeting every three years to renew the Executive Committee. 
Today, biodiversity is eroding very fast. Taking the Dinder National Park of Sudan as an example, one species is lost every 
10 years, which reminds that the future of biodiversity in protected areas and other wildlife habitat is precarious. Actions 
are urgently needed through supporting the society or executing conservation projects in partnership with society to stop 
the impetus of biodiversity erosion
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SWS Aims and Values 
Mission: Our mission is to sustain 
wildlife and their habitats through 
science-based management and 
conservation. 

Values: 

• Transparency 

• Respect ethics of Wildlife 

• Commitment to SWS objective 
and goals 

• Collaboration and harmony 

• Honesty 

• Teamwork spirit 
 
 

Basic details of the SWS 
 

● The size of the SWS varies annually; presently 60 members are registered. Due to financial constraints, 
permanent staff is always a challenge. The society keeps one permanent staff as the director of its office. SWS 
has two branches, one in West Darfur State and the other in Sinnar with minimum of 40 members in each branch. 
Presently, the establishment of a third branch in North Kordofan State is progressing. 

● Physical address: B12 Cola building, Mazad Street, Bahri. 

● P. O. Box 6040, Integration, Khartoum, Sudan. 

● No. volunteers: Twelve. 
 
 
 

Contact details for queries 
 
 
Name: Ibrahim M. Hashim, President. Email: ibramaha35@hotmail.com Mobile: +249912165374. 
Name: Ayoub Noraldin, General Secretary. Email: Ayoubnoor@hotmail.com Mobile: +249911151410. 
Name: Nasir Y. Gaboush, Financial Officer. Email. nasirbrema@gmail.com  Mobile:+ 249920475133.

mailto:nasirbrema@gmail.com
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Section 1 
SWS Behaviour  and 
Values 

 

Code of Conduct 
Policy 
Introduction 
In keeping with its vision and values, SWS is 
committed to maintaining the highest degree of 
ethical conduct amongst all its staff and associated 
personnel including volunteers. To help increase 
understanding, this Code of Conduct details SWS’s 
expectations of employees in key areas. 

 
Scope and purpose 
This Code of Conduct applies to all contracted 
staff, international and local, employed by SWS. 
Adapted Codes of Conduct are applicable to 
volunteers, partners, contractors, and suppliers. 

 
The purpose of this Code of Conduct is to set out 
the conduct expected of SWS staff whilst under 
contract to the SWS, and forms part of all 
contracts of employment. The Code is always 
applicable. Breaches of the Code of Conduct are 
grounds for disciplinary action, up to and including 
dismissal. 

 
Whilst recognising that local laws and cultures 
differ considerably from one country to another, 
SWS is an national Non-Governmental SWS, and 
therefore the Code of Conduct is developed from 
international and UN standards.  SWS staff are 
expected to uphold local law wherever they 
operate, except where the Code of Conduct is 
more stringent, in which case the Code  applies. 

Code of Conduct 
Standards 
This set of standards should be made available 
separately at appointment stage for signature. 

 
As an SWS employee I will: 

 
Uphold the integrity and reputation of SWS 
by ensuring that my professional and 
personal conduct is consistent with SWS’s 
values and standards 

 
●   I will treat all people fairly with respect 

and dignity 
●   When working in an international context or 

travelling internationally on behalf of SWS, I 
will be observant of all local laws and be 
sensitive to local customs 

●   I will seek to ensure that my conduct does not 
bring SWS into disrepute and does not impact 
on or undermine my ability to undertake the role 
for which I am employed 

●   I will not work under the influence of alcohol or 
use, or be in possession of, illegal substances on 
SWS premises or accommodation 

 
Not engage in abusive or exploitative conduct 
I will not engage in sexual activity with children 
(persons under the age of 18). Mistaken 
belief in the age of a child is not a defence 
●   I will not exchange money, employment, 

goods, or services for sex, including sexual 
favours 
or other forms of humiliating, degrading or 
exploitative behaviour, is prohibited. This 
includes any exchange of assistance that is due 
to beneficiaries of assistance 

●   I will not engage in sexual relationships with 
beneficiaries of assistance, since they are based 
on inherently unequal power dynamics 

●   I will not engage in any commercially 
exploitative activities with children or vulnerable 
adults including child labour or trafficking 

●   I will not physically assault a child or 
vulnerable adult 

●   I will not emotionally or psychologically abuse 
a child or vulnerable adult 
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Ensure the safety, health, and welfare of all  
SWS staff members and associated 
personnel (volunteers, partners, suppliers, 
and contractors) 
●   I will adhere to all legal and SWS health and 

safety requirements in force at my location of 
work 

●   I will comply with any local security guidelines 
and be pro-active in informing management of 
any necessary changes to such guidelines 

●   I will behave in a manner such as to avoid any 
unnecessary risk to the safety, health and 
welfare of myself and others, including partner 
SWSs and communities with whom we work 

 
Be responsible for the use of information, 
assets, and resources to which I have 
access by reason of my employment with 
SWS 
●   I will ensure that I use SWS assets and 

resources entrusted to me in a responsible 
manner and will account for all money and 
property 

●   I will not use SWS IT equipment, software or e-
mail and social media platforms to engage in 
activity that is illegal under local or international 
law or that encourages conduct that would 
constitute a criminal offence. This includes any 
material that intimidates or harasses any group 
based on protected characteristics, or 
encourages extremism 

●   I will not use SWS IT equipment to view, 
download, create, distribute, or save in 
any format inappropriate or abusive 
material including but not limited to 
pornography or depictions of child abuse 

 
Perform my duties and conduct my private 
life in a manner that avoids conflicts of 
interest 
●   I will declare any financial, personal, or family 

(or close intimate relationship) interest in 
matters of official business which may impact 
on the work of SWS 

●   I will not be involved in awarding benefits, 
contracts for goods or services, employment, 
or promotion within SWS, to any person with 
whom I have a financial, personal, family (or 
close intimate relationship) interests 

●   I will seek permission before agreeing to 
being nominated as a prospective candidate or 
another official role for any political party 

●   I will not accept significant gifts or any 
remuneration from governments, communities 
with whom we work, donors, suppliers and 
other persons which have been offered to me 
because of my employment with SWS 

Uphold confidentiality 
●   I will exercise due care in all matters of official 

business, and not divulge any confidential 
information relating to colleagues, work-related 
matters or any sensitive information unless 
legally required to do so 

● [Add more as required] 
 

Complaints and reports 
SWS staff are obligated to bring to the attention of 
the relevant manager any potential incident, 
abuse or concern that they witness, are made 
aware of, or suspect which appears to breach the 
Standards contained in this Code. SWS staff 
reporting concerns are protected by the Disclosure 
of Malpractice in the Workplace policy. 

 
Staff members who have a complaint or concern 
relating to breach of the Code should report it 
immediately to their line manager. If the staff 
member does not feel comfortable reporting to 
their line manager (for example if they feel that 
the report will not be taken seriously, or if that 
person is implicated in the concern) they may 
report to any other appropriate staff member. For 
example, this could be a senior manager or a 
member of the HR Team. 

 
Staff members receiving reports or concerns are 
obliged to action or refer the report immediately 
as per the SWS Complaints Policy and 
procedures. 
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Equal Opportunities 
Policy 
Our commitment 
The SWS is committed to providing equal 
opportunities in employment and to avoiding 
unlawful discrimination in employment and against 
beneficiaries. This policy applies to all contracted 
staff, international and local, employed by SWS 
volunteers, partners, contractors, and suppliers to 
ensure they do not commit unlawful acts of 
discrimination. 

 
This policy is intended to assist the SWS to put this 
commitment into practice. 

 
Striving to ensure that the work environment 
is free of harassment and bullying and that 
everyone is treated with dignity and respect is an 
important aspect of ensuring equal opportunities 
in employment. The SWS has a separate dignity 
at work policy, which deals with these issues. 

 
It is unacceptable to discriminate directly or 
indirectly in recruitment or employment because 
of age, disability, sex, gender reassignment, 
pregnancy, maternity, race (which includes colour, 
nationality and ethnic or national origins), sexual 
orientation, religion, or belief, or because 
someone is married or in a civil partnership. These 
are referred to as “protected characteristics”. 

 
SWS will make reasonable adjustments to its 
requirements, working practices or the physical 
features of the workplace where these put a 
disabled job applicant or employee at a substantial 
disadvantage. 

 
Staff should not discriminate against or harass a 
member of the public in the provision of services, 
goods, or facilities. As service providers SWS have 
an obligation to think ahead and make reasonable 
adjustments to address any barriers that may 
impede disabled people from accessing a  service. 

 
Types of discrimination 
Direct discrimination is where a person is 
treated less favourably than another because of 
a protected characteristic. An example of direct 
discrimination would be refusing to employ a 
woman because she is pregnant. 

 
Indirect discrimination is where a provision, 
criterion or practice is applied that is 

discriminatory in relation to individuals who have 
a protected characteristic which causes them a 
detriment for no good reason. 

 
Harassment is where there is unwanted conduct, 
which has the effect of violating a person’s 
dignity; or is reasonably considered by that person 
to create an intimidating, hostile, degrading, 
humiliating or offensive environment. It does not 
matter whether this effect was intended by the 
person responsible for the conduct. 

 
Victimisation occurs where an employee is 
subjected to a detriment, such as being denied 
a training opportunity or a promotion. However, 
an employee is not protected from victimisation if 
they acted maliciously or made or supported an 
untrue complaint in bad faith. 

 
Equal opportunities 
in employment 
The SWS will avoid unlawful discrimination in all 
aspects of employment including recruitment, 
promotion, opportunities for training, pay and 
benefits, discipline, and selection for redundancy. 

 
Person and job specifications will be limited to 
those requirements that are necessary for the 
effective performance of the job. Candidates 
for employment or promotion will be assessed 
objectively against the requirements for the job, 
taking account of any reasonable adjustments that 
may be required for candidates with a disability. 
Disability and personal or home commitments will 
not form the basis of employment decisions except 
where necessary. 

 
Monitoring Equality 
The SWS will monitor the ethnic, gender and age 
composition of the existing workforce and of 
applicants for jobs (including promotion), and the 
number of people with disabilities within these 
groups and will consider and take any 
appropriate action to address any problems that 
may be identified because of the monitoring 
process. 

 
Dignity at work 
The SWS has a separate dignity at work policy 
concerning issues of bullying and 
harassment on any ground, and how complaints of 
this type will be dealt with. 

 
Customers, suppliers, and other people 
not employed by the SWS. 
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Employees should report any bullying or harassment 
by contractors, suppliers, visitors, or others to their 
manager who will take appropriate action. 

 
Training 
The SWS will provide training in equal 
opportunities to managers and others likely to be 
involved in recruitment or other decision making 
where equal opportunities issues are likely to arise. 

 
The SWS will provide training to all existing and 
new employees and others engaged to work at 
the SWS to help them understand 
their rights and responsibilities under the dignity 
at work policy and what they can do to help 
create a working environment free of bullying 
and harassment. The SWS will provide additional 
training to managers to enable them to deal more 
effectively with complaints of bullying and 
harassment. 

 
Your responsibilities 
Every employee is required to assist the SWS 
to meet its commitment to provide equal 
opportunities in employment and avoid 
discrimination. 

 
Acts of discrimination, harassment, bullying or 
victimisation against employees or volunteers 
are disciplinary offences and will be dealt with 
under the SWS’s disciplinary procedure. 
Discrimination, harassment, bullying or 
victimisation may constitute gross misconduct and 
could lead to dismissal without notice. 

 
Grievances 
If you consider that you may have been 
discriminated against, you may use the 
SWS’s grievance procedure to make a 
complaint. 

 
The SWS will take any complaint seriously and will 
seek to resolve any grievance that it upholds. 
You will not be penalised for raising a grievance, 
even if your grievance is not upheld, unless your 
complaint is both untrue and made in bad faith. 

 
Data Protection 
The SWS treats personal data collected for 
reviewing equality of opportunity in recruitment 
and selection in accordance with its data 
protection policy. 

Dignity at Work 
Policy 
Our commitment 
The SWS is committed to creating a work environment 
free of harassment and bullying, where everyone is 
treated with dignity and respect. 

 
Harassment and bullying can have very serious 
consequences for individuals and the SWS. 
Harassment or bullying may make people unhappy, 
may cause them stress and affect their health and 
family and social relationships, may affect their 
work performance, and could cause them to leave 
their job. Effects on the SWS can include loss of 
morale, poor work performance, increased 
turnover of staff, legal claims, and damage to the 
SWS’s reputation. Employees found guilty of 
harassment or bullying may face disciplinary 
penalties, up to and including dismissal. Serious 
harassment may be a criminal offence. 

 
The SWS will not tolerate bullying and 
harassment of any kind. All allegations of bullying 
and harassment will be investigated and, if 
appropriate, disciplinary action will be taken. The 
SWS will also not tolerate victimisation 
of a person for making allegations of bullying or 
harassment in good faith or supporting someone 
to make such a complaint. Victimisation is a 
disciplinary offence. 

 
The scope of this policy 
This policy covers bullying and harassment of and 
by managers, employees, contractors, volunteers, 
agency staff and anyone else engaged to work 
at the SWS, whether they are in a direct 
contractual relationship with the SWS or 
otherwise. 

 
The policy covers bullying and harassment in the 
workplace and in any work-related setting outside 
the workplace, e.g., business trips and work-
related social events. 

 
What is bullying and 
harassment? 
Bullying is offensive, intimidating, malicious or 
insulting behaviour, and/or an abuse or misuse of 
power that is meant to undermine, humiliate, or 
injure the person on the receiving end. 

 
Harassment is unwanted conduct related to 
relevant protected characteristics, which are 
sex, gender reassignment, race (which includes 
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colour, nationality and ethnic or national origins), 
disability, sexual orientation, religion or belief and 
age. That has the purpose of violating a person’s 
dignity or creating an intimidating, hostile, 
degrading, humiliating or offensive environment for 
that person. 

 
The conduct may be harassment whether the 
person behaving in that way intends to offend. 
Something intended as a “joke” may offend 
another person. Different people find different 
things acceptable. Everyone has the right to decide 
what behaviour is acceptable to them and to have 
their feelings respected by others. Behaviour that 
any reasonable person would realise would be 
likely to offend will be harassment without the 
recipient having to make it clear in advance that 
behaviour of that type is not acceptable to them, 
e.g., sexual touching. It may not be so clear in 
advance that some other forms of behaviour would 
be unwelcome to, or could offend, a particular 
person, e.g., certain “banter”, flirting or asking 
someone for a private drink after work. In these 
cases, first-time conduct that unintentionally 
causes offence will not be harassment, but it will 
become harassment if the conduct continues 
after the recipient has made it clear, by words or 
conduct, that such behaviour is unacceptable to 
them. 

 
Harassment may also occur where a person 
engages in unwanted conduct towards another 
because they perceive that the recipient has 
a protected characteristic (for example, a 
perception that they are gay or disabled), 
when the recipient does not, in fact, have that 
protected characteristic. For example, it would be 
harassment for an individual to tease repeatedly 
an individual because of an incorrect belief that the 
recipient is deaf. Similarly, harassment could take 
place where an individual is bullied or harassed 
because of another person with whom the 
individual is connected or associated, for example 
if their child is disabled, wife is pregnant, or friend 
is a devoted person. 

 
A person may feel harassed even if the unwanted 
conduct is not directed towards them or related to 
their actual or perceived protected characteristic. 
For example, it may be harassment where a male 
or female employee is offended by the display of a 
topless calendar. 

 
There may also be circumstances in which an 
individual is subjected to unwanted conduct from 
a third party, such as a client or customer. For 
example, it might be that a client makes a series of 
racist remarks to a black employee. If an employee 
feels that they have been bullied or harassed by 
customers, suppliers, vendors, or visitors, they 

should report any such behaviour to their manager 
who will take appropriate action. Bullying or 
harassment of beneficiaries, volunteers, suppliers, 
vendors or visitors or others will be dealt with 
through the disciplinary procedure. 

 
A single incident can be harassment if it is 
sufficiently serious. 

 
All bullying and harassment are misconduct and 
is a disciplinary offence that will be dealt with 
under  the SWS’s disciplinary policy. Bullying or 
harassment will often be gross misconduct, which  
can lead to dismissal without notice. 

 
Examples of bullying 
or harassment 
Bullying and harassment may be misconduct that is 
physical, verbal, or non-verbal, e.g., by letter or 
email or through posting on social media. 

 
Examples of unacceptable behaviour that are 
covered by this policy include (but are not limited 
to): 

 
●   physical conduct ranging from 

unwelcome touching to serious assault. 
●   unwelcome sexual advances. 
●   the offer of rewards for going along with 

sexual advances, e.g., promotion, access to 
training. 

●   threats for rejecting sexual advances, e.g., 
suggestions that refusing advances will 
adversely affect the employee’s employment, 
evaluation, pay, advancement, assigned work, 
or any other condition of employment or career 
development. 

●   demeaning comments about a 
person’s appearance. 

●   unwelcome jokes or comments of a sexual 
or racial nature or about an individual’s age, 
disability, sexual orientation, or religion. 

●   questions about a person’s sex life. 
●   unwanted nicknames related to a person’s 

age, race, or disability. 
●   the use of obscene gestures. 
●   excluding an individual because they are 

associated or connected with someone with a 
protected characteristic, e.g., their child is 
gay, spouse is black, or parent is disabled. 

●   ignoring an individual because they are 
perceived to have a protected characteristic 
when they do not, in fact, have the protected 
characteristic. 

●   the open display of pictures or objects with 
sexual or racial overtones, even if not directed at 
any person, e.g., magazines, calendars, or pin-
ups. 

●   spreading malicious rumours or 
insulting someone. 
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●   picking on someone or setting them up to fail. 
●   making threats or comments about 

someone’s job security without good reason. 
●   ridiculing someone. 
●   isolation or non-cooperation at work; and 
●   excluding someone from social activities. 

 
What is victimisation? 
Victimisation is subjecting a person to a detriment 
because they have, in good faith, complained 
(whether formally or otherwise) that someone has 
been bullying or harassing them or someone else. 

 
Provided that you act in good faith, i.e., you 
genuinely believe that what you are saying is 
true, you have a right not to be victimised for 
making a complaint or doing anything in relation 
to a complaint of bullying or harassment and the 
SWS will take appropriate action to deal with any 
alleged victimisation, which may include 
disciplinary action against anyone found to have 
victimised you. 

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

 

What should I do if I think I 
am being bullied or harassed? 
You may be able to sort out matters informally. 
The person may not know that their behaviour is 
unwelcome or upsetting. An informal discussion 
may help them to understand the effects of their 
behaviour and agree to change it. You may feel 
able to approach the person yourself, or with 
the help of your manager someone in human 
resources, or another independent employee. 
You should tell the person what behaviour you 
find offensive and unwelcome and say that 
you would like it to stop immediately. You may 
want to add that, if the behaviour continues, 
you intend to make a formal complaint to your 
manager or human resources. You should keep 
a note of the date and what was said and done. 
This will be useful evidence if the unacceptable 
behaviour continues, and you wish to make a 
formal complaint. 

 
If an informal approach does not resolve matters, 
or you think the situation is too serious to be dealt 
with informally, you can make a formal complaint 
by using the SWS’s grievance procedure. 

 
All complaints will be investigated promptly and, 
if appropriate, disciplinary proceedings will be 
brought against the alleged harasser. 

You will be kept informed of the general progress 
of the process of investigation and, the outcome 
of any disciplinary proceedings. The SWS will 
decide on a balance of probabilities, after 
considering all available evidence, whether 
harassment or bullying has occurred. 

 
The SWS will treat complaints of bullying and 
harassment sensitively and maintain 
confidentiality to the maximum extent possible. 
Investigation of allegations will normally require 
limited disclosure on a “need to know” basis. 

