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Frequently Asked Questions
What should I do if | am absent due to sickness?

On your first day of absence, you or a person you have nominated on your
behalf e.g. a relative or friend, must telephone your Line Manager immediately
and within one hour of your normal start time e.g. no later than 10am if you
work office hours. Your Line Manager will then inform Impact’s Human
Resources Team. The following information must be provided:

Your name

The reason for your absence

The length of time you are likely to be absent from work
Whether the absence if due to an accident at work, and if so, the
nature of the accident.

e Appointments, meetings or training courses in your diary to be
cancelled or details of any work deadlines

In the absence of your Line Manager you need to speak to their Line
Manager, or failing that the HR Team.

What should | do if | am absent for up to 7 days?

For a period of absence of anything up to 7 days you must complete a self-
certification form on Select HR upon your return to work. It is your
responsibility to complete this. (It is not necessary to submit a self-certification
form if the period of absence is already covered by a Doctor’s Statement of
Fitness for Work.)

What should | do if | am absent for more than 7 consecutive days?

If the absence exceeds 7 consecutive days then you must consult a doctor
and produce a Doctor’s Statement of Fitness for Work to cover the proposed
period of absence. This note must reach your Line Manager on or before the
8th day of absence.

It is your responsibility to ensure the Doctor’s Statement of Fitness for Work
arrives on time. If your note is likely to be delayed you must contact your Line
Manager and explain the reason for the delay. If it is not received in time, nor
covers the full period of absence, this could lead to loss of pay.

When the period of absence covered by your Doctor’s Statement of Fitness
for Work expires, you must either return to work or, if the period of absence is
to continue, produce another Doctor’s Statement of Fitness for Work which
must be received by your Line Manager on or before the day the previous
Statement of Fitness for Work expires.

If you are not able to complete your normal role you may be able to attend
work to carry out suitable light duties. This will be discussed with your Line
Manager and a member of the HR Team.





If you wish to return to work before your statement of fithess for work ends
then you must see your Doctor and provide HR with an updated Doctor’s
Statement of Fitness for Work.

What will happen if | am sick during annual leave?

If you are on annual leave and you are ill you will only be regarded as being
on sick leave and not annual leave when you produce a Doctor’s Statement of
Fitness for Work to cover the period and you will be regarded as being on sick
leave from the Doctor’s date of signing. You cannot be re-credited with
annual leave by self-certification.

What will happen to my annual leave when | am off sick?

If you are off on long term sickness and are therefore unable to take all your
annual leave within the holiday year, you are entitled to carry over the
statutory annual leave entitlement into the following leave year. The current
entitlement is 5.6 week or 28 days for full time members of staff and includes
bank holidays (this entitlement will be pro-rata for part time members of staff
e.g. a member of staff who works one day a week will be entitled to 1/5 of 5.6
weeks) which equates to 5.6 days.

Please note that if you were able to take some annual leave/ bank holidays
prior to your sickness absence commencing, this will be deducted from the
statutory annual leave entitlement when your carryover is calculated.

We will consider the appropriateness of this system on an individual basis and
exceptions will be made where anomalies occur.

What do I do if I need to attend a doctors or dentist appointment?

Impact will support you to attend routine medical and dental treatment and
expects all employees to advise their manager within a reasonable time.
Ideally appointments should be made outside normal working hours. If this is
not possible, you are expected to use lieu time, annual leave or flexible
working to accommodate time off work.

What will happen on my return to work after being off sick?

Returning members of staff will have a return to work interview with their Line
Manager, or in exceptional circumstances, a member of the Human
Resources Team. Your Manager will be required to complete a return to work
form, which will require them to ask certain questions to ensure you receive
adequate support on your return.

The normal format for this interview will be the following:
e Your Manager will welcome you back to work;
e Discuss the reason for absence notified on the self certification form or
doctor’s certificate;





Clarify if it is likely to recur;

If appropriate, explore whether the absence is as a result of any issues
or incidents at work, and discuss whether any assistance from Impact
could assist in minimising future absences;

Tell you, you were missed and stress the importance of your work to
the organisation;

If this is not the first period of absence, explore any patterns or trends
that appear to be emerging, or if appropriate explore any work-related
reasons for absence;

Record the interview details

What are the Absence Trigger points identified in the Positive
Attendance Policy?

As outlined in the Positive Attendance Policy, these are:

3 short periods of absence of any duration over a rolling 12 month
period,;

And/ or 2 working weeks e.g. 10 days if full time or 6 days if you work 3
days a week or 48 hours if you work 24 hours per week etc, in a rolling
12 month period;

And/ or repeated absences linked to weekends or other breaks;

And/ or frequent/excessive medical appointments.

Your Line Manager will then carry out a support interview to discuss your
sickness absence with you in more detail. You will be given at least 5
calendar days notice of the meeting and you may be accompanied by a Trade
Union Representative or a work colleague, if you wish.

As with the ‘return to work’ interview stage, this can be done with a member of
the Human Resources Team instead of your Line Manager if you feel more
comfortable with this.

What action could be taken if | do not adhere to the sickness absence
procedure?

You could lose your entitlement to Occupational Sick Pay and, if you fail to
submit a Doctor’s Statement of Fitness for Work in a timely manner, you may
also lose your entitlement to Statutory Sick Pay. You may also be liable to
disciplinary action.

What happens if | am on long term sick?

If you have been absent for a continuous period of three working weeks, this
is regarded as ‘long term’ sickness. This means that around 3 weeks from
your first day of absence a member of the Human Resources Team will
contact you to arrange to visit you at home or at an Impact Office/ premises, if
you prefer. In certain circumstances your Line Manager may also be present.
The purpose of this staff welfare visit is to:





e Establish any support needs you may have.

e Establish the nature and likely duration of any medical condition for
operational purposes.

e Consider whether a medical opinion by the Association’s Occupational
Health Advisor is required.

e Consider whether a phased return/light duties might be appropriate

For further information on staff welfare visits please refer to the Absence
Management Procedure Section below.

If you have possession of a mobile phone or laptop computer for business
usage you will be required to return these to Impact after being absent for a
period of 4 weeks. Failure to do so may result in some income tax liability for
being in receipt of a personal benefit. This requirement is subject to some
flexibility if, by mutual agreement, you wished to undertake some work at
home during a period of sickness absence.

What bereavement leave am | entitled to?