 
For example, your identity and the nature of the 
allegations must be revealed to the person you are 
complaining about, so they are able to respond to 
the allegations. Some details may also have to be 
given to potential witnesses, but this will be limited 
as far as possible. The importance of confidentiality 
will be emphasised to witnesses. If the complaint 
is upheld, and a person who has been found to 
have harassed you is kept in the SWS’s 
employment, managers may need to be given 
some information where this is necessary for them 
to manage the risk of further harassment by that 
person against you or others. 

 
Wherever possible, the SWS will try to ensure that 
you and the alleged harasser are not required to 
work together while the complaint is under 
investigation. This could involve giving you the 
option of working from home, where possible, or 
remaining at home on special leave, if agreed. In 
the case of serious allegations, the alleged 
harasser may be suspended while investigation and 
any disciplinary proceedings are underway. 

 
If your complaint is upheld, and the person found 
to have bullied or harassed you remains in the 
SWS’s employment, every effort will be made to 
ensure that, if possible, you do not have  to 
continue to work alongside the harasser if you   do 
not wish to do so. We will discuss the options 
with you. These may include the transfer of the 
harasser or, if you wish, you may be able to 
transfer to another post. 

 
If your complaint is not upheld, management 
will support you, the alleged harasser in 
planning for you both to continue or resume 
working and to help repair working 
relationships. The SWS will consider 
deciding to avoid you and the alleged harasser 
having to continue to work alongside each  other, if 
either of you do not wish to do this. 

 
You have a right not to be victimised for making 
a complaint in good faith, even if the complaint is 
not upheld. However, making a complaint that you have 
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known to be untrue may lead to disciplinary 
action  being taken against you. 

 

What can I do to help stop 
bullying and harassment? 
We all have a responsibility to help create and 
maintain a work environment free of bullying and 
harassment. You can help to do this by: 

 
●   being aware of how your own behaviour may 

affect others and changing it, if necessary - you 
can still cause offence even if you are “only 
joking”. 

●   treating your colleagues with dignity 
and respect. 

●   taking a stand if you think inappropriate jokes 
or comments are being made. 

●   making it clear to others when you find their 
behaviour unacceptable, unless it should be 
obvious in advance that this would be the case. 

●   intervening, if possible, to stop harassment 
or bullying and giving support to recipients. 

●   making it clear that you find harassment 
and bullying unacceptable. 

●   reporting harassment or bullying to your 
manager or human resources and supporting the 
SWS in the investigation of complaints; and 

●   if a complaint of harassment or bullying is 
made, not prejudging, or victimising the 
complainant or alleged harasser. 

Managers have a particular 
responsibility to: 
●   set a good example by their own behaviour. 
●   ensure that there is a supportive 

working environment. 
●   make sure that staff know what standards 

of behaviour are expected of them. 
●   intervene to stop bullying or harassment; and 
●   report promptly to human resources any 

complaint of bullying or harassment, or any 
incident of bullying or harassment witnessed by 
them. 

 
Making this policy work 
The SWS will also periodically monitor how 
successful it is being in creating a workplace free 
of bullying and harassment by other means which 
may include confidential staff surveys. 

Dealing with claims 
of Harassment and 
Bullying as described 
in Dignity at work 
Policy 
This SWS is committed to providing a working 
environment for all its staff and volunteers     that is 
comfortable and free from all forms of bullying and 
harassment. The SWS adopts a zero-tolerance 
approach towards bullying and harassment and 
any employee who is found to have harassed or 
bullied a colleague will be subject  to disciplinary 
action, up to and including summary dismissal. 

 
If the SWS has grounds to believe that an 
employee may have been bullying or harassing 
another employee, whether there has been a 
formal complaint, the SWS will instigate  an 
investigation into the alleged bullying or 
harassment. 

 
Any employee who believes that another 
employee’s conduct amounts to bullying or 
harassment has the absolute right to complain to 
their line manager or human resources. Employees 
have the right to complain if they believe that they 
have been bullied or harassed by a third party, for 
example a beneficiary, client, or supplier. 

 
Employees are encouraged to report any incidents 
of bullying or harassment that they experience or 
witness so that the SWS can investigate and 
resolve the matter. The SWS will take  all such 
complaints seriously and an employee who makes 
a genuine complaint of bullying or harassment 
will be protected and will not be penalised or 
victimised in any way. 

 
As part of its investigations, the SWS will: 
●   maintain confidentiality to the maximum 

extent possible, while the investigation of 
allegations will normally require limited 
disclosure to witnesses on a “need to know” 
basis. 

●   check whether the employee suspected of  
bullying or harassment has received previous 
warnings for similar misconduct (or other types 
of misconduct) and, if so, whether any earlier 
warnings are active. 

●   be responsive, sensitive, and supportive 
towards any employee who raises a complaint 
of harassment or bullying. 

●   talk in confidence to any employees who may 
have evidence relating to the employee’s 
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alleged behaviour and seek to obtain a written 
statement from them. 

●   set up an interview with the employee alleged 
to  have bullied or harassed a colleague, 
allowing them the right to be accompanied at 
the interview. 

●   allow the employee a full and fair opportunity 
to answer any allegations against them and/or 
explain their conduct. 

●   assess objectively whether the employee’s 
conduct appears to have amounted to bullying 
or harassment. 

●   adopt an objective and balanced approach 
to the information gained because of the 
investigation. 

●   avoid allowing personal views about the 
employee to influence the overall assessment of 
the conduct under review; and 

●   keep confidential records of the 
investigation and ensure that these are 
handled in accordance with its data 
protection policy 

 
Wherever possible, the Society will try to 
ensure that the employee complaining of 
harassment or bullying and the alleged harasser 
are not required to work together while the 
complaint is under investigation. This could involve 
giving the employee complaining of harassment or 
bullying the option of working from home, where 
possible or remaining at home on special leave, 
if agreed. In the case of serious allegations, the  
society may suspend any employee who is 
under investigation for harassment or bullying 
for a temporary period while investigations are 
being carried out and disciplinary proceedings are 
underway. Such suspension will be for as short a 
time as possible and will be on full pay. Suspension 
in these circumstances does not constitute 
disciplinary action. 

 
As soon as possible following the conclusion of 
the investigation, the society will inform the 
employee suspected of bullying or harassment 
as to the outcome. The society will decide at 
that point whether it is appropriate to 
instigate disciplinary action against the employee. 
Any disciplinary proceedings will, where possible, 
be conducted by a different manager from the 
person who conducted the investigation. 

Safeguarding Policy 
Purpose 
The purpose of this policy is to protect people, 
particularly children, at risk adults and 
beneficiaries of assistance, from any harm that 
may be caused due to their meeting SWS. This 
includes harm arising from: 

 
●   The conduct of staff, personnel associated 

with or volunteers with SWS 
●   The design and implementation of SWS’s 

programmes and activities 
 

Scope 
●   All staff contracted by SWS 
●   Associated personnel whilst engaged with 

work or visits related to SWS, including but 
not limited to the following: consultants; 
volunteers; contractors; programme visitors 
including journalists, celebrities, and politicians 

 
This policy does not cover: 
●   Sexual harassment in the workplace – this is 

dealt with under SWS’s Dignity at Work policy 
●   Safeguarding concerns in the wider 

community not perpetrated by SWS or 
associated personnel 

 
What is safeguarding? 
Safeguarding means taking all reasonable steps 
to prevent harm, particularly sexual exploitation, 
abuse, and harassment from occurring; to 
protect  people, especially vulnerable adults, and 
children, from that harm; and to respond 
appropriately when harm does occur. 

 
Policy Statement 
SWS believes that everyone we encounter, 
regardless of age, gender, disability, or ethnic 
origin has the right to be protected from all forms 
of harm, abuse, neglect, and exploitation. SWS will 
not tolerate abuse and exploitation by staff or 
associated personnel. 

 
This policy will address the following areas of 
safeguarding [as appropriate]: child safeguarding, 
adult safeguarding, and protection from sexual 
exploitation and abuse. 

 
SWS commits to addressing safeguarding 
throughout its work, through the three pillars of 
prevention, reporting and response. 
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Prevention 
SWS responsibilities  
will: 
●   Ensure all staff have access to, are familiar 

with, and know their responsibilities within this 
policy 

●   Design and undertake all its programmes and 
activities in a way that protects people from any 
risk of harm that may arise from their 
encountering SWS. This includes the way in 
which information about individuals in our 
programmes is gathered and communicated 

●   Implement stringent safeguarding procedures 
when recruiting, managing, and deploying 
staff and associated personnel 

●   Ensure staff receive training on safeguarding 
at a level commensurate with their role in the 
SWS 

●   Follow up on reports of safeguarding 
concerns promptly and according to due 
process 

Staff responsibilities 
Child safeguarding 

SWS staff and associated personnel must not: 
●   Engage in sexual activity with anyone 
●   Sexually abuse or exploit children 
●   Subject a child to physical, emotional, 

or psychological abuse, or neglect 
●   Engage in any commercially exploitative 

activities with children including child labour or 
trafficking 

 
Adult safeguarding 
SWS staff and associated personnel must not: 
●   Sexually abuse or exploit at risk anyone 
●   Subject an at-risk anyone to physical, 

emotional or psychological abuse, or neglect 

Protection from sexual  
exploitation and abuse 
SWS staff and associated personnel must not: 
●   Exchange money, employment, goods, 

or services for sexual activity. This 
includes any exchange of assistance that 
is due to  beneficiaries of assistance 

●   Engage in any sexual relationships with 
beneficiaries of assistance, since they are based 
on inherently unequal power dynamics 

Additionally, SWS staff 
and associated personnel 
are obliged to: 
●   Contribute to creating and maintaining an 

environment that prevents safeguarding 
violations and promotes the implementation of 
the Safeguarding Policy 

●   Report any concerns or suspicions 
regarding safeguarding violations by an 
SWS staff member or associated personnel 
to the appropriate staff member 

 
Enabling reports 
SWS will ensure that safe, appropriate, 
accessible means of reporting safeguarding 
concerns are made available to staff and the 
communities we work with. 

 
SWS will also accept complaints from external 
sources such as members of the public, 
partners,               and official bodies. 

 
How to report a 
safeguarding concern 
Staff members who have a complaint or 
concern relating to safeguarding should report 
it immediately to their line manager or human 
resources. If the staff member does not feel 
comfortable reporting to their line manager or 
human resources (for example if they feel that the 
report will not be taken seriously, or if that person 
is implicated in the concern) they may report to 
any other appropriate staff member. 

 
Response 
SWS will follow up safeguarding reports and 
concerns according to policy and procedure 
(see Procedures for reporting and response to 
safeguarding concerns in Associated Policies). 

 
SWS will apply appropriate disciplinary measures 
to staff found in breach of policy. 

 
SWS will offer support to survivors of harm caused 
by staff or associated personnel, regardless of 
whether a formal internal response is carried out 
(such as an internal investigation). Decisions 
regarding support will be led by the survivor. 

 
Confidentiality 
It is essential that confidentiality is maintained 
at all stages of the process when dealing with 
safeguarding concerns. Information relating to the 
concern and subsequent case management should 
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be shared on a need-to-know basis only and 
should be always kept secure. 

 
Glossary of Terms 
Beneficiary of Assistance 
Someone who directly receives goods or services 
from SWS’s programme. 

 
Child 
A person below the age of 18. 

 
Harm 
Psychological, physical and any other infringement 
of an individual’s rights. 

 
Psychological harm 
Emotional or psychological abuse, including 
(but not limited to) humiliating and degrading 
treatment such as bad name calling, constant 
criticism, belittling, persistent shaming, solitary 
confinement, and isolation. 

 
Protection from Sexual Exploitation and 
Abuse (PSEA) 
The term used by the humanitarian and 
development community to refer to the prevention 
of sexual exploitation and abuse of affected 
populations by staff or associated personnel. The 
term derives from the United Nations Secretary 
General’s Bulletin on Special Measures for 
Protection from Sexual Exploitation and Abuse 
(ST/SGB/2003/131). 

                                       
1 Special measures for protection from sexual exploitation and sexual abuse.  

Safeguarding 
Safeguarding means taking all reasonable steps 
to prevent harm, particularly sexual exploitation, 
abuse, and harassment from occurring; to 
protect  people, especially vulnerable adults, and 
children, from that harm; and to respond 
appropriately when harm does occur. 

 
Sexual abuse 
The term ‘sexual abuse’ means the actual or 
threatened physical intrusion of a sexual nature, 
whether by force or under unequal or coercive 
conditions. 

 
Sexual exploitation 
The term ‘sexual exploitation’ means any actual 
or attempted abuse of a position of vulnerability, 
differential power, or trust, for sexual purposes, 
including, but not limited to, profiting monetarily, 
socially, or politically from the sexual exploitation 
of another. 

 
Survivor 
The person who has been abused or exploited. 
The term ‘survivor’ is often used in preference to 
‘victim’ as it implies strength, resilience, and the 
capacity to survive, however it is the individual’s 
choice how they wish to identify themselves. 

 
At risk adult 
Sometimes also referred to as vulnerable adult. A 
person who is or may need care by reason of 
mental or other disability, age or illness; and who 
is or may be unable to take care of him or herself, 
or unable to protect him or herself against 
significant harm or exploitation. 

https://undocs.org/ST/SGB/2003/13
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Section 2 
Recruitment and Induction 
Recruitment Policy 
SWS is committed to applying its equal 
opportunities policy at all stages of recruitment 
and selection. Shortlisting, interviewing and 
selection will always be carried out without regard 
to gender, transgender status, sexual orientation, 
marital or civil partnership status, colour, race, 
nationality, ethnic or national origins, religion or 
belief, age, pregnancy or maternity leave or trade 
union membership. 

 
It is SWS policy that line managers are responsible 
for recruitment [in conjunction with the human 
resources department]. A line manager  who 
wishes to recruit someone must first obtain 
approval from the budget holder [the Chief 
Operating Officer]. Where recruitment is planned 
to fill a vacancy created by a leaver, approval will 
normally be granted automatically. If, however, the 
line manager wishes to upgrade a post, or create a 
new post, justification for this must be presented. 

 
It is SWS policy that all vacancies will be 
advertised internally in the first instance. Existing 
employees are to be encouraged to apply 
for vacant posts if they have the appropriate 
qualifications, experience, and skills. 

 
Where internal recruitment is unsuccessful and the 
job is to be advertised externally, the proposed 
advertisement must be submitted to the [HR 
department/general manager] for approval. 

 
The society always aims to recruit the person 
who is most suited to the particular  job. 
Recruitment will be solely based on the 
applicant’s abilities and individual merit 
as measured against the criteria for the job. 
Qualifications, experience, and skills will be 
assessed at the level that is relevant to the job. 

 
Before embarking on the process of recruitment, 
the line manager must ensure that there is an up- 
to-date job description for the post and a clearly 
drafted employee specification. The job description 
will describe the duties, responsibilities and level 
of seniority associated with the post, while the 
employee specification will describe the type of 
qualifications, training, knowledge, experience, 
skills, aptitudes, and competencies required for 
effective performance of the job. 

 
Any candidate with a disability will not be excluded 
unless the candidate is unable to perform a duty 
that is intrinsic to the role, having considered any 
reasonable adjustments that could be made to 
accommodate the disabled person. 

 
Recruitment panels should be made of a least two 
appropriate managers wherever possible and both 
male and female represented. 

 
Managers conducting recruitment interviews 
will ensure that the questions that they ask job 
applicants are not in any way discriminatory or 
unnecessarily intrusive. The interview will focus on 
the needs of the job and skills needed to perform 
it effectively. A record of every recruitment 
interview must be made and passed to the [HR 
department/general manager] to be retained for 
a suitable period. On no account should any job 
offer be made during or at the end of an 
interview. 

 
It is SWS policy that the successful applicant will 
be asked to undergo pre-employment checks for 
example a medical, refences or safeguarding 
checks. Any offer of employment will be 
conditional on the result of these pre-employment 
checks. 

 
It is SWS practice to seek the successful 
candidate’s consent for it to obtain two written 
references and to ask for documentary proof 
of qualifications. Any offer of employment will 
be conditional on these requirements being 
satisfactory and the candidate also satisfying right 
to work checks. 

 
All data collected in connection with the 
recruitment process should be kept confidentially 
for a specified period and then destroyed. 
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Induction Policy 
Purpose 
The society will provide all new permanent and 
temporary employees, whether employed on a full-
time or part-time basis, with a programme of 
induction training. 

 
The purpose of induction is to integrate a new 
employee into the society so that they are 
encouraged to become an effective and motivated 
member of the team. Effective induction is a major 
contributory factor in retaining newly appointed 
staff. 

 
Induction programme 
An effective induction programme is not a one-off 
event but takes place over a period of some weeks 
and is an SWS process to ensure that the new 
employee settles well into the society and 
is confident carrying out the full scope of their 
duties. Essential information should be supplied 
to the new employee in a planned and systematic 
way to avoid information overload and to ensure 
that they are able to absorb it. 

 
Although all new employees should be supplied 
with the core information set out under the 
induction checklist, the design and content of the 
induction programme will depend on factors such 
as the new employee’s role, level of responsibility 
and previous work experience. Managers should 
therefore be prepared to vary the induction 
programme to suit the needs of the new  employee 
and the role specification. 

 
The induction programme should involve input 
from the managers and work colleagues who are 
best placed to supply the new employee with the 
full range of relevant information and assistance. 

 
Induction checklist 
The manager should provide a newly appointed 
employee with a range of information and training 
about the SWS and their new job, including 
guidance on: 

 
●   core business objectives and values. 
●   departmental structure. 
●   the workplace. 
●   the purpose and key responsibilities of the 

new role. 
●   fire and health and safety procedures. 
●   the individuals with whom they will be working. 
●   expected standards of behaviour 

and performance. 

● probationary arrangements. 
● completion of all necessary documentation 

relating to the appointment; and 
● all policies, procedures, and rules, including 

those concerning equal opportunities and data 
protection. 

 
The manager should use an induction checklist 
to ensure that the new employee is provided 
with an induction pack containing all the relevant 
information relating to these areas. The induction 
checklist should be signed by the new employee 
and returned to the general manager within one 
month of employment commencing to confirm 
that this stage of the induction programme has 
been carried out. 

 
Responsibility for induction 
The overall responsibility for ensuring that an 
effective induction policy and programme are 
communicated throughout the Society lies  with 
the Chief Operating Officer. 

 
Responsibility for ensuring that a new employee 
is properly inducted lies with the relevant line 
manager and dealing with any problems or queries 
with the probationary period, or provision of any 
specific training needed to equip a new employee 
with any new skills necessary to perform  the job. 

 
Review meeting 
The line manager should hold a review meeting 
with the new employee at the end of their first 
month of employment to discuss how the first few 
weeks with the society have gone, and to identify 
any gaps in the induction. 

 
The opportunity should be taken to review the 
individual’s job description and answer any queries 
that the employee may have about their duties 
and responsibilities. 

 
The review meeting should also be used to agree 
some short-term objectives, to be reviewed at 
the end of the first three months of employment. 
The next review date should be set to take 
place in eight weeks’ time (three months into 
employment). 
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Probation Policy 
Introduction 
It is SWS policy to operate probationary periods  
for all new employees, and in some cases [at the  
society’s discretion] in respect of employees  who 
have been transferred or promoted into different 
posts. 

 
This policy is intended to allow both the 
employee and line manager to assess objectively 
whether the employee is suitable for the role. 
The society believes that the use of probationary 
periods increases the likelihood that  new 
employees will perform effectively in their 
employment. 