Child, Spouse or Partner- Up to 4 working weeks (e.g. 20 days/64 hours
etc.)

Brother, Sister, Parent or person loco parentis- Up to 1 working week (e.g.
5 days/16 hours etc.)

Grandparents or in-laws- Up to 2/5 of a working week (e.g. 2 days or 6%
hours etc).

Other family member i.e. Cousin, Auntie, Uncle etc- It is Impact’s
expectation that staff will only take time off to attend the funeral and not a full
day/shift (time off to attend a funeral will in normal circumstances be no longer
than 2 %2 hours). If there is a distance to travel to the Funeral, then staff will
need to take Annual leave or lieu time to cover this.

What if | am called for Jury Service?

Inform your Line Manager, show them the letter and send a copy of the letter
and originals of the forms to complete regarding your pay to HR. HR will
complete these forms and return them to you to take along on your first day of
Jury Service. Please inform your Manager immediately if your Jury Service is
cancelled.

You are expected to be at work on the days you are not required for Jury
Service or we expect you to return to work if you are not called or you are only
used for part of the day. Alternatively you can take lieu time or holidays rather
than return to work. If you work in Care and Support your Manager may
require you to take holiday or lieu time rather than return to work if your shift
has already been covered. Please ensure all your absence is logged on
Select HR.





What will I be paid when | am on Jury service?

Full pay as normal and then you will claim back from the Courts the time that
you were in attendance and whatever you are paid by them we deduct from
your next salary. HR need to see evidence of this. You claim your expenses
eg travel allowance, subsistence e.g lunch and any parking fees directly from
the courts; this is not something we reclaim.

What if a colleague asks me to accompany them to a disciplinary or
grievance meeting?

You need to speak to your Line Manager to approve your time to attend. Line
Managers will, where possible, facilitate this but it will depend on the needs of
the service.

Positive Attendance Policy
Roles & Responsibilities

Positive Attendance is everybody’s responsibility and everyone within Impact
has a role to play in ensuring that it is controlled and managed effectively and
efficiently.

Employees: ‘Work as a team to achieve positive attendance!’
Employees are expected to:

e Get to work safely and to be responsible for their travel arrangements.

e Attend work when fit to do so.

e Notify their manager if they have to leave the workplace due to
sickness.

e Notify their manager punctually if they are going to be absent.

e Refrain from any work/activities outside of work incompatible with their
illness or that may delay recovery.

e Return to work as soon as possible but only when fit to undertake work
duties.

e Communicate with their manager whilst absent due to sickness,

especially if situations change.

Attend Occupational Health appointments.

Access the recommended clinical treatments.

Work with their Manager and the HR Team to facilitate their return.

Work to the Positive Attendance process and complete all forms.

Take personal responsibility for their health and welfare.

Raise concerns with their manager if they believe that their job is

making them ill or contributing to their iliness.





Managers: ‘Be proactive in supporting employees to prevent absence as well
as managing absence effectively’

Managers are expected to:

e Create a working climate where employees feel valued and respected,
including providing appropriate training and development, ensuring
effective communications and effective health and safety.

e Treat all employees as individuals with respect and understanding.

Ensure all employees are made aware of the Positive Attendance

Policy.

Act fairly, consistently and adhere to the Positive Attendance Policy.

Ensure that accurate records are maintained.

Maintain confidentiality.

Enter absence details onto Select HR. Check any appointments,

meetings, training courses that need to be cancelled.

Carry out return to work discussions on the first day of return.

e Monitor absences and ensure that support interviews and absence
management interviews are undertaken in a timely manner.

e Co-operate with other bodies to ensure employee support and a quick
return to work.

e Respect employees’ rights to representation and encourage this.

e Ensure contact with absent employees is reasonable.

e Always appreciate that certain situations will need sensitive and careful
management.

e Always be aware of the organisation’s “Duty of Care” to employees.

e Liaise with HR/Occupational Health as set out in the Policy to help
prevent lengthy absences.

Impact’'s HR Team: ‘Help managers to achieve positive attendance’
HR are expected to:

Ensure that the policy meets the business needs of the organisation.
Effectively monitor the policy ensuring that all parties adhere to it.
Amend the policy as needed in light of legislation and operational needs.
Support managers in dealing with individual cases as appropriate.

Others: ‘Support Impact in policy implementation’
Others are expected to:

Our external Occupational Health Advisors are responsible for providing a
range of services in support of this policy including pre-employment health
screening, and fitness for work assessments if appropriate.

Our confidential staff counselling facility provides support to staff if they wish
to make use of this option.





The Trade Union should support Impact in the management of attendance
and support their members with rights to representation.

The Trade Union may provide welfare support for their members.
Prevention of Sickness, Absence & Disability

Impact wants all employees to feel that they work in a safe and healthy
environment. If you feel that any aspect of your work is causing concern for
you or your colleagues, you should report the concern(s) to your manager, the
HR team, Lisa Ford in the Central Services, or Janet Hughes (if you work in
Care and Support). If a member of Impact’s recognised Trade Union, Unison,
you can also contact their Health and Safety Representative.

Working Relationships

There is a lot which managers and colleagues can do to support employees in
the workplace, by creating an environment where everyone feels valued,
respected and contributes to the success of the team. By taking an interest
(without being intrusive) in the well being of others, managers and team
members can notice early warning signs of something which is causing an
individual a problem, which may lead to periods of absence. This might be
changes in behaviour (quiet when usually outgoing, looking tired, odd days off
sick). By being aware of these signs, it might be possible to offer support
earlier and prevent a difficulty from becoming more serious and leading to a
longer period of absence.

Learning and Development

Employees need the necessary skills to perform their jobs safely and
effectively, and also need to be engaged in a continuous learning and
development process in the workplace in order for them to remain motivated
and engaged in the delivery of the organisational goals and objectives.
Employees, with support from their managers, should be partners in the
learning process, and managers must champion learning and development in
a high profile, open way through their everyday actions.

Communication and Involvement

The role of managers is crucial in preventing absence. By involving
employees, consulting them on changes, generally communicating in an open
and constructive way, managers will create a supportive environment, which
will have a positive effect on employee morale and well being, and help to
prevent absence.

Health Promotion

The external occupational health service provides Impact with a range of
services in support of this policy. This may include pre-employment health





screening, fitness for work assessments, night worker assessments etc.
Impact will undertake a range of health promotion activities and this may
include the ongoing screening of individual employees.

Impact supports employees in attending routine medical and dental treatment
and expects all employees to advise their manager within a reasonable time.
Ideally appointments should be made outside normal working hours. If this is
not possible, employees are expected to use lieu time, annual leave or flexible
working to accommodate time off work.

Other Resources to Support Employees

Other resources that are available to managers in supporting employees in
the prevention of sickness, absence and disability are:

Health & Safety

Occupational Health (referral via HR Team)

Confidential Counselling Service

HR Team

Trade Union Health & Safety Representative

Inoculations and Immunisations

Simply Health Scheme- assists with payments for e.g. dental
treatment, chiropody, reflexology, optical treatments etc.

Impact’s Policies and Procedures

These resources are supported by policies and procedures, which every
employee is responsible for being familiar with:

Health & Safety Policy and other health and safety documents
Staff Handbook

Diversity Policy

Preventing Bullying at Work Policy

Competence, Accountability and Integrity Policy

All Impact’s policies and procedures are accessible via the h:\ drive on our
internal computer system. Details of how to access these documents will
have been provided as part of your induction process or through internal IT
training. However please ask if you require further assistance.

Voluntary Reduced Working / Redeployment

In addition to these policies the following preventative measures are available
to support employees in appropriate cases.

At the employee’s request and with the agreement of the line manager, HR
Team and Functional Director, a period of voluntary reduced working will be





considered (with a resultant reduction in income) as long as this does not
significantly impact upon the service delivery.

Where employees feel that they cannot cope with the role they are doing,
redeployment to a different role may be considered, especially where there
are health implications behind the wish to move. This will be assessed on a
case-by-case basis and the final decision will rest with the functional Director
supported as necessary by the HR Director.

Absence Management Procedure

To enable all absences to be handled effectively and for the appropriate
support to be given, it is essential that contact is maintained between you and
Impact throughout the period of absence. Impact can reasonably expect you
to keep in regular contact as well as attend meetings with your manager, HR
and/ or the external Occupational Health Service and provide the necessary
certificates and/or documentation at the appropriate times. You need to co-
operate with Impact to facilitate your return to work as soon as possible.
Where you fail to do this, Impact will take action as appropriate, which may
include the withdrawal of statutory sick pay/ occupational sick pay and/or take
disciplinary action.

Notification

You must ring in as soon as possible (before 10 a.m. for those who work
office hours) and normally within one hour of your expected start time. If you
work on a rota providing a direct service to clients you are asked to ring
before the start of your shift wherever possible to give your manager time to
arrange cover.

In all cases your line manager, (or your line manager’'s manager if your
manager is not available) must be notified. In exceptional circumstances,
where it would be detrimental for you to contact your manager, or where your
manager is not contactable, you should contact the HR Team. Notification to
colleagues is not acceptable, except where the first three routes are not
available. Voicemails or text messages may be left, but not as a substitute for
letting someone know where you are; you must speak to someone.

If your manager is temporarily absent, you must leave a message with a
telephone number to allow your manager to call back. You must make every
effort to be available for the call back as long as this does not prevent you
from seeking medical treatment/attention.

Exceptionally, if you are unable to call your manager yourself, an appropriate
person should notify your manager and identify their relationship with you.
You should make direct contact with your manager as soon as possible
thereatfter.

During the telephone notification the manager will ask:
e The nature of the sickness absence





e When the sickness began

e Expected date of return to work

e Any relevant information about current workload e.g. appointments,
training due to attend, work deadlines etc. This will help managers to
plan for ongoing work to be done.

e Telephone number for calling back

e If they can be of assistance

NB If you state that your absence is due to an accident that happened at
work, your manager must ensure that the Accident and Incident Form is
completed electronically. The form can be found in your internet favourites.

Your manager will record the details of your absence on SelectHR and this
will be used during the return to work discussion.

If you indicate that the prognosis/potential time away from work will be longer
than three weeks, your manager is advised to contact HR to see what support
can be provided. In such circumstances, HR/Occupational Health may make
contact with you.

Failure to Notify

If you fail to notify Impact within the agreed timescales you will lose your
entitlement to sick pay for that absence, subject to the scheme rules. In
addition failure to notify may constitute unauthorised absence and result in
disciplinary action.

Certification of absence

All sickness absence has to be certified to ensure prompt and correct
payment of sick pay and to ensure accurate records are maintained.

You can self-certify for the first 7 days of sickness absence by ringing in on
the first day, and keeping your manager informed about the state of your
health if the sickness continues throughout this 7 day period.

For sickness absences of more than 7 days (including weekends) a doctor’s
certificate (Statement of Fitness to Work) is needed, and should be received
by your manager by no later than the eighth day of absence. Your Manager
should forward this immediately to the HR Team. E.g. if you phone in sick on
the Tuesday, you must either be back at work on the following Tuesday or
have a doctor’s note (Statement of Fitness for Work) to cover you from that
time. This means that you must go to the doctors on the Monday at the latest
so that the Statement of Fitness for Work covers you for Tuesday. You must
also return to your doctor in good time so that any continuation sick note
covers you fully.

Employees who fail to follow the notification and certification requirements will
lose their entitlement to both statutory sick pay and occupational sick pay for





that absence, subject to the scheme rules. In addition, continued failure to
supply certificates without good reason, may result in disciplinary action.

Removal of Self-certification

In certain circumstances Impact reserves the right for all absences to be
certified by a General Practitioner (at the employee’s cost). This is most likely
to be linked to persistent short-term absence (see below) and where you have
failed to notify Impact on previous occasions.

This will be expected for every absence until your manager has confirmed that
an acceptable level of attendance has been achieved. (Your Line Manager
will do this in consultation with HR.)

Returning to Work

You should only return to work when you are fit to do so. For absences of
less than seven days, which you can self certify for, you need to exercise
judgement about your own fitness.

You will not be allowed to return to work in advance of the expiry of a fit note
without further confirmation from your doctor that you are fit to do so.

If you are in any doubt about your fitness for work, you should make contact
with either your manager or the HR team before attempting to return to work.

Your Line Manager (or their line manager if your line manager is away from
work) will hold a ‘Return to Work Discussion’ following every absence. This
should be carried out on the day you return. Where your manager is not
based in the same location as you, this can be done via the telephone.