 
The line manager is responsible under this policy 
for ensuring that all new employees are properly 
monitored during their probationary period. If any 
problems arise, the line manager should address 
these promptly. This will ensure that the employee 
is aware that some aspect of their performance or 
conduct is unsatisfactory and prevent the problem 
from escalating. 

 
Length of probation 
The SWS’s standard period of probation is 
usually 3 months and for Senior Managers with  
professional positions and roles with complex 
responsibilities 6 months. 

 
Extending probationary periods 
The SWS reserves the right to extend an 
employee’s period of probation at its discretion. 
This will be limited to one extension and the 
total period of probation will be no longer than 9 
months. 

 
An extension may be implemented in 
circumstances where the employee’s performance 
during probation has not been entirely 
satisfactory,   but it is thought likely that an 
extension to the probationary period may lead to 
an improvement, or where the employee has been 
absent from the workplace for an extended period 
during probation. 

 
Before extending an employee’s probationary 
period, the line manager must consult with Chief 
Operating Officer /HR. If an extension to the 
probationary period is agreed, the SWS will confirm 
the terms of the extension in writing to the 
employee, including: 

●   the reason for the extension and, if the 
reason is unsatisfactory performance, details 
of how and why performance has fallen short 
of the required standards. 

●   the performance standards or objectives that 
the employee is required to achieve by the end 
of the extended period of probation. 

●   any support, for example further training, 
that will be provided during the extended 
period of probation; and 

●   a statement that, if the employee does not 
meet fully the required standards by the end of 
the extended period of probation, their 
employment  will be terminated. 

Terms of employment during 
the probationary period 
During the probationary period, employees will 
be subject to all the terms and conditions of their 
contracts of employment except the notice period. 
During probation, either party may terminate the 
employee’s contract of employment by giving one 
week’s notice. 

 
Once the probationary period has been completed, 
the notice periods will be as defined in the 
employee’s contract of employment. 

 
In the case of existing employees who have been 
transferred or promoted into different roles, the 
amount of notice that the employee must give to 
the society if they wish to resign, and the amount 
of notice the society must give to the employee of 
dismissal will be as defined in the  employee’s 
contract of employment. 

 
Line managers’ responsibilities 
Under this policy the line manager has 
responsibility for monitoring a new employee’s 
performance and progress during the probationary 
period. The line manager must ensure that the 
employee is properly informed at the start of 
their employment about what is expected of them 
during probation, for example the required job 
outputs or standards of performance. 

 
Reviews during probation 
During an employee’s probation, the line manager 
should provide regular feedback to the employee 
about their performance and progress, and should 
there be any problem areas, raise these with 
the employee as soon as possible with a view to 
resolving them. 

 

●   the length of the extension and the date on 
which the extended period of probation will end. 
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Irregularities discovered 
during the probationary period 
If, during an employee’s probation, it is suspected 
or established that the employee does not have 
the qualifications, experience, or knowledge that 
they claimed to have at the time of recruitment, 
the matter will be discussed with the employee 
to establish the facts. If the evidence suggests 
that the employee misrepresented their abilities 
in any way, the society will terminate the 
employment giving one week’s pay in lieu of 
notice. 

End of probation 
At the end of the probationary period, [name 
of individual/the line manager] should conduct 
a final review of the employee’s performance 
and suitability for the job. If the employee’s 
performance is satisfactory, the line manager 
(HR) should issue a letter of confirmation of 
appointment to the employee. 

 
If the employee’s performance has not met the 
standards required by the society, the line 
manager should discuss the matter with the Chief 
Operating Officer or before any decision is made to 
terminate the employee’s employment. 

Termination of employment 
Where a decision is taken to terminate the 
employee’s employment, the employee must 
be interviewed and informed of the reason for 
the termination. The society will write to the 
employee confirming the termination and the 
reason for it. The employee will be given an 
opportunity to appeal the decision. 

 
If an employee’s employment is terminated after 
the expiry of the probationary period, or if the 
employee is an existing employee who has been 
transferred or promoted into a different role, 
the SWS’s normal capability/dismissal 
procedure must be followed in full. 
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Section 3 
Hours of work 

Standard working 
hours 
Introduction 
This policy sets out the society’s position 
regarding working hours. The policy applies to 
workers only and does not apply to contractors, 
consultants or any self-employed individuals 
working for the SWS or volunteers. 

 
The society strives to provide a safe working 
environment and ensure the safety and well-being 
of all its workers. The society seeks to ensure that 
workers do not exceed reasonable working hours 
to provide for a satisfactory balance between work 
and personal life. The society is also committed to 
ensuring that workers’ health is not compromised 
by the workplace. 

 
Workers’ managers have a responsibility to ensure 
that working hours are kept within reasonable 
limits and will monitor working hours for this 
purpose. Workers themselves also have a duty 
to ensure that they are not working excessive 
hours and to inform their manager directly if they 
consider that they may be doing so. 

 
This policy is issued by way of guidance on the 
society’s policy and practice. It does not form part 
of an employee’s contract of employment or 
otherwise have any contractual effect. This policy 
may be varied, withdrawn, or replaced at any time 
by the society at its absolute discretion. 

Normal working hours 
Full-time workers are contractually obliged to work 
8 hours per week. The SWS normal hours of work 
are from 9 am to 5 pm from Sunday to Thursday, 
with one hour off for lunch each day. These hours 
will be a worker’s normal hours of work unless 
otherwise agreed between the worker and the 
society. The society reserves the right to make a 
reasonable variation to worker’s hours of work and 
the days on which they work according to society 
and operational requirements on a temporary or 
permanent basis. 

 
Workers may be required to work such additional 
hours more than their normal hours of work 
as are reasonably necessary for the proper 

 
 
 
 
 
 
 
 

performance of their duties and to meet the needs 
of the SWS. 

 
Please refer to the Overtime and Time off in Lieu 
(TOIL) policies below for further information where 
additional hours are worked. 

Flexibility of working hours 
Workers are permitted to request flexibility in their 
contractual hours. This can be done by following 
the society’s flexible working policy or raising  the 
matter informally with their manager. Where 
raised informally, the society may, on specific 
occasions, permit workers to work hours outside 
their contractual hours to take time off during 
the period of [9am] to [5pm] from Friday to 
Saturday, subject to society needs and 
operational requirements. Informal arrangements 
are not in any way intended to be a variation to 
the worker’s contractual hours. 

Rest breaks 
Workers’ [one hour] off for lunch each day will 
constitute their daily rest break, and, during a 
normal working day, the worker will not be entitled 
to rest breaks over and above their lunch break 

Working time 
A worker is considered by the society to be 
“working” when they are carrying out activities 
on behalf of the society. This may include 
training, business travel and “on-call” time. It does 
not include rest breaks, travel time outside normal 
working time or non-job-related training. 

 
Working time does not normally include travel from 
the worker’s home to their place of work. 

 
The SWS defines “on-call” time as time when a 
worker is required to be available at their place 
of work and available for work throughout that 
period. If the worker is not at their place of work, 
this does not constitute being “on call”. 

 
[OR The SWS defines “on-call” time as time when a worker is 
required to be available throughout the period to perform 
their functions, whether they are attending their usual place 
of work.] 
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Miscellaneous 
The society expects that workers will work     their 
full contractual hours each week and it will  pay 
them [ monthly in arrears] on this basis. 

 
If workers do not perform their full contractual 
hours, their manager will complete a time sheet 
for the worker and inform payroll. The worker’s 
wage payment will be adjusted accordingly. 

 

Time off in Lieu 
General 
The society recognises that it is not always 
possible for employees to work only their 
contractual hours. However, the society also  has 
a duty to protect the health and safety of its 
employees by ensuring that they do not work too 
many hours and that they are recompensed if it is 
necessary for them to work extra hours. Working 
additional hours should be authorised in advance 
by the line manager. 

 
In general, the society encourages its employees 
to take time off in lieu of additional hours worked. 
Overtime pay will only be paid in exceptional 
circumstances where it is authorised in  advance by 
the line manager. 

 
‘Time off in lieu’ is time off that is taken by 
employees who have worked beyond their 
contractual hours. 

 
Accrual of time off in lieu 
Employees who need to work more than their 
contractual hours should inform their line manager 
at least [three] days before the date concerned 
and get their approval to do the overtime. The 
extra hours worked must be recorded on the 
employee’s timesheet. 

 
Time off in lieu is accrued at different rates 
depending on when the work is done. Overtime 
work done during the week accrues time off in lieu 
equal to the time worked. Overtime work done on 
a weekend or bank holiday accrues at a rate of 
[one and a half] hours of time off in lieu of  every 
hour worked. 

 
Time off in lieu does not accrue for work done 
beyond contractual hours when it is done outside 
normal office/field conditions, for example 
when an employee travels for work or attends a 
residential course. 

Redemption of time off in lieu 
Employee’s requests to redeem time off in lieu will 
be granted at the discretion of their line manager, 
taking into consideration operational requirements 
such as the needs of the society and workload of 
other employees. 

 
Employees must take time off in lieu of [one 
month] of accrual. Employees cannot carry 
forward time off in lieu of this period without the 
prior agreement of their line manager. Any 
entitlement that has not been taken within [one 
month] of accrual or within a period agreed 
previously with the line manager will be lost. 

 
Line managers are responsible for monitoring 
the levels of time off in lieu that employees are 
accruing and ensuring that accumulations are in 
accordance with this policy. 

 

Overtime Policy 
Introduction 
The SWS may, as required from time to time 
according to the needs of the business, ask 
employees to work overtime. Employees are 
reasonably expected to be available for overtime 
as and when required. All overtime should be 
expressly agreed in advance with [name of 
individual/the employee’s line manager]. 

 
This policy is issued by way of guidance only. It 
does not form part of an employee’s contract of 
employment or otherwise have any contractual 
effect. This policy may be varied, withdrawn, or 
replaced at any time by the society at its 
absolute discretion. 

 
Definition of “overtime” 
Employees will be working overtime when they 
work outside their core hours  of employment 
and/or exceed their [daily/weekly/ monthly] 
contractual hours. 

 
An employee may reasonably be asked to vary 
their working hours (start/finish times) as 
requested by their line manager for the needs of 
the society. Where an employee works their 
contractual hours only, they will not be entitled to 
overtime for hours worked outside their  core 
hours. 
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Requests for overtime 
by employees 
Where an employee requests/volunteers to work 
overtime, they should seek the authorisation of 
their line manager. All overtime requires express 
authorisation. 

 
The line manager should make it clear to the 
employee what remuneration, if any, they will be 
entitled to receive for working additional hours, as 
set out below. 

Requests for overtime 
by the society 
The line manager should make it clear to the 
employee what remuneration, if any, they will be 
entitled to receive for working additional hours, as 
set out below. The line manager should make sure 
that the employee is not asked to work excessive 
hours to the detriment of their health and safety. 

 
The employee should not unreasonably refuse the 
manager’s request to work overtime. 

 
Breaks 
Employees working overtime are entitled to breaks 
at appropriate intervals. 

 
Annual leave 
Employees will not accrue any additional annual 
leave over and above their contractual entitlement 
for any overtime hours worked. 

 
Overtime pays 
Subject to the employee’s individual contract, 
where the employee is entitled to overtime, it 
will be paid at the rates set out below, or (at the 
society’s absolute discretion) the employee  will 
be granted time off in lieu. 

 
Overtime rates are as follows: 

hourly rate) until they exceed the [56/240] hours 
of a full-time worker, that is [14] Hours of work 
more than the full-time working week will be paid 
at the overtime  rates set out above, or (at the 
SWS’s absolute discretion) the employee will be 
granted time off in lieu. 

 
 

Flexible/part-time 
working policy 
(Optional) 
The society believes that its staff members are its 
most asset and is committed to attracting and 
retaining the very best and utilising all the talent 
and experience available within the community. 

 
The society recognises the importance of 
helping its employees balance their work  
and home life by offering flexible working 
arrangements that enable them to balance their 
working life with other priorities, including parental 
and other caring responsibilities, life-long learning, 
charity work, leisure activities and other interests. 
In turn it recognises that staffing levels must 
always remain in line with the demands of the  
society. 

 
Flexible working can increase staff motivation, 
build better relationships between the SWS and its 
employees, increase the rate of retention of staff, 
reduce absence, attract new talent, promote work-
life balance, and reduce employee stress, and    in 
doing so improve the society’s efficiency, 
productivity, and competitiveness. 

 
The policy statement considers the following 
options, but the society recognises that there  may 
be alternatives, and that the working pattern that 
may suit any individual could be a unique one 
involving a combination of options: 

 

● describe the overtime rates of pay 
Paid overtime will be added to the employee’s 
[monthly] wages and paid in the usual manner. 

 
Part-time workers 
Part-time workers are entitled to request/volunteer 
for overtime in the same way as full-time workers. 
This policy, other than the parts relating to 
enhanced pay, also applies to them. 

 
Part-time workers will not be entitled to any 
enhanced pay (but will be paid at their normal 

●   job-sharing. 
●   part-time working. 
●   compressed hours; working full time hours 

over less days 
●   flexitime; changing the start and finish times 
●   term-time working; to accommodate 

school holidays 
●   voluntary-reduced working time; a reduction 

in the contracted hours 
●   working from home. 
●   career breaks. 
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The business needs 
Although the society is committed to providing 
the widest possible range of working patterns for 
its workforce, both management and  employees 
need to be realistic and to recognise that the full 
range of flexible working options will not be 
appropriate for all jobs across all areas of the 
business. 

 
Where an instance of flexible working is 
proposed,   the society will need to consider 
several criteria including (but not limited to): 

 

●   the cost of the proposed arrangement. 
●   the effect of the proposed arrangement on 

other staff. 
●   the level of supervision that the post-

holder requires. 
●   the structure of the department and 

staff resources. 
●   other issues specific to the 

individual’s department. 
●   an analysis of the tasks specific to the role, 

including their frequency and duration; and 
●   an analysis of the workload of the role. 

 
Eligibility 
Although it is recognised that not all the flexible 
working patterns considered will be suitable for 
all sections of the SWS’s workforce, there should 
be no arbitrary barriers. Employees in 
all areas and levels of the SWS will be considered 
for flexible working regardless of their age, sex, 
sexual orientation, race, or religion or belief, or 
whether they have a disability, their level of 
seniority, their current working pattern, or 
whether they are employed on a permanent or 
fixed-term basis. However, there is no automatic 
right for employees to change to any of the 
flexible working patterns – each application will 
be considered based on the work involved and 
any detrimental effect the change could have on 
individual, team, or business performance. 
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Section 4 
Health and Safety 

 

Health and Safety 
Policy 
The society regards the management of 
health and safety as an integral part of its 
business and as a management priority. It is our 
policy that all activities and work will be carried 
out in a safe manner, and we will ensure the 
health, safety and welfare of our employees and 
others who may be affected by our activities. 

 
Our target is for zero accidents and zero work- 
related ill health to be achieved by applying 
current best practice in health and safety 
management. Compliance with current health 
and safety legislation is therefore regarded as the 
absolute minimum standard acceptable. 

 
Proper management of health and safety issues 
is seen as an integral part of the efficient 
management of the society’s activities, and 
critical to developing the professional culture of 
the SWS and establishing and maintaining a solid 
reputation with all our beneficiaries and partners. 

 
The objectives of this policy are fundamental 
to our society and the CHIEF OPERATING 
OFFICER [President / General Secretary] and 
senior management are responsible for 
ensuring that the requirements of               this policy 
are achieved. 

 
Management, employees, and volunteers have 
responsibility for implementing the specific 
arrangements made under this policy throughout 
the society. All employees are expected to read 
the relevant sections of the staff handbook, 
familiarise themselves with its provisions and carry 
out their defined responsibilities. 

 
Employees are expected and encouraged to be 
proactive on health and safety issues as part of 
the continued development of the health and 
safety culture of the society. 

 
All employees, contractors and sub-contractors 
and volunteers are required to cooperate with the  
society and their colleagues in implementing  the 
policy and shall ensure that their own work is 
without risks to themselves and others as far as 
reasonably practicable. 

Hazard 
identification and 
risks 
The society will ensure that hazards are 
identified, and that suitable and sufficient 
risk assessments are undertaken on all the 
SWS’s undertakings. A hazard is any source 
of potential damage, harm or adverse 
health effects on something or someone. Where 
possible, identified hazards will be eliminated; 
otherwise, the risks associated with the hazards 
will  be reduced to as low as is reasonably 
practicable. 

 
The SWS will ensure that those undertaking the 
risk assessments are competent to do so and are 
provided with adequate time, resources, and 
support. 

 
Employees should report any hazards that they 
discover so that remedial steps can be taken to 
reduce any harm. 

 
The CHIEF OPERATING OFFICER [NAME] will: 

 
●   identify and list the hazards that require 

risk assessment within their area of control. 
●   ensure that the risk assessments 

are completed. 
●   ensure that persons conducting risk 

assessments are competent to do so. 
●   ensure that any health and safety risks 

identified  by the assessments are reduced to as 
low as is reasonably practicable. 

●   ensure that staff members and volunteers 
are provided with training to reduce the risks 

●   eliminate hazards where possible 
●   ensure that beneficiaries, contractors, or 

partners  are informed of risks and the 
mitigation that is required to reduce the risks. 

 
Employees will: 

 
●   follow appropriate systems for work laid 

down for their health and safety. 
●   make proper use of any equipment and 

personal protective equipment provided for their 
health and safety. 

●   inform their manager if they identify hazards 
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●   take care to ensure that their activities do 
not put others at risk. 

 
 

Accident recording 
and investigation 
All accidents at work must be reported at the 
earliest opportunity. The SWS will investigate all 
accidents and near misses to determine their 
underlying cause for the purpose of ensuring that 
there is no recurrence and 
using the lessons learnt to improve health and 
safety performance within the SWS. 
The SWS adopts a no blame culture when 
investigating accidents for the purpose of 
improving health and safety performance. 

 
The type and level of the investigation will 
be appropriate to the circumstances. The 
investigation report will provide a factual account 
of the accident, draw objective conclusions, and 
identify practical recommendations. Agreed actions 
will be implemented within realistic timescales. 

 
Once the area has been made safe the accident 
should be investigated promptly. The decision 
as to who will investigate the accident will be 
made by the CHIEF OPERATING OFFICER after 
consideration of the type of accident. 

 
The level and type of investigation will depend 
on the circumstances and severity (or potential 
severity) of the accident. 

 
The person conducting the investigation will (if 
necessary): 

 
●   obtain information regarding the accident, 

including the accident location, the time and 
date of the accident, the work activity being 
undertaken, the people involved and the 
sequence of events. 

●   conduct an inspection of the accident site 
once the area has been made safe and take 
appropriate photographs. 

●   obtain written statements from all 
relevant parties. 

●   conduct and document interviews with 
relevant personnel. 

●   if relevant, obtain physical evidence 
(equipment, damaged products, etc). 

●   obtain and review relevant documentation 
(training, inspection, maintenance records, work 
procedures, etc); and 

●   review existing relevant risk assessments 
and corresponding arrangements. 

Once the facts have been obtained the underlying 
causes should be established. The investigator 
should draw conclusions and identify practical 
recommendations to ensure that the accident does 
not recur. The recommendations must be agreed 
with the relevant staff and the actions prioritised. 
The CHIEF OPERATING OFFICER will track the 
actions to ensure that they are completed within 
the given timescales. 

 
Relevant risk assessments will be reviewed and, 
where necessary, updated following the accident 
report. 

 
 

Alcohol and 
substance abuse 
The SWS is committed to ensuring the health, 
safety and welfare of its employees, volunteers 
and those affected by its activities. 
It will take all reasonable steps to reduce, if not 
eliminate, the risk of injuries or incidents occurring 
due to individuals suffering from the effects of 
alcohol or substance abuse. This policy applies 
to all employees and all persons coming onto the 
SWS’s premises. 