NB The discussion is informal and supportive and is designed to enable your
manager to better understand the reason for the absence. It is an opportunity
to explore whether there are any underlying reasons for absence and what
support could be provided. As this is informal, there is no right for you to be
accompanied by a trade union representative or other work colleague.

In some circumstances, you may prefer to speak to someone of the same
sex, and your manager needs to facilitate this. This can be organised through
the HR team.

Contact Management if absence is longer than a week

It is expected that you will keep Impact informed about your absence,
especially if a significant change occurs. Normally, you should keep in touch
with and update your manager, or a more senior manager/HR, on a weekly
basis by telephone or as deemed appropriate depending upon the length and
nature of your illness. Alternatively, you may prefer your manager to make
contact at pre-arranged times for these updates.





There may be circumstances when it would be medically detrimental for your
manager to contact you, or where you may wish to be visited by an alternative
manager or a member of the HR team. In such cases, you or your manager
should make alternative arrangements, e.g. involve the HR team. Similarly,
where appropriate Impact may wish to contact a third party, such as a family
member, where you cannot make personal contact.

If you continually fail to keep in touch you may lose your entitlement to sick
pay and may be referred to Impact’s disciplinary procedure.

In normal circumstances, your manager will make contact at their earliest
opportunity, to offer support in cases of absence. The level and type of
contact will be considered carefully by your manager, taking into account your
condition. It is important that the level and type of contact is supportive and
not intrusive.

Contact with you can include:
e Writing to you to offer their support
e Providing updates on team/organisation news
e Arranging a workplace or home visit, usually after an absence of 3
weeks

NB You may also welcome contact from colleagues to support you through
your absence.

Meeting with Manager/Home Visit/Staff Welfare

A member of the HR team will make contact either by telephone or by letter to
arrange a meeting to see what can be done to help, and normally this is when
the member of staff has been absent for 3 weeks. This may be in the form of
a home visit or if preferred the meeting can take place at an Impact office/
premises or another appropriate venue can be agreed. Employees are
responsible for ensuring that arrangements for travelling to / from meetings
are not detrimental to their health. If an employee wishes to be represented
or accompanied (e.g. by a trade union representative, colleague, family
member) at a meeting they should request this when the HR representative
makes contact.

At these meetings the HR representative will:

e Keep it informal and friendly
Be sensitive to your feelings
Discuss your absence
Explain the process for referral to Occupational Health if appropriate
Consider and discuss whether any support can be offered
Agree further review dates with you. Depending on the nature of the
incapacity they may wish to meet you monthly for an update and to
assess how best to proceed.





e If and when appropriate, discuss the possibility of part time/reduced
hours for a phased return based on medical need.

Manager Liaison with HR and Occupational Health and Medical
Assessments

An Occupational Health Service (OHS) is accessible through the HR team,
and can offer managers advice about how best to support you when you are
off sick. Your Manager is encouraged to contact HR as soon as possible to
discuss and agree the appropriateness of a referral to investigate clinical
options and to speed up or access treatment.

Your manager must have sought advice from HR who will progress a referral
for you to Occupational Health when you have been absent for 3 weeks if
appropriate.

When a referral is made to Occupational Health as much background
information is provided as possible together with an outline of the questions
we require a response to so that they can conduct as thorough an
assessment as possible.

Occupational Health will normally arrange an appointment with you at the
earliest opportunity, and will also inform HR of the outcome of the meeting,
usually in the form of a written report.

Occupational Health will always give you a verbal outline of what the referral
report back to the organisation will say, at the time of the consultation. There
are also options to receive a written copy.

Failure to co-operate with referral to Occupational Health, completion of the
Access to Medical Records declaration, or to attend medical assessments
would mean that Impact would have to make decisions based on the
information available. This could have a detrimental effect on the level of
support that could be given. Furthermore, it may also mean that you may lose
your entitlement to occupational sick pay.

Record Keeping

It is essential that managers/ HR keep records of all discussions and
meetings with you. This is to ensure that absence is managed effectively and
fairly, and that records of earlier decisions and actions are available to inform
future decisions.

Procedure to Deal with Persistent Short-Term Sickness Absence

There is a difference between short term absence (normally single day or up
to several days at a time e.g. for colds, upset stomach, headaches) and long
term sickness absence where you are absent continuously for a number of
weeks or where shorter absences are clearly linked to an ongoing medical





condition. Your manager will need to address the two types of absence
differently.

This section sets out what managers are required to do to manage you if you
are incurring periods of short term absence as defined above (see the section
on “long term absence resolution” for advice on how to handle all other
cases).

Support Interviews

If your short term sickness absence reaches one of the following trigger
points, unless there is good reason for not doing so, your manager will hold a
support interview with you. NB Each case must be considered on its own
facts and if your manager is unsure whether to proceed with a support
interview in a particular case, advice should be sought from the HR team.

Absence Trigger Points:

e 3 separate absences have occurred in any rolling twelve month period,
and/or

e the short term absence(s) have lasted for a total of more than 2
working weeks in any rolling 12 month period e.g. 10 days for a full
time member of staff, 6 days if you work 3 days a week, 48 hours if you
work 24 hours a week etc.

Other factors which may generate a support interview are where the pattern
or nature of the absence is giving rise for concern. Examples of patterns
could be:

e Friday — Monday absences (or weekend where on shift working)
e Pre/post bank holidays, annual leave and any other notable dates
e Monthly dates e.qg. last Friday every month

The purpose of a support interview is to assist you in attaining required levels
of attendance. It will include a discussion of the underlying reasons for
sickness absence, what support can be offered, what expectations/
responsibilities you have for improving your health/attendance and agreement
on the way forward.

NB. To avoid discriminating against a person with a disability, it is important
to distinguish between general sickness and disability related sickness.
Advice should be taken on whether to discount any disability related absence
when considering whether a support interview is appropriate.

You should be given at least 5 calendar days notice of the meeting, and told
that you are entitled to be accompanied by a trade union representative or a
work colleague (however this is not compulsory and you can choose to attend





the meeting unaccompanied and to have the meeting earlier than 5 days if
this is mutually agreeable to you and your manager and this should be
recorded on the Support Interview notes). Each support interview will be
different depending upon the individual circumstances of each case. Itis
important however, in relevant cases, that you appreciate that further absence
could lead to formal action under the absence management interview
process. The outcome of the support interview must be confirmed in writing
and signed by both parties.

Absence Management Interviews

If following a support interview your short term absence again reaches one of
these trigger points outlined above, you will be invited to a formal absence
management interview unless there is a good reason not to do so. Managers
will arrange these interviews in partnership with the HR team. These
meetings will normally be chaired by a manager delegated to take
disciplinary/capability action under Impact’s disciplinary/capability procedures.

The interview should take place as soon as is reasonably possible to arrange
with all the parties involved.

You will be given a minimum of 7 calendar days notice when convening an
absence management interview, and advised in writing of the purpose of the
meeting and your right to representation. Any relevant documentation should
be enclosed. You can submit medical evidence from your own GP or other
medical practitioner.

It is recognised that there may be individual circumstances surrounding each
absence and the manager will take these into account. The purpose of this
meeting is for the manager to undertake the following:

Present you with the facts surrounding your absence history
Invite comment from you

Investigate further the causes of the absences

Review the causes

Investigate why the absence had an impact on the team/service
Explore ways in which improvements can be made

Explore what support can be provided

Consider what action is appropriate based on the discussion

In exceptional circumstances, you may not be well enough to attend an
interview. HR will determine whether to agree a reasonable request for the
postponement of the interview for a reasonable period, on medical grounds.

If an interview has been postponed once and you indicate you cannot attend a
subsequent interview, HR will decide in the particular set of circumstances,
whether or not to proceed in your absence, subject to:

e You being advised in writing that the interview will be held in your
absence and the possible outcomes





e You having the right to nominate a trade union representative or work
colleague to represent you at the interview

e You having the right to make written submissions to the interview
and/or to submit medical evidence to the manager for consideration

Possible Outcomes of an Absence Management Interview
First Stage
This will lead to one or more of the following:

e Continued monitoring in all cases

e Provision of support where appropriate, as determined by
HR/Occupational Health

e Consideration of removal of self-certification

e Agreed targets for improvement which will be reviewed every 3 months

e Occupational Health referral/assessment, if appropriate, to be
completed within 2 to 4 weeks or as soon as is reasonably practicable.
You will be expected to assist in completing the referral but will not
have to disclose any confidential medical information if you do not wish

e A formal oral warning will be issued to you where appropriate, which
will remain current on your personal file for the next 6 months

The improvement targets will ordinarily be:

e No more than one further short term absence in the next 6 months

e No more than a total of 4/5 of a working week short term absence in
the next 6 months e.g. 4 days for a full time member of staff; 16 hours
for a member of staff who works 20 hours per week etc.

e No further absences that continue a particular pattern/trend

If a target is exceeded the manager should take immediate action, rather than
waiting for the end of the review period.

Second Stage

A formal written warning will be issued to you where:

e Targets agreed at stage one, oral warning, are not met by you.
e You have 2 “lapsed” (after 6 months) oral warnings within the last 3
years

Removal of self-certification if not already implemented, will be considered, as
will referral to occupational health if this has not already been progressed.

The formal written warning will remain current on your personal file for the
next 12 months.





Subject to the same management process as above, a designated manager
having issued the formal written warning, will review your attendance record
with the HR team on a 3 monthly basis against the targets.

These targets at Stage Two will ordinarily be:

e No more than 2 further short term absences in the next 12 months

e No more than a total of 1 working week short term absences in the next
12 months (e.g. 5 days for a full time member of staff; 20 hours for
someone who works 20 hours per week etc).

¢ No further absences that continue a particular pattern/trend

If a target is exceeded the manager should take immediate action, rather than
waiting for the end of the review period.

It would be inappropriate to issue a warning where for example, the employee
has 2 “lapsed” warnings and then is involved in say, a car accident that results
in several weeks’ absence. The accident related absence is a one-off and
does not count towards the short-term absence triggers. However, if the
absence is felt to be prolonged advice should be sought from the HR Team.

Third Stage
A final written warning will be issued to you where:

e Targets agreed at the earlier stage, formal written warning, are not met
by you

e You have 2 “lapsed” (after 12 months) written warnings within the last 4
years.

The final written warning will remain current on the personal file for the next 2
years.

Subject to the same management process as above a designated manager,
having issued the final written warning, will keep the employee attendance
record under review with the HR team.

Removal of self-certification if not already implemented, will be considered, as
will referral to occupational health if this has not already been progressed.

The targets at Stage Three will ordinarily be:

e No more than 2 further short term absences in each of the next 2
years.

e No more than a total of 1 working week’s short term absences in each
of the next 2 years e.g. 5 days for a full time member of staff; 20 hours
for someone who works 20 hours per week etc.

e No further absences that continue a particular pattern/trend.





If a target is exceeded, the manager should take immediate action, rather
than waiting for the end of the review period.

Fourth Stage

If you fail to achieve the targets agreed following the issue of a final written
warning, the matter will be passed immediately to a more senior manager for
a decision on possible dismissal.

The HR Director must ensure that up to date reports from Occupational
Health are available for consideration before dismissal takes place, if
appropriate.

If the HR Director concludes that it is appropriate to pursue dismissal, you will
be given at least 7 calendar days notice in writing of the date, time and place
of a hearing. You will be advised of your right to be accompanied at the
hearing by a trade union representative or a work colleague. The hearing will
normally be conducted by a Director. Both you and your Line Manager will
have the opportunity to present any supporting documents.

When reaching a decision about whether to dismiss or not, the Director will
consider:

Advice received from Occupational Health

Your absence record

The Impact of your absence on service delivery, colleagues and Impact

What actions have been taken to support you in trying to reach an

acceptable level of attendance

e The implications of such a decision in light of the Equality Act (2010)
and other employment legislation

e Any representation made by you, including any information submitted
to support their health problems

¢ Any new information that comes to light

The Director will be aware that dismissal must be justifiable on the particular
circumstances of the individual case. New information may come to light at
this stage which may lead to a decision to continue monitoring for a set period
or to take some other action e.g. redeployment.

If the decision is taken to dismiss, you may be informed verbally at the
conclusion of the meeting and in all cases will receive written confirmation of
the dismissal and the reasons for dismissal, the date on which your
employment will terminate — allowing for the appropriate period of notice —
and be given information on your right of appeal.

NB You are entitled to normal pay for the duration of your
contractual/statutory period of notice even if you have exhausted your sick
pay entitlement. Also, you are entitled to pay for untaken annual leave





accrued during the leave year in which the contract of employment is
terminated.