 
The SWS prohibits the drinking of alcohol by 
employees, contractors, and volunteers at any 
time in the workplace or on company business. 

 
The SWS will take all reasonable steps to prevent 
employees, contractors and volunteers carrying 
out work-related activities if they are 
unfit/unsafe to undertake the work because of 
alcohol consumption or substance abuse. 

 
If any such incidents take place on SWS premises, 
in SWS vehicles or at a company function, they will 
be regarded as serious, will be investigated by the 
SWS, and may lead to disciplinary action and 
possible reporting to the police. 

 
No employee or other person under the SWS’s 
control shall, in connection with any work-related 
activity: 

 
●   report, or endeavour to report, for duty having 

consumed drugs or alcohol likely to render them 
unfit and/or unsafe for work. 

●   consume or be under the influence of drugs 
or alcohol while at work 

●   store drugs or alcohol in personal areas such 
as lockers and desk drawers; or 
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●   attempt to sell or give drugs or alcohol to any 
other employee or other person on the company 
premises. 

 
 

Personal protective 
clothing 
SWS will issue you with the necessary protective 
clothing and equipment that your job requires. 
These items are issued for your own health and 
safety, and you are therefore expected to wear 
or use them when it is necessary for you to do 
so at work; the equipment is not to be used 
for non-work purposes. You must keep your 
protective clothing and equipment clean and in 
good condition, and you will be asked to pay for 
any loss or damage caused by your negligence or 
misuse. 

 

Work equipment 
The SWS will ensure that suitable, safe work 
equipment is provided and that it is 
maintained, tested, and inspected. Adequate 
information, instruction, training, and supervision 
will be provided to ensure that work equipment is 
used in a safe manner and without risks to health. 
Employees will make proper use of any equipment 
and systems of work provided for their safety. 

 
The Chief Operating Officer will: 

 
●   ensure that all work equipment is suitable for 

its intended purpose and working environment 
prior to use. 

●   ensure that an assessment of the 
risks associated with the work 
equipment is conducted prior to its 
use. 

●   ensure that the work equipment is properly 
maintained, inspected and tested, and kept in 
good repair. 

●   ensure that where inspections are 
undertaken records are kept. 

●   take reasonable steps to ensure that work 
equipment is used in a proper manner; 
Employees undertaking the work equipment risk 
assessment will: 

●   consider all those who may be affected by 
the equipment hazards. 

●   ensure that the greater risks to young persons 
and new and expectant mothers from the work 
equipment are considered. 

 

     Employees using work equipment will: 
●   use work equipment only if they have 

been trained and are competent to do so. 
●   follow the safe methods of work 

including wearing appropriate personal 
protective equipment when required; and 

●   report any defects in the equipment, personal 
protective equipment and guarding to their line 
manager. 

 
 

Travel by car/ 
motorbike 
At all times while driving employees shall conduct 
themselves in accordance with the SWS’s policy 
and shall use their own judgment to ensure          that      
they reduce the risks to themselves and to others 
to as low as is reasonably practicable. 

 
The Chief Operating Officer will: 

 
●   ensure so far as possible that all drivers 

employed, or acting on behalf of the SWS, 
behave in a safe and considerate  manner, 
obeying all applicable road safety legislation 
and showing respect for other road users. 

●   ensure that evidence is provided by all 
drivers that they hold a full current licence for 
the class(es) of vehicle(s) that they drive on 
SWS business. 

●   ensure that evidence of suitable insurance and 
road worthiness is demonstrated for all privately 
owned vehicles used for SWS business. 

●   as soon as is practicable after the penalty or 
change, ensure that all drivers advise the [HR or 
Chief Operating Officer] in confidence of: 

●   all endorsements to their driving licence 
or disqualification from driving. 

●   any change of a privately owned vehicle 
used for SWS business; and 

●   any change to insurance conditions. 
●   ensure that all vehicles owned or operated by 

the SWS are subject to regular servicing  by a 
reputable garage and routine examination by a 
nominated, competent member of staff who is 
responsible for ensuring the vehicles’ continued 
road/operational worthiness. 

●   ensure that, for SWS-owned vehicles, all 
maintenance procedures, equipment, and 
replacement parts are suitable for the vehicle in 
question. 

●   ensure that training is provided by the SWS 
for specific driving skills (4x4 off road, etc) 
where required. 
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Employees will: 
●   be responsible for their own safety, for any 

passengers or loads carried in the vehicle and 
for ensuring that the vehicle is safe to use 
(including hired vehicles). 

●   ensure that passengers are carried only in 
accordance with the vehicle design specification, 
with a seat for everyone and only one person 
per seat. 

●   ensure that seat belts are installed for the 
driver and all passenger seats and worn on all 
journeys. 

●   take breaks every two hours when driving, 
especially on long-distance trips, to ensure that 
they do not suffer fatigue. 

●   wherever possible, share driving on journeys 
of over two hours’ duration. 

●   not allow travel plus working time to 
be excessive. 

●   plan their journeys to avoid travel in 
adverse weather or excessive hours. 

●   record repairs and maintenance needs for SWS-
owned vehicles in a vehicle-specific  logbook and 
draw any concerns/defects to the attention of 
the Chief Operating Officer as soon as possible. 

●   not use mobile telephones while driving, 
instead switching to a message service, and 
picking up messages when taking breaks from 
driving. 

●   not smoke in any company car, either as 
a driver or passenger 

●   find a safe place to park to make telephone 
calls or receive messages. 

●   on a long journey take regular breaks to 
help relax and reduce tiredness; and 

 

Lone working 
The SWS will avoid the need for employees to work 
alone where reasonably practicable. Where  lone 
working is necessary, the SWS will take all 
reasonable steps to ensure the health and safety 
of employees working alone. 

 
The SWS will ensure that a risk assessment     is 
conducted and that arrangements are in place 
prior to employees working alone. 

 
The Chief Operating Officer will: 

 
●   Lone working is avoided as far as is 

reasonably practicable. 
●   emergency procedures are in place so 

that members of staff working alone can 
obtain assistance if required. 

●   a risk assessment is completed by a person 
competent to do so prior to employees working 
alone. 

●   any employee working alone can 
undertake the work alone. 

●   arrangements are in place so that someone 
else is always aware of a lone worker’s 
whereabouts. 

persons working alone are provided with adequate 
information, instruction, and training to 
understand the hazards and risks and the safe 
working procedures associated with working alone. 

 
Employees working alone will: 

 
●   follow the safe working arrangements 

developed by the SWS for lone working. 
●   take reasonable steps to ensure their 

own safety; and 
●   inform their line manager/assessor of 

any incidents or safety concerns. 
 
 

Overseas travel 
Policy 
The SWS will take all reasonable steps to 
ensure the health, safety, and welfare of 
employees when they travel overseas as part of 
their work. 

 
Advice on overseas travel will be obtained from 
the relevant government bodies. Where the risk 
is considered unacceptable, employees will not be 
allowed to travel overseas as part of their work. 
Employees may refuse to travel overseas where 
there are reasonable grounds for them to do so. 

 
Every time employees travel overseas, the 
SWS will ensure that a risk assessment  is 
conducted and that arrangements, including 
emergency arrangements, are in place prior to the 
travel. Where possible, identified hazards will be 
eliminated; otherwise, the risks will be reduced to 
as low as is reasonably practicable. 

 
The Chief Operating Officer will: 

 
●   review advice from the relevant Government 

office and the World Health prior to allowing 
members of staff to travel overseas. 

●   ensure that risk assessments are completed 
and recorded for all aspects of the travel and 
the workplace that will be visited. 

●   ensure that members of staff are informed 
of the hazards and risks associated with 
travel overseas. 

●   ensure that members of staff are informed 
of the culture and customs of the country 
that they are visiting in order that they do 
not inadvertently put themselves at risk. 
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●   ensure that members of staff are trained in 
the arrangements and safe working 
procedures to be followed when working 
overseas. 

●   ensure that suitable emergency procedures are 
in place and that members of staff are informed 
of them. 

●   ensure that arrangements are in place for 
the  provision of adequate in-country medical 
support. 

●   ensure that procedures are in place for 
members of staff working overseas to obtain 
emergency assistance at any time. 

●   ensure that members of staff working overseas 
have the required vaccinations and preventative 
medication, for example for malaria. 

●   ensure that adequate travel insurance is 
in place. 

 
Employees travelling overseas will: 
●   advise the SWS of any tangible impediment to 

their travel, e.g., a known medical  condition. 
●   ensure that any required vaccinations are up 

to date. 
●   appraise themselves fully of all instructions and 

warnings given by the SWS prior to their 
departure. 

●   ensure that any mobile phones provided are 
fully charged and that a signal can be obtained 
in the destination country. 

●   not engage in any activity not recognised 
as being essential to the travel activity. 

 
Employees may refuse to travel overseas where 
they have reasonable grounds for doing so, for 
example on advice from relevant Government 
Office. 

 

Smoking Policy 
We recognise that the health, safety and welfare 
of employees, volunteers, sub-contractors, and 
anyone else directly affected by our SWS’s 
operations are of prime importance. 

 
This policy is mandatory and applicable to all 
employees, volunteers, as well as sub-contractors 
who undertake activities on behalf of the SWS 
and any visitors to our premises. 

 
Smoking is strictly prohibited on all parts of our 
premises, including at entrances or anywhere on 
the grounds. This includes the use of electronic 
cigarettes (“e-cigarettes”) and vaporisers. 

Vehicles 
Smoking is not permitted in SWS vehicles. 
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Section 5 
Workplace absence 

 

Annual Holiday 
Leave 
The holiday year runs through different months. 
All full-time and part-time employees             are entitled 
to 35/days paid holiday per annum. 

 
All holidays must be taken during the holiday 
year in which it is accrued. [In exceptional 
circumstances a maximum of [five] days may be 
carried over from one holiday year to the next, 
but this can be done only with the prior [written] 
approval of the line manager. In this case, any 
holiday carried over must be taken no later than 
360 days. 

 
All holiday dates must be approved in advance by 
the employee’s line manager. As much notice as 
possible of proposed holiday dates must be given 
to the line manager to always ensure adequate 
staffing coverage. 

 
Holiday pay 
Holiday pay is calculated based on the  
employee’s current rate of pay. 

 
There will be no payment in lieu of any holiday not 
taken (except on termination). 

 
Public and bank holidays 
The SWS recognises 5 public holidays a year, the 
dates of  which vary from year to year. All 
recognised public  holidays are permitted as paid 
holiday in addition to the annual holiday 
entitlement specified above. [The exact dates of 
public holidays will be notified to all employees at 
the start of each holiday year.] 

 
Specify the name of the holiday to be taken: 

Holiday entitlement in 
year of commencement 
If the employee joins the SWS part way    
through a holiday year, they will be entitled to a 
proportion of their holiday entitlement based on 
the period of their employment in that holiday 
year. 

 
During the employee’s first year of service, they 
will not normally be allowed, unless otherwise 
agreed by the line manager to take more 
holiday than they have accrued at the time 
holiday is taken. Entitlement during the 
employee’s first year is calculated monthly in 
advance at the rate of one-twelfth of the full year’s 
entitlement. 

Holiday pay on termination 
of employment 
If the employee leaves the SWS’s employment 
part way through a holiday year, they will be 
entitled to be paid for [any accrued  but unused 
holiday entitlement for that holiday year that 
has not been taken by the date of termination. 

 
However, the SWS reserves the right to require 
the employee to take any outstanding holiday 
entitlement during any period of notice, whether 
such notice is given by the SWS  or by the 
employee. 

 
If, on the employee’s date of termination, they 
have taken paid holiday leave more than earned 
entitlement, they will be required to reimburse the 
SWS (by means of deduction from salary if 
necessary) in respect of such holiday. 

 
No payment in lieu of accrued contractual 
holiday will be made to the employee (and 
where appropriate a deduction will be made from 
salary) in the event of their termination for gross 
misconduct or in the event of the employee giving 
inadequate notice of termination or leaving before 
the contractual notice period has expired. 
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Sickness during holiday 
Where an employee falls sick or is injured while on 
holiday, the SWS will allow the employee to 
transfer to sick leave and take replacement 
holiday later. This policy is subject to the  following 
strict conditions: 

 
●   The total period of incapacity must be fully 

certificated by a qualified medical practitioner 
●   The employee must contact the SWS (by 

telephone if possible) as soon as they know that 
there will be a period of incapacity during a 
holiday. 

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

●   Where the employee is overseas when they fall 
ill or is injured, evidence must still be produced 
that the employee was ill by way of a medical 
certificate. 

 
Where the employee fulfils all the above 
conditions, the SWS will grant the employee the 
same number of days’ replacement  holiday leave 
as the number of holiday days lost due to 
sickness or injury. 

 

Sickness absence 
Definitions 
The following definitions are used in this policy: 

 
“Period of sickness absence” or “instance of 
sickness absence” means any continuous period 
of sickness absence, of whatever length, during 
which the employee does not work. 

 
“Short-term sickness absence” means any 
period of sickness lasting [one to 10] calendar 
days. 

 
“Long-term sickness absence” means any 
period of sickness lasting [11] calendar days or 
more. 

 
“Formal review period” means a defined period 
during which an employee is required to show 
an improvement in their sickness absence levels 
under the SWS’s 

Short-term sickness 
absence policy and 
procedure 
The SWS aims to encourage all its employees to 
maximise their attendance at work  while 
recognising that employees will, from time  to 
time, be unable to come to work because of ill 
health. 

 
While the SWS understands that there will 
inevitably be some sickness absence among 
employees, it must also pay due regard to its 
operational needs. If an employee is persistently 
absent from work, this can damage efficiency and 
productivity, and place an additional burden on the 
employee’s colleagues. 

 
By implementing this policy, the SWS aims  to 
strike a reasonable balance between the pursuit  of 
its operational needs and the genuine need of 
employees to take time off work because of ill 
health. 

 
This policy does not form part of employees’ terms 
and conditions of employment and may be subject 
to change at the discretion of the management. 

 
Scope 
This policy covers short-term sickness absence. 
The SWS operates a separate policy on long 
term sickness absence. Once an employee’s 
sickness has lasted [11] calendar days, the 
SWS’s long-term sickness absence policy applies. 

 
Where an employee’s absences are being managed 
under this policy and they then go off on long-term 
sickness absence, management of their sickness 
absence will be switched over to the SWS’s 
separate policy on long-term sickness absence. 

 
This policy is formulated on the assumption that, if 
the SWS suspects there to be misconduct, its 
separate disciplinary policy will apply. For 
example, the SWS may take disciplinary action if 
there is evidence that: 

 
●   absence is not genuine or not for the 

reason provided. 
●   the employee is undertaking inappropriate 

activities while off sick, such as carrying out 
work for another SWS; or 

●   the correct sickness absence notification 
and evidence procedure has not been 
followed. 
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This policy applies to employees only and does 
not apply to volunteers, contractors, consultants, 
agency workers or any self-employed individuals 
working for the SWS. 

 
Responsibilities 
Guidelines for line managers 
Line managers should: 

 
●   take responsibility for managing and 

controlling their staff’s attendance and 
absence. 

●   maintain a proper record of each employee’s 
sickness absences by completing an absence 
record for the employee. 

●   speak to the employee about the absence 
and the reason for it in a fair and factual way. 

●   be supportive towards the employee and, 
where appropriate, seek to identify ways in 
which to assist the employee to improve their 
attendance in the future. 

●   be alert to patterns of absence, for example 
frequent absences on Fridays or Mondays, or 
immediately before or after bank or public 
holidays. 

●   try to establish any underlying reasons for 
frequent absences and, where the underlying 
cause is identified, take steps to help the 
employee to manage the cause. 

●   show a reasonable degree of tolerance and 
sympathy towards the employee’s sickness 
absence, while at the same time making clear 
that continuing frequent absences from work 
are unacceptable. 

●   check whether the employee’s absences are in 
any way work related, for example because of 
workplace stress. 

●   keep confidential records of all absences, 
including discussions and medical certificates, 
and make sure that the records clearly 
identify the reasons for the employee’s various 
absences. 

 
Guidelines for employees 
Employees should: 

 
●   if they are unable to attend work because of 

ill health, notify their manager by telephone 
as soon as reasonably practicable, preferably 
before they are due to start work and, in 
any event, no later than [one hour] after 
they are due to begin work. 

●   continue to notify and keep in touch with 
their manager while unable to attend work. 

●   be prepared to give their manager a clear 
reason (i.e., the nature of the illness or 
injury) 

why they cannot attend work and estimate how 
long they think the absence will last. 

●   be open with their manager about the reasons 
for their absence, to give the manager the 
opportunity to provide support where possible. 

 
Sick pay 
Eligible employees are entitled to sick pay, if 
they follow the SWS’s usual notification and 
evidence requirements. 

 
During sickness absence employees will, in 
any 12-month period [except while on their 
probationary period] receive sick pay from the 
SWS at their normal rate of pay for a total of [XX] 
days/weeks. 

 
The SWS reserves the right to withhold or 
suspend sick pay under its contractual sick pay 
scheme at its discretion. Circumstances in which 
contractual sick pay may be withheld include 
where: 

 
●   the employee has failed to comply with the 

SWS’s sickness absence notification and 
evidence requirements. 

●   the employee makes or produces any 
misleading or untrue statement or document 
concerning their fitness to work. 

●   the employee has given or received notice 
to terminate their employment; and 

●   disciplinary proceedings are pending against 
the employee. 

 
Employees will be given written notice if their sick 
pay is being withheld or suspended. 

 
Payments under the SWS’s scheme will be 
calculated by reference to the employee’s basic 
salary only. 

 
Medical appointments 
The SWS recognises that employees will, from 
time to time, need to attend medical 
appointments. 

 
Employees should endeavour to arrange medical 
appointments in their own time or, if this is not 
possible, at times that will cause the minimum 
amount of absence from work or inconvenience to 
the SWS. 
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Return-to-work meetings 
The line manager should invite the employee to 
an informal return-to-work meeting each time 
the employee returns from a period of sickness 
absence. 

 
On the first day back at work after any period of 
sickness absence of an employee, the employee’s 
manager will arrange to meet informally with 
them. 

 
If this is not possible on the employee’s first 
day back (for example, for operational reasons 
or because the manager is not available), the 
informal meeting should take place as soon as 
reasonably practicable. 

 
The return-to-work meeting should take place in 
a private place, and all discussions between the 
employee and the manager should be private and 
confidential. 

 
 

Long-term sickness 
absence policy and 
procedure 
The SWS is committed to dealing fairly and 
sympathetically with employees who are absent 
from work for long periods because of ill health. 
The SWS aims to assist employees on long-term 
sick leave with their rehabilitation and eventual 
return to work. 

 
The SWS understands that an employee may 
have a health condition or injury that means 
that they are not fit for work, and that the 
employee’s recovery may be a slow process. 
However, the SWS must also pay due regard to 
its operational needs. The absence of an 
employee on long-term sickness absence can 
damage efficiency and productivity and place an 
additional burden on the employee’s colleagues. 

 
The SWS will consider dismissing an employee on 
long-term sick leave only after it has made all 
reasonable and practicable attempts to support 
their return to work, including any reasonable 
adjustments if the employee has a disability. 

 
By implementing this policy, the SWS aims to 
strike a reasonable balance between the pursuit of 
its operational needs and the genuine needs 
of employees to take time off work because of ill 
health. 

 
This policy does not form part of employees’ terms 
and conditions of employment and may be subject 
to change at the discretion of the management. 

 
This policy applies to employees only and does not 
apply to contractors, consultants, agency workers 
or any self-employed individuals working for the 
SWS. 

 
Responsibilities 
Guidelines for line managers 
Line managers should: 

 
●   require the employee to provide medical 

evidence for sickness of more than seven 
calendar days (with sickness of seven calendar 
days or less being self-certified). 