Appeals Process

You have the right of appeal against any formal action, if you consider the
sanction is too harsh, or consider that the policy has not been properly
applied. Any employee subject to an oral or written warning or dismissal may,
within 14 calendar days of the date upon which the written notification was
sent to them, give written notice of appeal against the decision. The notice
shall specify the grounds of the appeal and shall be sent to the HR Director.
In all cases the appeal shall be heard by the Chief Executive, or another
member of the Senior Management Team, accompanied by a representative
from HR, unless the original decision was taken by the HR Director or Chief
Executive, in which case the appeal shall be heard by 3 members of the
Board. No person who has been involved in a decision to impose a
disciplinary sanction, or dismissal, shall hear an appeal.

The appeal shall be by way of re-hearing and shall follow the same procedure
as the disciplinary hearing. You shall have the same right of representation
as at the disciplinary hearing.

At the completion of the appeal hearing the decision may be announced, or
may be notified in writing normally within 7 calendar days. No further right of
appeal will be available to you within the organisation.

Where an appeal against a decision to dismiss in unsuccessful, the dismissal
shall stand from the date when the original decision was given to you.

An unsuccessful appeal shall not have the effect of extending any notice
period, or, in the case of summary dismissal rendering Impact liable to pay
any remuneration to you for the period between dismissal and appeal. In the
event that an appeal against dismissal is successful you shall be fully
reinstated and any back pay paid to you.

The person or panel hearing an appeal may decide to impose a lesser
sanction than the one agreed by the original decision-maker at the disciplinary
hearing.

Procedure to Deal with Long Term Absence Resolution

Long term absence is defined as absence lasting 3 weeks or more. In many
long term absence situations, you will recover and return to work. However,
this may not always be the case. There are a number of possible outcomes
when managing long term absence.





Support While You Are Absent

There is guidance set out in the absence management procedure section in
the policy on:

e Contact Management

e Meeting your manager/home visits from HR, and your Manager liaison
via HR about Occupational Health and medical assessments is to be
followed when supporting you when absent due to long term illness.

NB Your Manager must have sought advice and referred you to HR, and via
them, to the Occupational Health Service when you have been absent for
more than 3 weeks. The only exception is when having sought advice, your
manager is told that referral is not needed (e.g. if you have a broken leg
without complications).

Sometimes the longer that you are absent, the more difficult it is for you to
return, even when you have regained good health. Therefore, it is important
your manager and HR do not allow a situation to drift along indefinitely, but
actively manage it in a supportive and constructive way.

If you have been absent for more than 3 weeks, and due to the reason for
absence it is not clear that you will be back at work soon, your manager and
HR must consider possible next steps.

You should welcome this meeting as it will give you an opportunity to fully
understand the current situation, the various perspectives on the absence and
to attempt to gain a mutually beneficial resolution.

It is recognised that it will not always be possible to achieve a resolution at
this stage and further meetings and support may be appropriate throughout a
more extensive period of absence.

Regular contact between you and your manager/HR must be maintained
throughout the duration of your absence, to avoid you feeling isolated, and to
ensure all possible options are explored on an ongoing basis to try and enable
you to return to work. Once involved, you must keep in contact with
Occupational Health as requested, so that advice and support can be
obtained on any significant changes to your medical condition which may
affect their options for redeployment/return to their job.

Work Reintegration and Recovery

Managers and HR will do all they can to help you return successfully to work.
This commitment is demonstrated in relation to employees with a disability by
Impact’s approach to managing disabilities. This means that if an employee

becomes disabled, or an existing disability becomes worse, Impact will make
every effort to keep an employee in employment.





The following options are available to help achieve work re-integration
whether an employee is disabled or not:

e Return to existing post, possible with adaptation/adjustments

e Phased return to work, either on reduced hours or light duties, for a 2
week period (extendable on the specific advice of Occupational Health
or by agreement with HR and the line manager).

e Re-deployment to an alternative post (which is currently vacant, it
would not be possible to create a new post) within the organisation,
potentially with retraining and adjustments to the post, if suitable and
appropriate.

e If redeployment within the employee’s own team is not practical, Impact
will explore re-deployment for the employee elsewhere within the
organisation

In addition, Managers and HR will:

e Consider paying for retraining to fulfil an alternative role

e Support an eligible employee in accessing appropriate benefits

e Undertake a job specific induction (not a full induction) if required. This
may include a risk assessment and medical examination

e Ensure that they provide the appropriate support to facilitate an early
return to full duties e.g. regular one to one meetings, seeking
adjustments with advice from HR and Occupational Health when
appropriate

e Support from the employee with any adaptations and other reasonable
adjustments as appropriate under the Equality Act (2010). This will
include addressing access to work issues where appropriate.

NB - Fuller guidance on redeployment will be available from HR.

The term ‘disability’ can be wrongly confused will illness/poor health generally,
so to avoid discriminating against a disabled person, it is important to
distinguish between general sickness and disability related sickness. Further
advice is available from the HR team, but the definition is that set out within
the Equality Act (2010), and its subsequent updates.

Case Review Meetings

If, despite the best efforts of those involved with the absence,
redeployment/return to the current job is not possible, HR and your manager
will have to consider whether you can continue in employment.

HR will ask you to attend a case review meeting to consider whether there are
any further actions which Impact can take to assist you in continuing in
employment or whether employment should be terminated due to your
incapability to undertake your duties effectively because of ill health.





As part of the preparation for the case review meeting, if appropriate HR will
obtain up to date advice from Occupational Health. There may be an
Occupational Health Specialist, your Line Manager and a representative from
HR at this meeting.

Consideration of eligibility for payment of pension benefits is separate from
making a decision about terminating employment. However, if you are a
pension scheme member Impact can explore ill health retirement if you wish.
It will be helpful for all parties to know whether you meet the criteria to qualify
for an ill health early retirement pension before the case review meeting is
held, and that exhaustive attempts at redeployment have been made. (See
section below Il Health Early Retirement Pension.)

If, after any initial case review meetings, the absence continues, with no sign
of the likelihood of a return to work in the near future, and/or the service is
being affected, then another case review meeting will be held and this would
normally be chaired by the HR Director, or in their absence another SMT
member.

You will be given at least 7 calendar days notice in writing of the date, time
and place of the hearing. You will be advised of your right to be accompanied
by a trade union representative or a work colleague.