●   seek medical advice, if appropriate, to 
determine whether there is any underlying 
medical cause for the employee’s absence. 

●   show a reasonable degree of tolerance and 
sympathy towards the employee’s sickness 
absence, while at the same time doing what is 
possible to help the employee to return to work. 

●   check whether the employee’s absence is in 
any way work related. 

●   bear in mind that the SWS may seek a 
medical report on an employee, for example 
from the employee’s doctor 

●   keep confidential records of all absences, 
including discussions and medical certificates, 
and make sure that the records clearly identify 
the reasons for the employee’s absence. 

●   conduct a return-to-work meeting when an 
employee is returning to work following long- 
term sickness absence. 

 
Guidelines for employees 
Employees should: 

 
●   provide medical evidence for sickness of more 

than seven calendar days (with sickness of 
seven calendar days or less being self-certified). 

●   continue to keep in touch with their 
manager while unable to attend work. 

●   be honest with their manager about the reason 
(i.e., the nature of the illness or injury) why 
they cannot attend work and how long they 
think the absence will last. 

●   do what is possible to enable a return to work, 
for example by following medical guidance, 
taking steps recommended by doctors during 
rehabilitation and not undertaking any activities 
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while on sick leave that could exacerbate the 
health problem. 

●   bear in mind that the SWS may seek a 
medical report, for example from the 
employee’s doctor 

●   cooperate with the SWS about the possible 
implementation of any adjustments to job 
duties, hours or working conditions, particularly 
those suggested by a doctor; and 

●   attend a return-to-work meeting when 
returning to work following long-term sickness 
absence. 

 
Keeping in touch with 
the employee 
It is important that the SWS maintains contact 
with an employee on long-term sickness absence 
to: 

 
●   monitor the employee’s progress in terms 

of their return to health. 
●   support the employee and actively 

maintain their engagement with the SWS. 
●   provide information to the employee so 

that they may make informed decisions (for 
example, in relation to sick pay entitlement). 

●   encourage a return to work as early as possible. 
●   ensure that the employee remains 

informed about events in the workplace. 
 

It is the joint responsibility of both the line 
manager and the employee to maintain contact. 

 
Sick pay 
Eligible employees are entitled to sick pay if they 
follow the SWS’s usual notification and evidence 
requirements. 

 
During sickness absence employees will, in 
any 12-month period [except while on their 
probationary period] receive sick pay from the 
SWS at their normal rate of pay for a total of [XX] 
days/weeks. 

 
The SWS reserves the right to withhold or 
suspend sick pay under its contractual sick pay 
scheme at its discretion. Circumstances in which 
contractual sick pay may be withheld include 
where: 

 
●   the employee has failed to comply with the 

SWS’s sickness absence notification and 
evidence requirements. 

●   the employee makes or produces any 
misleading or untrue statement or document 
concerning their fitness to work. 

●   the employee has given or received notice 
to terminate their employment; and 

●   disciplinary proceedings are pending against 
the employee. 

 
Employees will be given written notice if their sick 
pay is being withheld or suspended. 

 
Payments under the SWS’s scheme will be 
calculated by reference to the employee’s basic 
salary only. 

 
Medical advice 
At various stages of managing the employee’s long 
term sickness absence, a manager may want to 
obtain advice on the employee’s fitness for work 
report from a medical practitioner who has been 
responsible for the employee’s clinical care. 

 
The SWS may ask the medical practitioner to 
identify: 

 
●   the nature of the employee’s illness or injury. 
●   when the employee is likely to be fully fit 

to resume their normal duties. 
●   if the employee is unfit to resume their normal 

duties, what alternative duties they might be fit 
to undertake. 

●   when the employee is likely to be fit 
to undertake any alternative duties. 

●   what reasonable adjustments could be made to 
working conditions or work premises to facilitate 
a return to work; and 

●   the likelihood of recurrence of the illness or 
injury once the employee has returned to work. 

 
Where the employee refuses permission for the 
SWS to contact their medical practitioner, the 
SWS will explain to the employee 
the reasons behind the request and inform 
the employee that a decision relating to their 
employment may be made without the benefit of 
access to medical reports. The same procedure 
will be followed where the employee delays in 
giving their consent. 

 
Sickness absence management 
Line managers must be proactive in managing the 
absence of an employee on long-term sick leave. 

 
At the meeting, the line manager will: 

 
●   establish how the employee is doing and the 

likely length of their absence, bearing in mind 
the advice in the employee’s medical report. 

●   discuss with the employee what steps can be 
taken to assist the employee in returning to 
work (for example, a phased return, amended 
job duties, altered hours of work, or workplace 
adaptations). 
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●   explain to the employee their sick 
pay entitlement 

●   confirm when the next contact will take 
place (for example, if the employee is 
undergoing an operation, a reasonable 
period after the operation has taken place). 

●   it is clear from medical advice that the 
employee is unable to return to their role in the 
foreseeable future. 

●   all reasonable steps to assist the employee 
in returning to work (for example, a phased 
return, amended job duties, altered hours of 
work, or workplace adaptations) have been 
exhausted; or 

●   the possibility of dismissal [including ill-
health retirement] has been discussed with 
the employee. 

 
Outcome 
After the meeting, the line manager [Chief 
Operating Officer] will set out in writing the 
outcome of the meeting. The outcome of the 
meeting could be: 

 
●   a decision for the employee to remain on sick 

leave until they have recovered (typically where 
an approximate return date can be identified). 

●   the issue of a warning that the 
employee’s continued absence is 
unsatisfactory. 

●   an offer to adjust the employee’s work. 
●   redeployment with the employee’s 

agreement; or 
●   a decision to dismiss the employee. 

 
A letter should be provided to the employee within 
[five] days of the meeting. 

 
Appeal 
An employee who is given a warning or is 
dismissed under this procedure has the right of 
appeal. The appeal should be sent in writing to 
the Chief Operating Officer or HR and set out the 
grounds on which the employee believes that the 
decision was flawed or unfair. 

 
The employee should lodge their appeal within 
[five] days of receiving written confirmation of the 
sanction imposed on them by the SWS. 

 
An appeal hearing will be convened at least 
[10] days, and within a reasonable period, after 
the appeal is lodged. The appeal hearing will 
be chaired by [describe more senior manager 
than the manager who conducted the meeting] 
together with [another senior member of staff] 
notes should be taken of the meeting. 

At the hearing, the decision to impose the 
sanction will be reviewed and the employee will 
be entitled to make representations about the 
appropriateness of the decision. 

 
The outcome of the appeal will be confirmed to 
the employee in writing, explaining the grounds on 
which the decision was reached. The outcome of 
the appeal, which will be final, should be provided 
to the employee within [five] days of the hearing. 

 
Terminal illness 
Where an employee is suffering from a terminal 
illness, the SWS will endeavour as far as 
possible to accommodate their wishes and to 
provide the most financially advantageous 
arrangements for them and their family. 

 
While the SWS will support employees who wish 
to continue working, employees with a 
terminal illness should bear in mind that there may 
come a time when they will be unable to continue 
working. In this case, the employee’s line manager 
will discuss the options with the employee 

 
Terminally ill employees who choose to continue 
working should bear in mind that, while there is 
no obligation to inform the SWS or any of their 
colleagues about the illness, it is normally better 
to do so to allow the proper support to be 
provided. 

 
 

Compassionate 
leave and pay 
The purpose of compassionate leave is to help 
employees to come to terms with the death of a 
loved one, a serious illness or injury involving a 
loved one. 

 
Scope 
Immediate family member: In this policy, 
immediate family is defined as the employee’s 
spouse, civil partner, partner, parent, child, sibling, 
grandparent, or grandchild. 

 
Dependant: In this policy, dependant is defined 
as the employee’s spouse, civil partner, child or 
parent, and any person who lives at the same 
house as the employee (other than as a lodger, 
tenant, boarder, or employee) or who would 
reasonably rely on the employee for assistance or 
arrangements for care in the event of illness or 
injury. 
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Bereavement 
In the event of the death of an immediate family 
member, the employee will be granted up to 
[3] days’ [paid] leave [in any 12-month period]. 
Each case will be viewed sympathetically, and the 
amount of leave granted will depend on the 
individual’s circumstances. The manager will 
consider matters such as the employee’s 
relationship with the deceased, domestic 
responsibilities, and travel requirements. 

 
In the case of death of another close relative, for 
example an aunt, uncle, cousin or parent-in-law, 
or a close friend, the employee may be granted 
paid/unpaid leave to attend the funeral. 

 
The employee should inform their manager of 
the need to take compassionate leave as soon as 
reasonably practicable or, at the latest, on the first 
day on which they are absent. 

 
If the employee wishes to take further leave, they 
should request annual leave in the usual way. 

 
 

Maternity leave and 
Pay 
When you have completed more than one year 
of continuous service with SWS, if you become 
pregnant, you will be eligible 4 weeks paid 
maternity leave (salary, plus allowances). You 
must inform your line manager [HR] in writing and 
provide a medical certificate from a recognised 
medical practitioner, within the first 16 weeks of 
your pregnancy. The Medical Certificate should 
give the approximate date of birth. 

 
Once notified of your pregnancy the line manager/ 
HR will carry out a risk assessment of your role 
and advise you of any adjustments that may 
be necessary. If the risk assessment reveals 
that the employee would be exposed to health 
hazards in carrying out their normal job duties, 
the SWS will take such steps as are reasonably 
necessary to avoid those risks, such 
as altering the employee’s working conditions. In 
some cases, this may mean offering the employee 
suitable alternative work (if available) on terms 
and conditions that are not substantially less 
favourable. 

 
Time off for antenatal care 
Once an employee has advised the SWS that 
they are pregnant, they will be entitled not to be 
unreasonably refused paid time off work to 

attend antenatal appointments as advised by their 
doctor or registered midwife. 

 
On return from Maternity leave 
On return from maternity leave you will be entitled 
to return to the same role that you left on the 
same terms and conditions. In consultation with 
your line manager and [HR] you may request 
the opportunity to work flexibly for further 4 
weeks. 

 
If, after 4 weeks maternity leave, you need 
further medical treatment, additional leave will 
be granted, but will be deducted from your sick 
leave entitlement on production of certificate from 
approved medical practitioner. 

 
Sickness absence 
If an employee is absent from work during 
pregnancy owing to sickness, they will receive 
normal statutory or contractual sick pay in the 
same manner as they would during any other 
sickness absence 

 
Contact during maternity leave 
The SWS reserves the right to maintain 
reasonable contact with employees during 
maternity leave. This may be to discuss 
employees’ plans for return to work, to discuss 
any special arrangements to be made or training 
to be given to ease their return to work or to 
update them on developments at work during 
their absence. 

 
Paternity Leave 
Male employees, subject to their completion of 
one-year continuous service with SWS, are 
entitled to a period of five (5) working days 
paternity leave with pay. Application for paternity 
leave must be made in writing to the appropriate 
line manager [HR]. All applications are subject 
to the approval of the relevant Chief Operating 
Officer. 
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Section 6 
Performance Management 
Performance 
Appraisal 
Performance appraisal helps you to grow your 
skills and develop while at work, and in that way is 
important in making SWS more professional. As 
SWS appraisal is not linked to your salary. 

 
It is good practice to have regular meetings 
throughout the year with every member of staff, 
regular could be monthly or every two months, to 
check people are on track and to see if there are 
any issues affecting their work. 

 
Each year, each member of staff will take part 
in a meeting with their immediate manager to 
discuss aspects of their work performance. The 
objective of the meeting will be to review the 
previous year’s achievements and to agree specific 
objectives for the forthcoming year together 
with any future training, development, and 
career  planning relevant to the individual and to 
the SWS. 

 
This meeting should be regarded both as an 
evaluation exercise and motivation for the future. 
Continuous discussion throughout the year 
between the manager and the appraisee should 
set the agenda of the meeting, and the outcome of 
the discussion should be a clear plan. 

 
The benefits of appraisal in terms of improved 
communication and enhanced performance, 
both for the individuals involved and for the 
SWS, to make the best contribution possible 
towards the SWS’s goals. The process should 
provide clear direction towards personal and 
SWS objectives, so that everyone is able to 
achieve their potential, gain 
maximum job satisfaction and contribute towards 
the SWS’s success 

 
To add value focus should be given to identifying 
individual training, development, and career 
needs. Discussions on the needs should focus on 
assisting the appraisee to acquire the relevant 
skills, knowledge, and behaviours 
(competencies)  for them to perform well in their 
current role. 
Opportunities for advancement or alternative work 
may also be on the agenda. 

Timing of appraisals 

Each year all managers will prepare a schedule so 
that each member of their team is allocated an 
appraisal meeting with them. New staff who are 
still in their six-month probationary period will be 
seen as normal for their probation one-to-ones. 
Otherwise, all staff with over six months’ service 
will be included on the appraisal schedule. 

 
The appraisal interviews will take place in the 
months following the annual setting of the SWS 
objectives. The appraisal interview schedule will 
start from Chief Operating Officer downwards, so 
the cascade of SWS objectives is more effective. 
Everyone’s objective should help them to see how 
they as an individual are contributing to the SWS’s 
goals. 

 
Appraisal forms 
An Appraisal form is provided for the both the 
employee and manager to complete. This will 
create a full record of the discussion, a review of 
past performance, objective for the following year 
and a summary of the employee’s development 
needs and career aspirations. This will be used 
throughout the year to review performance. 

 
It will contain the following sections: 

 
●   pre-appraisal section for employee to 

present  their reflections of the previous year 
and their proposed objectives for the year ahead 

●   pre-appraisal section for the manager 
to complete with reflection of the previous 
year and review of the employee’s 
performance 

●   Record of Performance completed by the 
manager with an assessment of the employee’s 
overall performance for the year 

●   Agreed Objectives these are the objective 
mutually agreed that the employee will be 
accountable for delivering over the new year 

●   Development Plan a realistic plan for 
individual  development to enable them to 
deliver their objectives and work towards career 
aspirations. The plan may include actions such 
as: focused reading, research, specific training, 
secondments, opportunity to learn from others 
online and self-learning etc. 

● Overall performance rating for the year 
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Review of appraisals 
Line Managers will arrange a meeting with the 
senior managers, to review the appraisals that 
have been carried out in their department. This 
exercise is not designed for senior managers to 
offer their views on any individual. Its purpose is 
to review the fairness and effectiveness of each 
appraiser’s approach to the process. 

 
Completed forms 
Any paperwork or electronically filed forms should 
be completed promptly must be lodged on the 
individual’s own personnel file, but they must have 
a copy of the appraisal for their own safekeeping. 
The completed appraisal form and action plan 
must be viewed as working documents and as 
such be continually referred to and reviewed 
throughout the year. 

 
Request for review 
Any appraisee who feels that their appraisal was 
unsatisfactory or unfair may ask that a senior 
manager review the appraisal. 

 
 

Managing under 
Performance 
When any type of under-performance is identified, 
it needs to be tackled immediately. Many 
performance problems can be resolved informally, 
the purpose of an informal discussion is to address 
minor performance issues and: 

 
●   Make sure the person understands what 

you expect 
●   Let them know how they are doing 

compared with what you expect 
●   Ensure they know how to meet the standards 
●   Ensure they can perform to the 

standards 
●   Determine if something or someone is 

preventing them from meeting standards 
 

This meeting should be co-operative in nature, 
a problem-solving and supportive approach. Try 
not to find fault, blame, criticise, or threaten 
the person. Concentrate on their behaviour. By 
involving them in problem-solving, you enhance 
their self-esteem and will begin to gain their 
commitment to improving. 

 
Here is a simple 6-step framework you can use 
when conducting this meeting. 

1. Describe the performance problem 
Explain the reason for the meeting. Be specific 
and use precise detail. Refer to quantifiable data if 
you have it. Get to the point quickly. 

 
2. Probe to identify causes 
Ask open questions to determine causes. Gather 
the information; do not judge it. 

 
3. Summarise 
Take notes and summarise your understanding of 
the situation and causes. 

 
4. Ask for and discuss possible solutions 
Encourage them to generate ideas, make a note 
of each idea and then go back and discuss each 
one in turn. Afterwards, add ideas of your own if 
needed. 

 
5. Decide and record the action to be taken 
by each of you 
You decide which actions are most appropriate. 
Get a commitment from the employee. Write 
down the action plan and timings. Make sure they 
know what their accountabilities are and that they 
also make a note of what they have agreed to do. 

 
6. Set a specific follow-up date 
To enable you to check progress. It should include 
a date, time, and place. Make sure the employee 
also makes a note. 

 
Please note: This process is informal and can be 
part of your regular 1:1’s it is useful for ‘good 
management’ of underperformance. 

 
Not resolved? 
Create a Performance Improvement Plan (PIP) to 
provide some more structure to the discussions – 
still informal. 

 
●   Consistently failing to improve despite a PIP 

– move to formal process & convene formal 
performance hearing – formal. 

 
So, if any underperformance issues cannot 
be resolved informally the next step would be 
to resolve them more formally through the 
Disciplinary Policy. 
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Template for Performance Improvement Plan 
(PIP) 

 

Target 
area 

Performance 
concern 

Expected 
standard of 
performance 

Agreed 
improvement 
actions 

Support Review 
date 

Review 
notes 

Date to 
achieve 
expected 
standard 

Detail 
specific 
area were 
performance 
standards 
have not 
been met 

Detail specific 
dates and 
examples of 
where the 
standards 
have not 
been met 

Detail what is 
expected of 
the employee 
in terms 
of their 
performance 
i.e., what 
does “good” 
look like 

Detail what 
actions need 
to be taken to 
meet expected 
standard of 
performance 

Detail what 
has been 
agreed on 
terms of 
support 
required to 
achieve the 
expected 
standard of 
performance 

 Detail 
improvement 
made and any 
future review 
dates 

 

The Performance Improvement Plan should be signed and dated by the line manager and copy given 
to the employee. 

 
 

Training and 
Development 
SWS will provide employees and volunteers with 
any training that is necessary for you to carry out 
your job subject to the availability of funds. It 
may take the form of learning from a colleague; 
you may be asked to attend a training course or 
carry out self-learning. In some circumstances, 
SWS may require you to complete a training 
programme and reach a satisfactory standard for 
you to do your job. If you believe you need 
training to do your job effectively you should 
discuss the matter with your line manager. 
Although most of the training and development 
needs should be identified as part of  the appraisal 
process. 

 

Typical training and 
development initiatives 
●   Training relating to the enhancement of 

skills for an employee’s current position 
providing technical training, for example on the 
use of software packages, and specialist training 
relating to the skills that employees require for 
their job. 

●   Programmes leading to a professional 
or  academic qualification. Where the role 
demands professional skills and qualifications 
SWS may support an employee to acquire 

these qualifications either through time off for 
study or financial support for books subject to 
affordability and the demands of the role. 

●   Development that has specific 
management or supervisory focus. This 
development may be through online courses, 
self-learning, or attendance at internal or 
external courses. 

●   Health and safety training. This includes 
courses in manual handling, risk assessment, 
fire safety, first aid, and food and hygiene 
regulations. 

 
Decisions on the suitability and applicability 
of programmes will be determined through 
the performance review process, during which 
individual training and development needs are 
identified within a personal development plan. 
Progress on the acquisition of new skills and 
knowledge will be monitored throughout this 
process. 

Individual requests for 
training and development 
Employees can request training and development 
at any time, but this will usually be done within 
the  performance review process, as outlined 
above. 
Employees should channel requests through their 
line manager. 
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Monitoring and evaluating 
investment in training 
and development 
The employee and line manager should evaluate 
the success of the training to ensure the resources 
invested in the development activity is value 
for money and achieve the desired outcomes as 
outlined in the performance appraisal. 

Recording of training and 
development activities 
All training attended will be recorded by the line 
manager along with costs, including, for example, 
travel and subsistence expenses and the cost of 
textbooks so the SWS can monitor the fairness of 
application and ensure value for money. 

 
 

Equal opportunities 
Decisions relating to training and development 
should be made fairly and consistently, and 
equality of opportunity should be provided for all 
employees. 

 
Induction training 
All new employees and those changing their jobs 
within the SWS, will receive an induction on their 
job role. The SWS provides full programmes of 
general induction training and health and safety 
induction training, which are set out in separate 
policies. 

 
 

Disciplinary policy 
and procedure 
The aim of the disciplinary policy and procedure 
is to change unsatisfactory behaviour or conduct 
and to improve performance. It is used when 
an employee’s standard of conduct and/or 
performance is below the standard expected for the 
position and when all other possible and reasonable 
remedial actions to correct the matter have been 
explored. 

 
This policy and procedure provide SWS with a 
structure to help make fair and consistent decisions 
about an employee’s conduct and/or performance, 
provides employees with the opportunity to offer 
explanations for their actions and, in many 
circumstances, it also gives employees the chance 
to improve their performance or behaviour to an 
acceptable standard. 

This procedure applies to all members of staff and 
volunteers at every level. 

 
The success of SWS depends on high standards of 
efficiency, punctuality, accuracy, courtesy, and 
commitment of all our employees to their work and 
core values of the SWS. The procedures 
set out below will be followed when standards 
of conduct or performance fall below the level 
expected for the job. 

 
The SWS reserves the right to implement the 
procedure at any stage as set out below 
considering the alleged misconduct or under 
performance of an employee. Employees will  not 
ordinarily be dismissed for a first disciplinary 
offence. 

 
Matters that the SWS views as amounting to 
disciplinary offences include (but are not limited 
to): 

 
●   persistent bad timekeeping 
●   unauthorised absence or those that are 

not genuine or not for the reason provided 
●   damage to the SWS’s property 
●   failure to observe the SWS’s procedures 
●   abusive behaviour 
●   unreasonable refusal to follow an 

instruction issued by a manager or 
supervisor 

●   data protection breaches or misuse of 
the SWS’s information 

●   Theft or attempted theft of property 
●   Fraud of any kind 
●   Sexual misconduct or any safeguarding breach 
●   Breach of Code of conduct 
●   Being under the influence of or being 

possession of alcohol, drugs or smoking of 
cigarettes whilst at work or representing SWS 

●   Possession of drugs such as marijuana whilst 
on duty at work 

●   Serious failure to follow safety policies, risking 
the safety of yourself or another person 

●   Bullying, Discrimination, or harassment of a 
member of SWS staff volunteer, contractor, 
partner, or stakeholder 

●   Accepting or offering bribes 
●   Serious negligence 
●   Consistent underperformance in the role 
●   Serious negligence in the execution of duties 
●   Bringing the SWS into disrepute 

 
Investigation 
An employee’s supervisor or line manager (or, 
where appropriate, a different manager) will 
promptly and thoroughly investigate any matter 
that is reasonably suspected or believed to 
contravene any of the SWS’s policies 
or rules or may otherwise be a disciplinary/ 
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performance matter. The employee will be 
informed as soon as possible as to the fact of an 
investigation and when it has been concluded. 

 
There may be instances where suspension with 
pay is necessary while investigations are carried 
out. The SWS has the right to suspend with pay 
where there are reasonable grounds for concern 
that evidence may be tampered with, destroyed 
or witnesses pressurised before  a disciplinary 
hearing, or if there is a potential risk to the 
SWS or other employees or third parties in 
allowing the employee to remain  at work. 
Suspension is not a form of disciplinary 
sanction. 

 
Depending on the circumstances of the case, 
the employee may be invited to attend an 
investigatory interview. The employee will be 
informed at the outset that the interview is an 
investigatory interview. 

 
Procedure 
Once the investigation is complete and there are 
reasonable grounds to believe that there is a 
disciplinary case to answer, the employee will be 
invited to attend a disciplinary hearing with a more 
senior manager than the investigating manager 

 
In the event of a disciplinary hearing taking place 
the SWS will: 

 
a. give the employee a minimum of two working 

days’ notice of the hearing. 
b. tell the employee the purpose of the hearing, its 

possible consequences and that it will be held 
under the SWS’s disciplinary procedure. 

c. give the employee written details of the nature 
of their alleged misconduct/under performance; 
and 

 
i. Where the employee is unable to attend a 

disciplinary hearing and provides a good 
reason for failing to attend, the time and/ 
or date of the hearing will be rearranged. 
The SWS will rearrange the hearing  giving 
two days’ notice. Unless there are special 
circumstances mitigating against it, if the 
employee is unable to attend the re- 
arranged hearing, the rearranged hearing 
will take place in the employee’s absence. 
The employee will be allowed to make writ- 
ten submissions in such a situation. 

 
Recording of meetings 
The employee, or any person acting on their 
behalf, is not normally permitted to record 
electronically any meeting held by the 

SWS as part of the disciplinary process. This is to 
encourage openness and full participation by all 
parties during meetings. Any breach of this 
provision may lead to disciplinary action against 
the employee, up to and including dismissal. 

 
The disciplinary hearing 
A disciplinary hearing will normally be conducted 
by the employee’s departmental/section manager 
and where appropriate the HR Manager. Any 
member of management responsible for the 
investigation of the disciplinary offence(s) shall 
not be a member of the panel, although such 
managers may present any relevant facts and 
material to the disciplinary hearing. The employee 
will be entitled to be given a full explanation of the 
case against them and be informed of the content 
of any statements provided by witnesses. They 
will be permitted to set out their case and answer 
any allegations. The employee will be given a 
reasonable opportunity to ask questions, present 
evidence and call relevant witnesses. They will also 
be given the opportunity to raise points about any 
information provided by witnesses. 

 
The SWS may adjourn the disciplinary 
proceedings if it appears necessary or appropriate 
to do so (including for the purpose of gathering 
further information). The employee will be 
informed of the likely period of any adjournment. 
If further information is gathered, the employee 
will be allowed a reasonable period 
to consider the new information prior to the 
reconvening of the disciplinary proceedings. 

 
As soon as possible after the conclusion of the 
disciplinary proceedings, the panel will convey the 
decision to the employee and will also inform the 
employee what disciplinary action, if any, is to be 
taken. The decision will be confirmed in writing. 
The employee will be notified of their right of 
appeal under this procedure. 

 
Disciplinary action 
Where, following a disciplinary/underperformance 
hearing, the SWS reasonably believes that the 
employee has committed a disciplinary offence, 
the following disciplinary action may be taken: 

 
a. Where a minor offence or offences have been 

committed, an oral warning may be given and 
recorded on their personnel file. The warning 
will: 

ii. set out the nature of the offence 
committed. 

iii. inform the employee that further 
misconduct/under performance is liable to 
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result in further disciplinary action under 
this procedure. 

iv. specify the period for which the warning 
will remain “live”, after such period [the 
SWS will review the warning/the  
warning will automatically lapse]; and 

v. state that the employee may appeal against 
the warning. 

 
b. Where either a more serious disciplinary offence 

has been committed, or following an oral 
warning that remains “live”, a further minor 
offence or offences have been committed by 
an employee, the employee will receive a first 
written warning. The warning will: 

vi. set out the nature of the offence 
committed. 

vii. inform the employee that further 
misconduct is liable to result in further 
disciplinary action under this procedure. 

viii. specify the period for which the warning 
will remain “live”, after such period [the 
SWS will review the warning/ the     
warning will automatically lapse]; and 

ix. state that the employee may appeal against 
the warning. 

 
c. Where a serious disciplinary offence amounting 

to gross misconduct has been committed, 
thereby justifying summary dismissal, but the 
SWS decides, after considering all relevant 
circumstances, that a lesser penalty                  is          
appropriate, or,  where an employee commits 
further disciplinary offences after a first written 
warning has been issued and remains “live”, a 
final written warning may be given. Such a 
warning will: 

x. set out the nature of the offence 
committed. 

xi. inform the employee that further 
misconduct is likely to result in their 
dismissal. 

xii. specify the period for which the warning 
will remain “live”, after such period [the 
SWS will review the warning/ the           
warning will automatically lapse]; and 

xiii. state that the employee may appeal against 
the warning. 

 
d. Where a final written warning is given to an 

employee as above, the SWS may also  
impose on the employee: 
xiv. disciplinary suspension without pays. 
xv. loss of seniority. 

xvi. in line with any provision in the contract 
of employment, stoppage of pay for such 
period as the SWS thinks fit in the 
circumstances subject to a maximum of 
[four weeks]; or 

xvii. in line with any provision in the contract of 

employment, transfer to a job of a lower 
status. 

 

The above sanctions may be imposed in 
conjunction with other forms of disciplinary action, 
or as an alternative to dismissal. 
e. Where the employee has committed further acts 

of misconduct following a final written warning 
given under c. above, the SWS may elect to 
dismiss with notice or payment in lieu  of 
notice. 

f. Where the SWS reasonably believes that  an 
employee has committed an act of gross 
misconduct, the employee may be summarily 
dismissed without notice. 

 
Appeal 
An employee may appeal against any disciplinary 
sanction imposed against him. Wherever 
possible, the appeal will be heard by a senior 
manager who has not been involved in the 
decision to impose the disciplinary sanction on 
the employee. The appeal manager is obliged 
to consider any representations made by the 
employee and those of the manager who 
conducted the investigation and the manager who 
conducted the disciplinary hearing and imposed 
the disciplinary sanction. Should any new evidence 
be introduced on appeal, the employee will be 
given the opportunity to consider it and raise 
comments. Once the relevant issues have been 
thoroughly explored, the appeal manager will 
decide whether to uphold the disciplinary sanction. 

 
● If the appeal manager upholds the appeal all 

records of the disciplinary sanction will be 
removed from the employee’s record. 

● If the appeal manager does not allow the 
appeal, the disciplinary sanction will be upheld. 

● If the appeal manager partially finds for the 
employee, the appeal manager shall partially 
allow the appeal and impose a lesser disciplinary 
sanction. 

 
When lodging an appeal, the employee should 
state: 

 
a. the grounds of appeal; and 
b. whether they are appealing against the finding 

that they committed the alleged act or acts of 
misconduct, or against the level of disciplinary 
sanction imposed. 

 
The employee must provide written notice of 
the appeal within five working days of being 
informed of the disciplinary sanction being 
imposed against them. 
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Appeal hearings will normally take place within 
10 working days of receipt of the employee’s 
written notice of appeal. 

 
The appeal decision will be confirmed in writing 
within 5 working days to the employee. The 
SWS’s decision at the appeal is final. 

 
Gross misconduct 
Gross misconduct is misconduct which is so serious 
that it fundamentally undermines the relationship 
of trust and confidence between the SWS and the 
employee and therefore breaches the contractual 
relationship between employee and 
the SWS. The following list provides examples of 
conduct which may be regarded as gross 
misconduct. Such conduct may result in summary 
dismissal, without the employee being given notice 
or pay in lieu of notice, or compensation. 

 
●   theft or fraud 
●   physical violence or bullying 
●   deliberate and serious damage to property 
●   serious misuse of an SWS’s property or name 
●   deliberately accessing internet sites 

containing pornographic, offensive, or 
obscene material 

●   serious insubordination 
●   unlawful discrimination or harassment 
●   bringing the SWS into serious disrepute 
●   serious incapability at work brought on 

by alcohol or illegal drugs 
●   causing loss, damage, or injury through 

serious negligence 
●   serious breach of health and safety rules 
●   a serious breach of confidence. 

 
The examples listed are not definitive or 
exhaustive. Any other inappropriate/serious acts of 
conduct will be regarded as gross misconduct. 

 
This policy is non-contractual, and the SWS  may 
make changes to it from time 

 
 

Grievance policy 
and procedure 
The SWS believes that all employees should be 
treated fairly and with respect. If you are unhappy 
about the treatment that you have received or 
about any aspect of your work, you should discuss 
this with your line manager, who will attempt to 
resolve the situation on an informal  basis. If you 
feel unable to approach your line manager 
directly, you should approach a more 

senior manager of an HR Manager who will discuss 
ways of dealing with the matter with you. 

 
Where attempts to resolve the matter informally 
do not work, it may be appropriate for you to 
raise a formal grievance under this procedure. 
A formal grievance should be concerned with 
the way in which you believe you have been 
treated by the SWS or managers acting  on its 
behalf, colleagues or about any aspect of your 
work. If your complaint relates to bullying  or 
harassment on the part of a colleague, the 
matter should be dealt with under the bullying and 
harassment procedure. Complaints that amount to 
an allegation of misconduct on the part of another 
employee will also be investigated and dealt with 
under the disciplinary procedure. 

 
Grievances may be concerned with a wide 
range of issues, including the allocation of work, 
your working environment, or conditions, the 
opportunities that you have been given for career 
development or the way in which you have been 
managed 

 
Grievances raised while you are subject to 
disciplinary proceedings will usually be heard only 
when the disciplinary process has been completed. 

 
Recording of meetings 
The employee, or any person acting on their 
behalf, is not normally permitted to record 
electronically any meeting held by the SWS    as  

part of the grievance process. This is to encourage 
openness and full participation by 
all parties during meetings. Any breach of this 
provision may lead to disciplinary action against 
the employee, up to and including dismissal. 

 
Conducting the 
grievance procedure 
The SWS recognises that a formal grievance 
procedure can be a stressful and upsetting 
experience for all parties involved. Everyone 
involved in the process is entitled to be treated 
calmly and with respect. The SWS will not tolerate 
abusive or insulting behaviour from anyone taking 
part in or conducting grievance  procedures and will 
treat any such behaviour as misconduct under the 
disciplinary procedure. 

 
Formal grievance procedure 
Making the complaint 
The first stage of the grievance procedure is for 
you to put your complaint in writing. This written 
statement will form the basis of the subsequent 
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hearing and any investigations, so it is important 
that you set out clearly the nature of your 
grievance and indicate the outcome that you are 
seeking. If your grievance is unclear, you may be 
asked to clarify your complaint before any meeting 
takes place. 

 
Further attempts may be made to resolve the 
matter informally, depending on the nature of 
your complaint. However, if you are not satisfied 
with the outcome, you may insist on the matter 
proceeding to a full grievance hearing. 

 
Before proceeding to a full grievance hearing, 
it may be necessary to carry out investigations 
of any allegations made by you, although the 
confidentiality of the grievance process will be 
respected, wherever possible. Where confidentiality 
is necessary, this will be explained to you and an 
appropriate summary of the evidence gathered will 
be given to you. 

 
The grievance hearing 
The hearing will be held as soon as is reasonably 
practicable and within 5 working days of the 
receipt of your written complaint. It will be 
conducted by an independent manager or HR 
representative. At the meeting, you will be asked 
to explain the nature of your complaint and what 
action you feel should be taken to resolve the 
matter. Where appropriate, the meeting may be 
adjourned to allow further investigations to take 
place. 

 
Following the meeting, you will be informed in 
writing of the outcome within 7 working days and 
told of any action that the SWS proposes to  take 
because of your complaint. You may discuss  this 
outcome informally with either your manager or 
HR manager. 

 
If you are dissatisfied with the outcome, you may 
make a formal appeal. 

 
Appeal 
Your appeal should be made in writing to the 
Chief Operating officer or HR manager. You should 
clearly state the grounds of your appeal, the basis 
on which you say that the result of the grievance 
was wrong or that the action taken as a result 
was inappropriate. This should be done within 
5 working days of the written notification of the 
outcome of the grievance. 

 
The appeal will be conducted by your head of 
department or Chief Operating Officer who will 
consider the grounds that you have put forward 

and assess whether the conclusion reached  in the 
original grievance hearing was appropriate. 

 
The appeal hearing will be re-convened, by the 
appeal manager, on the same day or as soon 
as possible (normally within 5-10 working days 
of the appeal hearing if further consideration is 
required) to inform the employee of the appeal 
decision. Where it is not possible to re-convene 
the hearing face to face, the appeal manager may 
inform the employee of the decision by an agreed 
communication method (e.g., telephone, skype/ 
email). Within five working days of the decision 
being verbally communicated, the employee will be 
provided with written confirmation of the decision 
of the appeal hearing by the appeal manager 

 
The outcome will be final. 
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Section 7 
Pay and Benefits 

Payment of basic 
salary 
The SWS is committed to ensuring that: 

 
Individuals are not discriminated against because 
of gender, marital or civil partnership status, race, 
religion or belief, sexual orientation, age, disability, 
gender reassignment, pregnancy, and maternity, 
or because they work part time or on a fixed term 
contract. 

 
Employees’ basic rates of pay will normally be 
reviewed annually subject to labour market rules 
and trends subject to SWS approval and is at the 
absolute discretion of the SWS. Any resulting 
changes will be notified to employees in writing. 

 
Salaries for permanent and temporary members of 
staff are paid monthly by transfer directly into 
everyone’s nominated bank or building society 
account. 

 
Payments to employees are made on the (1st/ 
last) day of each month (insert according SWS 
arrangements). However, if this day falls on a 
weekend or bank holiday, salaries will go into 
individuals’ accounts on the [previous/following] 
working day. 

 
Employees will receive a written (electronic) 
itemised pay statement of their earnings and 
deductions on the date on which they are paid 

 
It is the responsibility of each employee to ensure 
that the SWS: 

 
has details of their bank or building society account 
number and sort code. 

 
is advised of any changes to their bank or building 
society account; and 

 
is told about any payment anomalies that the 
employee discovers (e.g., overpayment of wages) 
at  the earliest opportunity. 

 
Employees who have any queries or problems 
concerning payment of their salary should contact  
the Secretary of Finance/the HR department 

 
 
 
Overtime pays 
Please see Overtime Policy in Section 3 of this 
handbook 

 
 

Deputising/acting 
up payments 
Due to long term staff vacancies, 
absences,                                   or other situations there may  
be a need for 
employees to take on extra responsibilities within 
the SWS or your department at a more senior 
level than your substantive role. On these 
occasions, you may be asked to act as a deputy 
and will be compensated for doing so. 

 
When you are deputising, for a minimum period of 
one month, you will receive an additional payment 
at a level to be decided by your line manager/ 
HR Manager on a case-by-case basis, considering 
factors such as your experience level, the amount 
of extra work involved, and the seniority of  the 
position being covered. 

 
The details of the responsibilities that you will be 
expected to undertake when deputising will be set 
out for you in writing at the time. 

 
The additional payment will be paid only when you 
are taking on the extra responsibility for at least 
one month. 

 
You will be given at least one week’s notice that 
you are to return to your previous role and salary. 
If you want to return to your previous role at any 
time, you are required to give one week’s notice. 
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Expenses policy 
– Travel and 
Subsistence 
This policy sets out the SWS’s rules on how 
employees can claim for expenses incurred in 
the performance of their duties for the SWS. The 
policy covers travel, meals and               accommodation, 
overseas travel. 

 
Employees and volunteers are expected to keep 
their total travel and subsistence expenses to the 
minimum, consistent with the efficient conduct 
of their duties. Employees and volunteers should 
consider their health, safety, and wellbeing, as well 
as the environmental impact of their travel plans. 

 
The purpose of this policy is to ensure that 
employees and volunteers are properly reimbursed 
for legitimate business expenses and to ensure 
that these expenses are treated appropriately for 
tax purposes. 

 
General procedure 
The SWS will reimburse you for actual 
expenditure that is incurred wholly, 
necessarily,              and exclusively in connection with 
authorised duties that you undertake in the 
course of your  employment. 

 
To claim for expenses, you must use the SWS’s 
expenses claim forms, available from            the Finance 
department. You should set out the reasons why 
the expense was incurred on the claim          form. 