You and/or your representative will be given the opportunity to state your
case. Others who have been involved in trying to facilitate a return to work
(either into your own job or via deployment) for example, your Line Manager,
and any HR team member will provide information on what actions have been
taken.

When reaching a decision about whether or not to dismiss an employee on
capability grounds, the HR Director will:

e Consider the latest advice from Occupational Health, or independent
medical advisor

e Be mindful of the likelihood of an eventual return to work e.g. after an
operation

e Consider the length of the absences and any periods of good health in
between

e Consider the impact of your absence on service delivery, colleagues
and the organisation

e Consider the implications of such a decision in light of the Equality Act
(2010) and other such employment legislation

¢ Review what actions have been taken by Impact to try and enable you
to continue in employment

e Consider representations made by you and/or your representative

The list is not exhaustive and the weight attached to each will depend on the
particular circumstances of each case, whilst balancing your needs and those
of Impact.





Where the HR Director decides that capability dismissal is the appropriate
outcome, you should be given your notice, and informed of your right of
appeal to the Chief Executive.

NB - You are entitled to normal pay for the duration of your
contractual/statutory notice period even if you have exhausted your sick pay
entitlement. Also, you are entitled to be paid for any untaken annual leave
accrued during the leave year in which the contract of employment is
terminated. (If you are pension scheme members may also be eligible for
immediate payment of pension — see lll Health Early Retirement Pension
section below.) More information regarding Annual Leave can be found here

In exceptional circumstances, you may not be well enough to attend the
hearing. The HR Director will give favourable consideration to a reasonable
request for the postponement of the hearing for a reasonable period, on
medical grounds.

If the HR Director has postponed a hearing once and you indicate you cannot
attend a subsequent hearing, the HR Director may decide in the particular set
of circumstances, to proceed in your absence, subject to:

e You being advised in writing that the hearing will be held in your
absence and the possible outcomes.

e You having the right to nominate a trade union representative or work
colleague to represent you at the hearing

e You having the right to make written submissions to the hearing and/or
to submit medical evidence to the HR Director for consideration

Resignation

If you are suffering from ill health you may choose to resign from your post
with Impact. Whilst this is a personal decision, your manager/HR team
member may discuss this with you before accepting the resignation. This is to
ensure that you have reached the decision after proper consideration of the
facts and there are no further implications for Impact e.g. you may have a
disability and your manager/HR team needs to be clear that impact has not
discriminated against you, and have considered possible reasonable
adjustments to help you to continue working.

NB - An employee who resigns from employment will not be eligible to receive
any ill-health benefits from the occupational pension scheme (SHPS).

Il Health Early Retirement Pensions (Pension Scheme Members only)

The option to take ill health early retirement benefits is only an option for
current pension scheme members, but it is only at the discretion of Impact/
SHPS and therefore is not an automatic right. The Social Housing Pension
Scheme (SHPS) is controlled by statutory regulation, which means that there





are strict criteria which must be met, and processes that must be followed,
before an early release of pension can be granted. For specific advice please
contact HR/The Pensions Trust.

To be considered for an ill-health pension, you must be dismissed on the
grounds of permanent incapacity. In all cases, the reason for leaving must be
clearly set out in a letter to you from the HR Team.

The granting of an ill health early retirement pension will only be considered
once all attempts at work reintegration and redeployment have been explored
and exhausted. It is your manager's/HR team’s responsibility to explore all
options set out above in the Work Reintegration and Recovery section.

If you refuse the offer of a suitable, alternative role you will not be granted
immediate payment of an ill health early retirement pension. The
appropriateness of the alternative employment is determined by the HR
Director and will include the following:

Location

Travelling time

Conditions

Job content

Status

Pay

Other relevant aspects of comparison

For you to qualify for the ill health early retirement benefit, you will have to be
assessed by an occupational health specialist, engaged on behalf of the
Social Housing Pension Scheme, who will have to form an opinion that you
are permanently incapable of working in the future. Further details of this
provision will be discussed with you, once a specific situation looks as though
it is reaching this potential option.

Sickness Payments
Subject to the provisions of this Scheme, if you are absent from duty due to
illness (which term is deemed to include injury or other disability) shall be

eligible to receive an allowance in accordance with the following scale:

e During 1st year of service- 1 month's full pay and (after completing 4
months’ service) 2 months' half pay.

e During 2nd year of service- 2 months' full pay and 2 months' half pay.
e During 3rd year of service - 4 months' full pay and 4 months' half pay.

e During 4th and 5th years of service - 5 months' full pay and 5 months'
pay





e After 5 years' service- 6 months' full pay and 6 months’ half pay.

The scale of allowances outlined above refer to our Occupational Sick Pay
Scheme. Periods of sickness are linked within a 24 month rolling period. For
instance, if you are in your 5th year of service and go off sick on the 18th May
2012, we look back at the 24 month period previous to this i.e. back from the
18th May 2012 to the 19th May 2010 and check how much sickness has been
taken in this time. If you have accumulated 1 month’s sickness in this time,
you will only be entitled to the remaining 4 months’ full pay and 5 months’ half-
pay under our Occupational Sick Pay scheme (as you have already used up 1
month’s entitlement to full pay).

With regard to Statutory Sick Pay, if you are off sick, you qualify for SSP from
the 4th day of sickness and this lasts for 28 weeks (providing you have made
sufficient national insurance contributions in a specified period). If you return
to work for a period of 56 days and do not have any further sickness absence
during this period, you would qualify for the full 28 weeks SSP entitlement if
you were to go off sick again (from the 4th day of sickness). If you have
another period of sickness within the 56 days these are classed as link
periods and you would only qualify for the remainder of the 28 weeks SSP
which you had not taken in the previous period of sickness.

Please note that if you enter another year of service whilst absent due to
sickness, you will not be entitled to receive any increases in your entitlement
to sick pay, during that period of absence.

Please contact the Senior Human Resources Officer for further details and
greater clarity regarding sickness allowances and which one(s) staff may be
eligible to claim.

Impact shall have discretion to extend the application of the foregoing scale in
exceptional cases and should review your position at an early opportunity and
before your entitlement to paid sick leave expires.

For the purposes of this section, service in a temporary capacity shall be
recognised.