 
Expenses will not be paid unless supporting 
evidence is provided, together with a completed 
expenses claim form. This should include original 
receipts or invoices with the date and time of the 
transaction (unless you are claiming for mileage). 

 
Once completed and signed, you should submit 
your expenses claim form to your line manager. 
Once your line manager has approved the 
claim form, this should be sent to Secretary of 
Finance, the accounts department. 

 
Expenses claims must be submitted within 30 
days of the expense being incurred. If this is not 
practical, written approval for any extension will be 
required from your line manager. The SWS 
reserves the right to withhold any payment where 
written approval has not been sought. 

The SWS may return expenses claim  form to 
you without payment if it is completed 
incorrectly or lacks supporting evidence. 

 
Any queries in relation to this policy should be 
directed to the Finance Manager 

 
Travel 
Employees and line managers should consider 
whether travel is necessary to meet business 
objectives or if there are more appropriate means 
(for example, teleconferencing  or 
videoconferencing). 

 
Air 
Any flight must be pre-authorised by your senior 
line manager in writing before being booked. 
Where possible, flights should be booked well in 
advance to benefit from any discounts for early 
booking. 

 
The key consideration is whether the flight is the 
most cost-effective for the SWS, unless there is a 
valid business reason for taking  an alternative 
flight. 

 
You will usually only be permitted to travel in 
economy class. 

 
Rail 
You may claim for standard class rail fares only. 
Where possible, rail journeys should be booked 
well in advance to benefit from any discounts for 
early booking. 

 
Taxis 
You may claim for a taxi fare only in limited 
circumstances. These are: 

 
● where taking a taxi would result in a significantly 

shorter travel time than using public transport. 
● where there are several employees travelling 

together: or 
● where personal security and safety of employees 

is an issue, for example taxis may be permitted 
after 9.30pm. 

 
You must obtain a receipt with details of the date, 
place of departure and destination of the journey. 
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Use of your own car 
It may be appropriate and cost-effective to 
use your own car when travelling on business, 
for example if you are travelling with several 
employees or, where there is limited public 
transport to your destination, or the journey time 
is significantly shorter than using public transport. 
Any use of your own car on business is subject to 
you: 

 
holding a full driving licence. 

 
ensuring that your car is roadworthy and fully 
registered; and 

 
holding comprehensive motor insurance that 
provides for business use. 

 
Prior authorisation should be sought from your line 
manager before using your own car on business. 

 
The SWS accepts no liability for any accident, loss, 
damage, or claim arising out of any journey that 
you make on business [unless caused  by the 
SWS’s negligence]. The SWS will not pay for the 
cost of any insurance policy on your own car. 

 
To claim for fuel expenditure, you should set out 
the distance of the journey undertaken on your 
expenses claim form. The SWS will pay you a 
mileage allowance according to per mile fuel cost 
for  business mileage. 

 
Meals/accommodation 
You may book hotel accommodation of up 
to $75 maximum in a major city and 
$50 elsewhere. 

 
It is your responsibility to ensure that any hotel 
reservations are cancelled within the required 
cancellation period if they are no longer required. 

 
If you are required to undertake business travel 
and you incur a cost on a meal (food and drink) 
after starting the journey, subject to retaining 
appropriate evidence of expenditure, you may 
claim: 

 
Subsistence rate 
$50 rate you can claim - where you have been 
undertaking business travel for a continuous 
period of at least 10 hours and have incurred the 
cost of a meal or meals. 

 
You are not able to claim for alcoholic drinks on 
SWS expenses. 

 
You should supply or attach receipts and invoices 
for all hotel and meal expenses you can be 
reimbursed for a meal once only, if the cost of an 
evening meal or breakfast is included in the cost of 
overnight accommodation, you will not be entitled 
to meal allowances in respect of those meals. 

 
Overseas expenses 
When travelling overseas on business, the 
SWS will reimburse you for authorised 
expenses. 

 
You should provide the applicable currency 
exchange rate for the date on which the expense 
was incurred. The SWS will verify the exchange 
rate submitted as part of any overseas expenses 
claim. 

 
The SWS will reimburse you for any travel visas 
and inoculations required for business travel. 
It is your responsibility to ensure that you have 
a valid passport with a minimum of six months 
remaining prior to the expiry date after the final 
day of travel. 

 
The SWS will provide business travel           insurance for 
any trips authorised by the SWS. 

 
Expenses that will not 
be reimbursed 
The SWS will not reimburse you for: 

 
●   the cost of any travel between your home 

and usual place of work. 
●   the cost of any travel undertaken for 

personal reasons. 
●   the cost of any travel for your partner or spouse. 
●   any fines or penalties incurred while on business 

for whatever reason, including penalties for not 
paying for a rail ticket in advance of boarding 
the train and penalties or fines associated with 
motoring offences, including speeding or parking 
fines, clamping or vehicle recovery charges. 

●   any expenses incurred for personal benefit 
or to improperly influence or reward a 
business contact; or 

●   cash advances or withdrawals from an 
ATM machine. 

You are required to pay for any travel costs 
incurred by your partner or spouse if they 
accompany you on business. Your spouse or 
partner must have adequate travel insurance for 
that journey. 
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False claims 
If the SWS considers that any expenditure          
claimed was not legitimately incurred on behalf 
of the SWS, it may request further details  from 
you. The SWS will thoroughly investigate and 
check any expenses claim as 
it sees fit. It may withhold payment where 
insufficient supporting documents have been 
provided. Where payment has been made to 
you prior to the discovery that the claim was not 
legitimate or correct, it may deduct the value 
of that claim from your next salary payment on 
completion of the investigation. 

 
Any abuse of the SWS’s expenses policy will  not be 
tolerated. This includes, but is not limited to: 

 

●   false expenses claim. 
●   claims for expenses that were not 

legitimately incurred. 
●   claims for personal gain. 
●   claims for hospitality and/or gifts to induce a 

client or other business contact to take improper 
action; and 

●   receipt by you of hospitality and/or gifts 
from business contacts that may be 
perceived to influence your judgment. 

 
The SWS will take disciplinary action where 
appropriate and, in certain circumstances, may 
treat a breach of this policy as gross misconduct, 
which may result in your summary dismissal. 
In addition, the SWS may report the matter to 
the police for investigation and criminal 
prosecution. 
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Section 8 
Protecting the SWS 

Email and internet 
policy 
Introduction 
The SWS encourages its employees and 
volunteers to use email and the internet at work 
where this can save time and expense. However, 
it requires that employees follow the rules below. 
It is a term of each employee’s contract that they 
comply with these rules, and any serious breach 
could lead to dismissal. Any employee who is 
unsure about whether something they 
propose to do might breach this email and internet 
policy should seek advice from their line manager. 

 
All volunteers, self-employed contractors, 
agency workers or any other individuals working 
temporarily in the SWS should be made 
aware of the rules regarding the use of email and 
the internet. 

 
Although the SWS encourages the use of  email 
and the internet where appropriate, their use 
entails some risks. For example, employees 
must take care not to introduce viruses to the 
system and must take proper account of the 
security advice below. Employees must also 
ensure that they do not send untrue statements 
about others in emails as the SWS 
could face legal action for libel and be liable for 
damages. 

 
These rules are designed to minimise the legal 
risks to the SWS when its employees use email at 
work and access the internet. Where something is 
not specifically covered in this policy, employees 
should seek advice from their line manager. 

 
Technology and the law change regularly, and this 
policy will be updated to account for changes as 
and when necessary. Employees will be informed 
when the policy has changed, but it is their 
responsibility to read the latest version of this 
document. 

Use of email 
Contents of emails 
Emails that employee intend to send should be 
checked carefully. The use of email to send or 
forward messages that are defamatory, obscene, 
or otherwise inappropriate will be treated as 
misconduct under the appropriate disciplinary 
procedure. In serious cases, this could be regarded 
as gross misconduct and lead to summary 
dismissal. 

 
Equally, if an employee receives an obscene 
or defamatory email, whether unwittingly or 
otherwise, and from whatever source, they 
should not forward it to any other address. 

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

 
Corporate information to be included in emails 

 
Employees should ensure that official corporate 
information is given on any emails that they send. 
An example of the email layout is provided below: 

 
Name 

Job Title 

Department 

Address 

Tel (+44) (1) 11 1111 111 
 

This message is intended for the use of only 
the person(s) (“intended recipient”) to whom it 
is addressed. It may contain information that 
is privileged and confidential. Accordingly, any 
dissemination, distribution, copying or other use of 
this message or any of its content by any person 
other than the intended recipient may constitute 
a breach of civil or criminal law and is strictly 
prohibited. If you are not the intended recipient, 
please contact the sender as soon as possible. 
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Coping 
Employees should exercise care not to copy emails 
automatically to all those copied into the original 
message to which they are replying. Doing so may 
result in disclosure of confidential information to 
the wrong person. 

 
Attachments 
Employees should not attach any files that may 
contain a virus to emails, as the SWS could be 
liable to the recipient for loss suffered. The SWS 
will virus-checking in place but, if in doubt, 
employees should check with their line manager. 

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

 
Personal use of email 
Although the email system is primarily for business 
use, the SWS understands that employees may on 
occasion need to send or receive personal emails 
using their work address. When sending personal 
emails, employees should show the same  care as 
when sending work-related emails. 

 

When and how email 
will be monitored 
The SWS considers the following to be valid 
reasons for checking an employee’s email: 

 
●   If the employee is absent for any reason 

and communications must be checked for 
the smooth running of the business to 
continue. 

●   If the SWS suspects that the employee has 
been viewing or sending offensive or illegal 
material, such as material containing racist 
terminology or nudity (although the SWS 
understands that it is possible for employees 
inadvertently to receive such material and they 
will have the opportunity to explain if this is the 
case). 

● If the SWS suspects that an employee has 
been using the email system to send 
and receive an excessive number of personal 
communications. 

●   If the SWS suspects that the employee is 
sending or receiving emails that are 
detrimental to the SWS. 

 
When monitoring emails, the SWS will, other 
than in exceptional circumstances, confine  itself 
to looking at the address and subject heading of 
the emails. Employees should mark 

any personal emails as such and encourage those 
who send them to do the same. Where possible, 
the SWS will avoid opening emails clearly  marked 
as private or personal. 

 

Use of internet 

Sensible internet use 
Where employees are allowed access to the 
internet at work, they are expected to use it 
sensibly and in such a manner that it does 
not interfere with the efficient running of the 
SWS. Employees may be called upon to justify 
the amount of time they have spent on the 
internet or the sites that they have visited. 

 
The SWS does not currently impose any time 
limitation on work-related internet use. It trusts 
employees not to abuse the latitude given to 
them, but if this trust is abused it reserves the 
right to alter the policy in this respect. 

 
Removing internet access 
The SWS reserves the right to deny internet 
access to any employee at work, although in such 
a case it will endeavour to give reasons for  doing 
so. 

 
Downloading files and software 
Employees should download files on to only 
computers with virus-checking software and 
should check how long the download will take. If 
there is any uncertainty as to whether the 
software is virus-free or whether the time the 
download will take is reasonable, the relevant line 
manager should be consulted. 

 
Personal use of the internet 
Although the email system is primarily for 
business use, the SWS understands that 
employees may on occasion need to use the 
internet for personal purposes. Employees may 
access the internet at work for personal purposes 
provided that: 

 
●   such use is limited to no more than 

[20 minutes] in any day. 
●   the internet is not used to access offensive 

or illegal material, such as material 
containing racist terminology or nudity. 

●   they do not enter any contracts or 
commitments in the name of or on behalf of the 
SWS; and 

●   they do not arrange for any goods ordered on 
the  internet to be delivered to the SWS’s 
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address or order them in the SWS’s name. 
●   Employees should not use the internet for 

personal purposes before working hours begin 
or after they end. The SWS has security 
concerns about staff arriving early and leaving 
late and it is harder to monitor use of the 
internet at such times. 

When and how internet 
use will be monitored 
The SWS reserves the right to monitor 
employees’ internet usage but will endeavour 
to inform an affected employee when this is to 
happen and the reasons for it. The SWS 
considers the following to be valid reasons for 
checking an employee’s internet usage: 

 
●   If the SWS suspects that the employee has 

been viewing offensive or illegal material, such 
as material containing racist terminology or 
nudity (although the SWS understands that it 
is possible for employees inadvertently to view 
such material and they will have the 
opportunity to explain if this is the  case). 

●   If the SWS suspects that the employee has 
been spending an excessive amount of time 
viewing websites that are not work related. 

●   Monitoring will consist of checking the 
websites that an employee has visited and the 
duration of such visits. 

Data protection 
Monitoring of an employee’s email and/or internet 
use will be conducted where it is necessary and 
proportionate. Monitoring is in the SWS’s 
legitimate interests and is to ensure that this 
policy on email and internet use is being complied 
with. 

 
Monitoring will normally be conducted with 
the authority of the Chief Operating Officer 
The information obtained through monitoring 
may be shared internally, an employee’s line 
manager, Chief Operating officer or other relevant 
managers if access to the data is necessary for 
performance of their roles. However, information 
would normally be shared in this way only if the 
SWS has reasonable grounds to believe that 
there has been a breach of the rules set out in 
this policy. 

 
The information gathered through monitoring 
will be retained only long enough for any breach 
of this policy to come to light and for any 
investigation to be conducted. 

Information obtained through monitoring will 
not be disclosed to third parties (unless the 
SWS is under a duty to report matters to  a 
regulatory authority or to a law enforcement 
agency). 

 

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

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

 
Use of social media at work 
The SWS encourages employees to make 
reasonable and appropriate use of social media as 
part of their work. It is an important part of how 
the SWS communicates to promotes its services/ 
communicates with its audience. 

 
Employees may contribute to the SWS’s social 
media activities, for example by writing for our 
blogs/managing a Facebook account/running an 
official Twitter account for the SWS/part of the 
SWS. 

 
Employees must be always aware that, while 
contributing to the SWS’s social media activities, 
they are representing the SWS.  Staff who use 
social media as part of their job must adhere to 
the following rules: 

 
Employees should use the same safeguards as 
they would with any other form of communication 
about the SWS in the public sphere. These 
safeguards include: 

 
●   making sure that the communication has a 

purpose and a benefit for the SWS. 
●   obtaining permission from a manager before 

embarking on a public campaign using social 
media; and 

●   getting a colleague to check the content 
before it is published. 



BirdLife Partners Generic Employee Handbook 49 
 

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

 
●   bring the SWS into disrepute, for 

example by: 
●   criticising or arguing with 

beneficiaries, colleagues, or rivals. 
●   making defamatory comments about 

individuals or other SWSs or groups; or 
●   posting images that are inappropriate or links 

to inappropriate content. 
●   breach confidentiality, for example by: 
●   giving away confidential information about an 

individual such as a colleague or SWS or 
●   discussing the SWS’s internal workings or its 

future business plans that have not been 
communicated to the public. 

●   breach copyright, for example by: 
●   using someone else’s images or written 

content without permission. 
●   failing to give acknowledgement where 

permission has been given to reproduce 
something; or 

●   do anything that could be considered 
discriminatory against, or bullying or 
harassment of, any individual, for example by: 

●   making offensive or derogatory comments 
relating to sex, gender reassignment, race 
(including nationality), disability, sexual 
orientation, religion or belief or age. 

●   using social media to bully another 
individual such as an employee of the SWS; 
or 

●   posting images that are discriminatory 
or offensive or links to such content. 

 
Excessive use of social 
media at work 
Employees should not spend an excessive amount 
of time while at work engaged in personal/non- 
work-related social media. This is likely to have 
a detrimental effect on employees’ productivity. 
They should ensure that use of social media does 
not interfere with their other duties. 

Monitoring use of social 
media during work time 
The SWS reserves the right to monitor 
employees’ social media usage. The SWS 
considers that valid reasons for checking an 
employee’s internet usage include suspicions that 
the employee has: 

 
●   been using social media for personal/non-

work-related reasons when they should be 
working; or 

●   acted in a way that is in breach of the rules 
set out in this policy. 

Data protection 
Monitoring of an employee’s social media use 
will be conducted where it is necessary and 
proportionate. Monitoring is in the SWS’s 
legitimate interests and is to ensure that 
this policy on email and internet use is being 
complied with. 

 
Monitoring will normally be conducted with 
the authority of the Chief Operating Officer 
The information obtained through monitoring 
may be shared internally, an employee’s line 
manager, Chief Operating officer or other relevant 
managers if access to the data is necessary for 
performance of their roles. However, information 
would normally be shared in this way only if the 
SWS has reasonable grounds to believe that 
there has been a breach of the rules set out in 
this policy. 

 
The information gathered through monitoring 
will be retained only long enough for any breach 
of this policy to come to light and for any 
investigation to be conducted. 

 
Information obtained through monitoring will 
not be disclosed to third parties (unless the 
SWS is under a duty to report matters to  a 
regulatory authority or to a law enforcement 
agency). 

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

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

 
Employees are allowed to say that they work 
for the SWS, which recognises that it is 
natural for its staff sometimes to want to 
discuss their work on social media. However, the 
employee’s online profile (for example, the name 
of a blog or a Twitter name) must not contain the 
SWS’s name. 

 
If employees do discuss their work on social media 
(for example, giving opinions on their specialism 
or the sector in which the SWS operates), they 
must include on their profile a statement along the 
following lines: “The views I express here are 
mine alone and do not necessarily reflect the 
views of my employer.” 
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Disciplinary action over 
social media use 
All employees and volunteers are required to 
adhere to this policy. Employees should note that 
any breaches of this policy may lead to disciplinary 
action. Serious breaches of this policy, for example 
incidents of bullying of colleagues or social media 
activity that might cause serious damage to the 
SWS, may constitute gross misconduct and  lead to 
summary dismissal. 

 
 

Storage and 
protection of data 
This policy applies to the personal data of job 
applicants, employees, workers, contractors, 
volunteers, interns, apprentices, and former 
employees, referred to as HR-related personal 
data. This policy does not apply to the personal 
data of clients or other personal data processed 
for business purposes. 

 
The SWS has appointed Chief Operating Officer [or 
HR Manager] as the person with responsibility for 
data protection compliance within the SWS. 

 
Definitions 
“Personal data” is any information that relates 
to a living individual who can be identified from 
that information. Processing is any use that 
is made of data, including collecting, storing, 
amending, disclosing, or destroying it. 

 
“Special categories of personal data” means 
information about an individual’s racial or ethnic 
origin, political opinions, religious or philosophical 
beliefs, trade union membership, health, sex life or 
sexual orientation and genetic and biometric data. 

 
“Criminal records data” means information 
about an individual’s criminal convictions and 
offences, and information relating to criminal 
allegations and proceedings. 

 
Data protection principles 
The SWS processes HR-related personal data in 
accordance with the following data protection 
principles: 

 
●   The SWS processes personal data lawfully, 

fairly and in a transparent manner. 
●   The SWS collects personal data only for 

specified, explicit and legitimate purposes. 

●   The SWS processes personal data only where 
it is adequate, relevant and limited 
to what is necessary for the purposes of 
processing. 

●    The SWS keeps accurate personal data and 
takes all reasonable steps to ensure that 
inaccurate personal data is rectified or deleted 
without delay. 

●  The SWS keeps personal data only for the 
period necessary for processing. 

●   The SWS adopts appropriate measures to 
make sure that personal data is secure, and 
protected against unauthorised or unlawful 
processing, and accidental loss, destruction, 
or damage. 

 
HR-related data will not be shared with third 
parties 

 
The SWS will update HR-related personal data 
promptly if an individual advises that their 
information has changed or is inaccurate. 

 
Personal data gathered during the employment, 
worker, contractor, or volunteer relationship, 
or apprenticeship or internship is held in the 
individual’s personnel file (in hard copy or 
electronic format, or both). The periods for which 
the SWS holds HR-related personal data is [XX 
years – relevant to individual country]. 

 
Individual rights 
Individuals have several rights in relation to their 
personal data. 

 
Access to personal data 
The SWS will provide the individual with a copy 
of their personal if the individual makes a 
request. 

 
Other rights 
Individuals have several other rights in relation 
to their personal data. They can require the 
SWS to: 

 
●   rectify inaccurate data. 
●   stop processing or erase data that is no 

longer necessary for the purposes of 
processing. 

●   stop processing or erase data if processing 
is unlawful; and 

●   stop processing data for a period if data is 
inaccurate or if there is a dispute about whether 
the individual’s interests override the SWS’s 
legitimate grounds for processing data. 
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To ask the SWS to take any of these steps, the 
individual should send the request to Chief 
Operating Officer. 

 
Data security 
The SWS takes the security of HR-related 
personal data seriously. The SWS has controls in 
place to protect personal data against loss, 
accidental destruction, misuse, or disclosure, and 
to ensure that data is not accessed, except by 
employees in the proper performance of their 
duties. 

 
Data breaches 
If the SWS discovers that there has been a 
breach of HR-related personal data that poses a 
risk to the rights and freedoms of individuals, the 
breach will be reported to the Chief Operating 
Officer and recorded 

 
If the breach is likely to result in a high risk to 
the rights and freedoms of individuals, it will tell 
affected individuals that there has been a breach 
and provide them with information about its likely 
consequences and the mitigation measures it has 
taken. 

 
Individual responsibilities 
Individuals are responsible for helping the SWS 
keep their personal data up to date. Individuals 
should let the SWS know if data provided to the 
SWS changes, for example if an individual moves 
house or changes bank details. 

 
Individuals may have access to the personal data 
of other individuals and of our and clients in the 
course of their employment, contract, volunteer 
period, internship, or apprenticeship. Where this is 
the case, the SWS relies on individuals to help 
meet its data protection obligations to staff and to 
clients. 

 
Individuals who have access to personal data are 
required: 

 
● to access only data that they have authority to 

access and only for authorised purposes. 
● not to disclose data except to individuals 

(whether inside or outside the SWS) who 
have appropriate authorisation. 

● to keep data secure (for example by complying 
with rules on access to premises, computer 
access, including password protection, and 
secure file storage and destruction). 

● not to remove personal data, or devices 
containing or that can be used to access 

personal data, from the SWS’s premises without 
adopting appropriate security measures (such 
as encryption or password protection) to secure 
the data and the device. 

● not to store personal data on local drives or 
on personal devices that are used for work 
purposes; and 

● to report data breaches of which they become 
aware to the Chief Operating Officer 
immediately. 

 
Failing to observe these requirements may amount 
to a disciplinary offence, which will be dealt with 
under the SWS’s disciplinary procedure. 
Significant or deliberate breaches of this policy, 
such as accessing employee or customer data 
without authorisation or a legitimate reason to do 
so, may constitute gross misconduct and could 
lead to dismissal without notice. 

 
 

Speak up Policy - 
Whistleblowing 
This policy applies to all employees, 
volunteers, and officers of the SWS. Other 
individuals performing functions in relation to 
the SWS, such as agency workers and 
contractors, are encouraged to use it. 

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

 
Background 
SWS provides protection for workers who raise 
legitimate concerns about specified matters. These 
are called “qualifying disclosures”. A qualifying 
disclosure is one made in the public interest by a 
worker who has a reasonable belief that: 

 
●  a criminal offence. 
●  a miscarriage of justice. 
●  an act creating risk to health and safety. 
●  an act causing damage to the environment. 
●  a breach of any other legal obligation; or 
●  concealment of any of the above. 

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

 
The SWS encourages workers to raise their 
concerns under this procedure in the first instance. 
If a worker is not sure whether to raise a concern, 
they should discuss the issue with their line 
manager or the HR department. 

 
Principles 
●   Everyone should be aware of the importance 

of preventing and eliminating wrongdoing at 
work. Workers should be watchful for illegal or 
unethical conduct and report anything of that 
nature that they become aware of. 

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

●   No worker will be victimised for raising a 
matter under this procedure. This means that 
the continued employment and opportunities 
for future promotion or training of the worker 
will not be prejudiced because they have raised 
a legitimate concern. 

●   Victimisation of a worker for raising a 
qualified disclosure will be a disciplinary 
offence. 

●   If misconduct is discovered because of any 
investigation under this procedure the 
SWS’s disciplinary procedure will be used, in 
addition to any appropriate external 
measures. 

●   Maliciously making a false allegation is 
a disciplinary offence. 

●   An instruction to cover up wrongdoing is itself 
a disciplinary offence. If told not to raise or 
pursue any concern, even by a person in 
authority such as a manager, workers should 
not agree to remain silent. They should report 
the matter to a director. 

 
This procedure is for disclosures about matters 
other than a breach of an employee’s own contract 
of employment. If an employee is concerned 
that their own contract has been, or is likely to 
be, broken, they should use the SWS’s 
grievance procedure. 

 
Procedure 
(1) In the first instance, any concerns should be 
raised with the worker’s line manager. If they 
believe the line manager to be involved, or for 
any reason does not wish to approach the line 
manager, then the worker should proceed straight 
to stage 3. 

 
(2) The line manager will arrange an investigation 
into the matter (either by investigating the 
matter personally or immediately passing the 
issue to someone in a more senior position). The 
investigation may involve the worker and other 
individuals involved giving a written statement. 

 
The line manager (or the person who carried 
out the investigation) will then report to the 
board, which will take any necessary action, 
including reporting the matter to any appropriate 
government department or regulatory agency. 

 
If disciplinary action is required, the line manager 
(or the person who carried out the investigation) 
will report the matter to the Chief Operating 
Officer or human resources department and start 
the disciplinary procedure. On conclusion of any 
investigation, the worker will be told the outcome 
of the investigation and what the board has done, 
or proposes to do, about it. If no action is to be 
taken, the reason for this will be explained. 

 
(3) If the worker reasonably believes that the 
appropriate action has not been taken, they should 
report the matter to the proper authority. 
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Section 9 
End of employment 

 

Notice periods 
Subject to employees’ terms and conditions of 
employment, which may set out a longer notice 
period, the SWS will give employees one 
week’s notice to terminate their contract of 
employment during their probationary period. 
Following the probationary period, the SWS will 
give employees [one month’s notice] to terminate 
their contract of employment. 

 
Subject to employees’ terms and conditions of 
employment, which may set out a longer notice 
period, employees are required to give the 
SWS [one month’s notice] to terminate their 
contract of employment. 

 
A letter will be issued to the employee confirming 
their last working day. 

 
Resignation 
An employee who resigns must provide the 
SWS with their notice of resignation in writing. 
The SWS will not accept notice of resignation as 
effective unless it is in writing. 
Upon resignation, the employee will be required 
to work their full contractual notice period, unless 
otherwise agreed. 

 
If an employee fails to work their full contractual 
notice period without prior authorisation from the 
SWS, the employee will not be paid for the 
portion of the notice period that they have not 
worked. The SWS may refer to this in any 
reference given on the employee’s behalf. 

 
Dismissal 
Where the SWS dismisses an employee, it will 
give the employee their full contractual notice 
and, unless otherwise agreed, will require the 
employee to work the full period of notice. 

 
In certain circumstances, including dismissals for 
gross misconduct, the SWS may dismiss the 
employee without notice. If this is the case, the 
SWS will explain the reason(s) why. 

Redundancy 
Where the SWS dismisses an employee by reason 
of redundancy, it will give the employee their full 
contractual notice and, unless otherwise agreed, 
will require the employee to work the full period 
of notice. 

 
An employee who is dismissed by reason of 
redundancy will be given a reasonable amount 
of paid time off work to look for alternative 
employment. The arrangements for time off must 
be agreed in advance by the employee’s manager. 

 
Retirement 
If an employee is retiring, notice should be given 
in writing in accordance with the notice period set 
out in their contract of employment. 

Rights and obligations 
during the notice period 
During the notice period, the contract of 
employment will continue to remain in force and 
the employee will receive full pay and benefits. 

 
The SWS expects that the employee will act in an 
entirely appropriate manner during the full period 
of notice and uphold the high standards of 
performance required of all employees. This 
applies no matter who gave notice to terminate 
the contract of employment and for whatever 
reason. 

 
Return of the SWS’s 
property 
The SWS requires employees to hand over all 
property that belongs to the SWS on or before 
their final working day 

 
This may include (but is not limited to): 

 
●  uniform(s). 
●  keys. 
●  security and building passes. 
●  mobile phone. 
●  laptop. 
●  removable data storage device. 
●  credit or charge cards. 
●  hardcopies of the SWS’s material 
●  company car; and 
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●   any other property belonging to 
the SWS. 

 
If the employee fails to return any property 
belonging to the SWS by the required date, the 
SWS will withhold the whole or any part of any 
pay due from the SWS to the employee until the 
property is returned. 

 
 

Holiday during notice periods 
During the notice period, the SWS may require 
employees to take annual leave accrued for that 
holiday year but not taken by the date of 
termination. 

 
If, on termination of an employee’s employment, 
the employee has accrued annual leave that they 
have not taken, subject to confirmation with your 
line manager you may be paid in lieu of this as 
part of the final wages. No payment in lieu of 
accrued contractual holiday will be made to the 
employee (and where appropriate a deduction 
will be made from salary) in the event of their 
termination for gross misconduct or in the event 
of the employee giving inadequate notice of 
termination or leaving before the contractual 
notice period has expired. 

Outstanding payments 
to the SWS 
The SWS may deduct from any final pay all monies 
owing to it from the departing employee. This 
includes (but is not limited to): 

 
●  outstanding loans. 
●  wage advances. 
●  expenses advances; and 
●  holiday taken but not yet accrued. 

 
If the employee’s final pay is insufficient to cover 
the sums owed to the SWS, the employee will 
enter into a contract with the SWS for the 
repayment of all sums owed. If the employee 
refuses to do this, or defaults on any repayment 
agreement, the SWS may bring a civil claim 
against the employee to recover the monies (as a 
debt) and its costs of doing so. 

Outstanding payments 
to the employee 
An employee who wishes to claim expenses 
properly incurred in the course of their duties must 
do so before the end of their notice period. The 
employee must follow the procedure set out in the 
SWS’s expenses policy. 

If the employee has not followed the procedure 
set out in the SWS’s expenses policy, the SWS 
may not repay the expenses to the employee. 

 
 

Redundancy policy 
and procedure 
We value our employees and are committed to 
providing long-term job security and managing 
the business in the best way possible to safeguard 
your employment. 

 
There may be occasions when financial pressures, 
changes in our working practices, advances in 
technology or external factors, have an impact 
on our workforce. Where this is the case, we will 
explore a range of alternative measures detailed 
below. However, despite our best efforts, certain 
situations may arise where redundancies are 
unavoidable. 

 
This policy sets out our approach to dealing with 
potential redundancies. It does not form part of 
your terms and conditions of employment and 
may be subject to change at the discretion of 
management. The policy will be applied fairly and 
equally to all employees, and without any form of 
discrimination. 

 
We understand that redundancy situations can be 
extremely difficult for those affected. This policy 
aims to set out clearly the process involved and 
signpost the help and support available. 

Measures to avoid or 
minimise redundancy 
We will consider possible alternative measures 
to minimise or avoid a redundancy situation. 
Depending on our business needs at the time, we 
may explore: 

 
●   natural wastage - we would not replace 

employees who have resigned or retired. 
●   freezing recruitment - we would not recruit 

new permanent members of staff. 
●   stopping or reducing the use of 

temporary workers. 
●   stopping or reducing overtime. 
●   freezing or reducing pay. 
●   offering career breaks or other types of 

unpaid leave. 
●   flexible working arrangements. 
●   retraining or redeploying employees. 
●   inviting early retirements. 
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●   short-time working - reducing the hours of 
work for a temporary period; and 

 
Voluntary redundancy 
To reduce the need for compulsory redundancies, 
we may seek volunteers for redundancy. Whether 
or not additional payments will be offered in 
relation to voluntary redundancies will be a 
matter for consultation and will depend on the 
circumstances. 

 
We will send voluntary redundancy invitations 
to relevant employees by [letter/email] together 
with an application form. This opportunity will be 
available for a defined period, and we will confirm 
the closing date for applications in our [letter/ 
email]. Applications will be assessed against a set 
of objective criteria decided at the SWS’s 
discretion. 

 
Unfortunately, we may not be able to accept all 
applications for voluntary redundancy. 

 
We will let you know by [letter/email] whether 
you have been successful. [If your application is 
unsuccessful, we will let you know if you are 
eligible for early retirement.] 

 
Consultation 
We recognise the importance of consultation. We 
will ensure that we consult with all employees 
who are potentially affected by the redundancy 
situation and not just those who are at direct 
risk of redundancy. Where it is not possible to 
hold a face-to-face meeting, we will conduct the 
consultation process remotely. 

 
We will consult on the general process to be 
followed, our redundancy proposals, and any 
alternative measures that could be taken to avoid 
or minimise the redundancy situation. We will also 
consult with you individually in respect of your 
own circumstances. 

Redundancy selection 
Selection pool 
In a redundancy situation, we will identify how 
many roles are at risk and will determine a 
defined pool from which we will select employees 
for redundancy. The pool will normally consist of 
employees who carry out the same, or similar, 
work and perform jobs that are interchangeable, 
whether in the same department [or location, or 
on the same shifts]. However, this may not 
always be the case, for example where 
redundancies are expected to involve the whole 
SWS or just one specific role. 

Selection criteria 
We will, as far as is possible, ensure that 
selection criteria are objective and supported by 
documentary records. We will take all reasonable 
steps to construct a fair and robust set of criteria 
following appropriate consultation. 

 
The selection criteria used will be at our discretion, 
subject to factors such as business needs at the 
time and the roles under consideration. 

 
Potential criteria may include 

 
●   disciplinary records. 
●   performance. 
●   qualifications and training; and 
●   knowledge and experience relevant to 

the SWSs needs 
 

Provisional selection 
We will inform you in writing [by letter/email] if 
you are provisionally selected for redundancy and 
invite you to a meeting. 

 
Alternative work 
If you are selected for redundancy, we will take 
reasonable steps to find you suitable alternative 
employment within the [SWS/group of SWSs]. We 
will consult with you about this and give you 
details about the application process if there is 
one. 

 
If we offer you suitable alternative employment, 
but you unreasonably refuse to accept it, you will 
lose your right to any redundancy payment. 

 
Time off work for training 
or to look for a new job 
We recognise and understand the financial and 
emotional strains that come with redundancy. You 
can request reasonable paid time off to arrange 
training or look for a new job. 

 
You should discuss the arrangements for taking 
time off with your line manager. 

 
Notice of redundancy 
If your selection for redundancy is confirmed, you 
will be given written notice of the termination of 
your employment in accordance with the notice 
period set out in your contract of employment or 
the statutory minimum notice period, whichever is 
greater. 
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Depending on the circumstances, we may give you 
a payment in lieu of notice instead of requiring you 
to work your notice period. 

 
Right of appeal 
You have the right to appeal our decision to select 
you for dismissal on the ground of redundancy. 

 
An appeal can be based on the grounds that 
you are dissatisfied with the way we applied the 
selection criteria, or that you believe you have 
been unfairly disadvantaged by the selection 
criteria, or that you consider you were not 
given a fair opportunity to put forward your 
representations. 

 
The notice of redundancy will contain details about 
the appeal process. 

 

Redundancy payment [ 
subject to SWS 
arrangements] 
You will receive a written statement showing how 
your redundancy pay has been calculated. 

 

Retirement 
Retirement age 
The SWS does not generally operate a 
compulsory retirement age for its employees, 
although it does retain a compulsory retirement 
age of [65yrs] for [state specific job roles] given 
the physical demands of the work undertaken by 
its employees in these roles. 

 
The SWS is committed to equal 
opportunities for all its employees. The 
SWS recognises the contributions of a 
diverse workforce, including the skills and 
experience of older employees. It believes 
that employee should, wherever possible, be 
permitted to continue working for as long as they 
wish to do so. 

 
The SWS generally operates a flexible retirement 
policy and employees may voluntarily retire at a 
time of their choosing. Employees can assume 
that they are not subject to a compulsory 
retirement age unless they are [state specific job 
roles]. 

 
The SWS is committed to having a planned 
retirement age of [65] for [state specific job roles] 
because [insert your SWS’s justification]. 

Retirement procedure for 
employee who wishes to retire 
If an employee wishes to retire, they should 
inform [name of individual/the line manager] in 
writing as far in advance as possible and, in any 
event, in accordance with the notice period as set 
out in their contract of employment. This will assist 
the SWS with its succession planning. 

 
The SWS will write to the employee 
acknowledging the employee’s notice to retire. 

 
The SWS will arrange a meeting with the 
employee to discuss arrangements for retirement, 
including the intended retirement date, succession 
and handover plans, pension details and phased 
retirement, if applicable. 

 

Retirement procedure for 
compulsory retirement 
The SWS will inform employees who are subject 
to compulsory retirement in writing of the 
intended date of retirement. The intended date of 
retirement will be the employee’s [65th] birthday. 

 
The SWS will endeavour to give as much notice 
as possible but, as a minimum, will provide 
written notice in accordance with the notice 
provisions set out in the employee’s contract of 
employment. 

 
The SWS will arrange a meeting with the 
employee to discuss arrangements for retirement, 
including succession and handover plans, phased 
retirement (if applicable). 

 
Succession planning 
An employee who is shortly to retire will often 
have considerable knowledge in relation to their 
role and responsibilities. The SWS may require 
the employee’s assistance and cooperation for 
succession planning. 

 
Prior to retirement, employees should cooperate 
with the SWS, if requested to do so, by: 

 
●   providing full written details of the status 

of work projects and future steps. 
●   developing a job description, including key 

competencies and skills required for the role. 
●   ensuring a smooth handover of work; and 
●   assisting in training any successor. 
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Phased retirement 
If an employee has notified the SWS that they 
wish to retire, the individual may request the 
option of phased retirement. 

 
Phased retirement allows a change of working 
pattern so that an employee can reduce their 
hours gradually (for example, move to part-time 
working) prior to retirement. It may, for example, 
involve changes to the employee’s responsibilities 
to help the SWS with its succession planning, and 
help the employee to adjust to, and prepare for, 
retirement. 

 
The SWS will fairly consider all requests by 
those employees for changes to their working 
patterns. 

 
The SWS will not make any changes to an 
employee’s working pattern without their express 
written consent. 

 
Gifts and rewards 
on retirement 
The SWS will organise a retirement gift to  the 
value of $2500 for employees who have had a 
minimum of 20 years’ service with the SWS. 
Eligible employees will be consulted about the 
type of gift that they would prefer to receive. 
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Section 10 
Staff Declaration of acceptance 
Employees contractual terms and conditions are as stated in their employment contracts and in this 
employee handbook. These terms and conditions may vary from time to time, and you will be notified 
when these changes happen. 

 
I confirm that I have read, understood, and agree to the conditions as stated in the employee 
handbook and understand that the version of this handbook that applies will be the latest version 
issued. 

 
Name 

 
 
 

Job Title 
 
 
 

Date 
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Together we are Birdlife 
International 

 

The global Partnership for nature and people 
 
 
 
 
 
 
 
 
 
 
 
 
 

birdlife.org 
For more information contact: 

Birdlife International, David Attenborough Building, 
Pembroke Street, Cambridge CB2 3QZ United Kingdom 

T: +44 (0)1223 277 318 F: (0)1223 277 200 
 

Birdlife International is a registered charity. no.1042125 
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