Grant of Sick Pay to Victims of Crimes of Violence

Where you are absent from work because of an injury in respect of which a
claim will lie to the Criminal Injuries/ Crime Victim Compensation Board and
you are otherwise qualified to receive sick pay in accordance with this section,
such sick pay shall be disbursed to you without you being required to refund
any proportion of it from the sum which the compensation Board may award,
and,

Where an award has been made by the Compensation Board, Impact is free
to discount wholly or partly the period of sick leave occasioned by the injury in





calculating your future entitlement to sick pay, as they may see fit on
consideration of all the material circumstances.

Contact with Infectious Diseases, etc - Persons Deemed to be Incapable
of Work

In accordance with the appropriate legislation if you are prevented from
attending your place of employment because of contact with infectious
disease you shall notify your Line Manager immediately and shall be entitled
to receive full pay less any benefits payable. A period of absence on this
account shall not be reckoned against your entitlement to normal sick leave.

In the case of contact with other infectious or contagious disease you should
not stay away from duty if you feel well but should report the fact of contact to
your Line Manager.

Inoculations/Immunisations

The immunisations recommended by the Department of Public Health
Medicine for staff who feel that their work area puts them at potential risk, i.e.
If you work in our projects or you deal with the general public on a day to day
basis, e.g. Care and Support, Housing Management staff, are the childhood
immunisations of Diptheria, Tetanus and Polio with boosters for Tetanus and
Polio every 10 years and vaccination against Hepatitis B. It is also
recommended that you are screened for T.B.

You should make an appointment to see your GP who will then be able to
check your immunisation records and administer the vaccinations required
and any screening as appropriate.

Usually there is no charge but if your doctor decides to charge, then Impact
will pay the cost, either by the doctor billing Impact directly or by us refunding
the cost to you upon production of a receipt.

Health Assessments

The European Working Time Directive contains a requirement that employer’s
with staff working nights, offer a facility for those Night Workers to have a
health assessment with a competent person. HR will supply you with the
appropriate paperwork if required.

Occupational Health

Impact may at any time require you, if you are still at work but are unable to
perform your duties as a consequence of illness, to submit to an examination
by a medical practitioner nominated by Impact. Any expenses incurred in
connection with such examination shall be met by Impact.

Please see above section regarding other support available for staff who are
absent due to illness for details of the support options available to you.





Other Conditions

Exceptionally Impact may, in a particular case, require statements to be
submitted at more frequent intervals than the certification period provided by
the General Practitioner.

Failure without good cause to comply with these arrangements may have the
effect of disqualifying you from entitlement to sick pay and may also render
you liable to disciplinary action. Compliance with these conditions includes a
requirement that absent staff, allow contact with any management
representative during the period of absence, especially with the welfare
contacts / visits undertaken by HR representatives.

An allowance may not be paid in a case of accident due to active participation
in a sport as a profession, nor in a case in which the absence arises from or is
attributable your own misconduct.

A period of absence due to injury sustained by you in the actual discharge of
your duty and without your own fault shall not be recorded for the purposes of
this Scheme.

In the event that you are absent from work due to the negligence of a third
party, and you successfully pursue a claim for damages against the third
party, which would enable you to recover loss of earnings, Impact requires
you to repay to the association all sums paid to you during your absence from
work, and the full employer costs incurred by Impact (e.g. national insurance
and pension contributions), including any temporary staff cover that may have
been put in place. In the event of any finding of contributory negligence
against you, then Impact will expect repayment of sums advanced to you in
the same proportion as the percentage of the award you recover. Repayment
of all or part of the sums advanced to you in this way will be credited to you
with regard to sickness pay as payable under the scheme. Thus by way of
example if you are injured in a car accident, and are off work for 1 month, and
subsequently repay to Impact the salary advanced to you for that month then
that will not count as a period of illness with regard to the calculation of sick
pay (but it will nevertheless count with regard to any decisions made as to
long term illness).

Monitoring of the Policy

Effective implementation of the Positive Attendance Policy is an important
element of delivering the HR strategy in Impact.

The policy provides a clear framework and standards for departments to apply
so that employees are treated fairly and consistently. It also enables Impact
to improve its performance.

Monitoring of the policy will be carried out by the HR team.





Absence Interview Guidance Notes

Preparing for the Return To Work Discussion

NB Please use this guidance to fit the circumstances of each case, including
the reason for absence, the number of previous occurrences, your existing
knowledge of their condition and any previous discussions you have held with
them. There are also user notes for using SelectHR to carry out the meeting.

e Discussions must be held the day the employee returns to work, or as
soon as possible thereafter.

e Ensure you have sufficient time to complete the discussion.

e Hold the discussion in private without interruptions — consider the
layout. NB In exceptional circumstances it can be done over the phone
but meeting with the employee is a major benefit.

e Preparation - Gather any necessary information before the discussion
including information regarding recent period of absence and details of
past absences and consider what information you require from the
employee

e Be open minded, but be prepared to discuss any trends/patterns of
absence.

Steps to be followed during the return to work discussion:
Step 1 Welcome the employee back to work

e Keep the tone informal and friendly - Tell them they were missed

e Ensure they are fit to return to work

e Explain this is an informal discussion, part of Impact’s procedures, to
help understand why the absence has occurred and what can be done
to help avoid future absence

Step 2 Discuss the reasons for the Absence — what was the real
cause?

e Was it a one off or part of an ongoing problem?

e Are there underlying reasons e.g. stress, work related, or any other
underlying medical cause?

e Can anything be done to prevent recurrence?

e Be constructive, avoid confrontation and stick to the facts

e Avoid making assumptions or accusations suggesting the illness was
not genuine - Be sensitive to the individual's feelings

e Explain the effect of their absence on colleagues and the working of
the department - Agree appropriate actions to prevent recurrence

e Offer support





e Ask them what they are going to do to improve attendance. The
employee must make a commitment to improve, however can the
Manager / Supervisor provide assistance?

e Where the absence reaches a short term absence trigger, explain the
need for a support interview

Step 3 Where there has been more than one absence and / or where
absence is likely to recur:

e Impress on the individual that it is their personal responsibility to attend
work

¢ Recognise that it may not be their fault — however it is their

responsibility to address the matter, and to access appropriate support

from their GP or health professional

Explain that they are responsible for attending work every day

Ask them to accept this responsibility

Ask them what they are going to do to improve attendance

The employee must make a commitment to improve, however can the

manager provide support or assistance

¢ Where the absence reaches a short term trigger, explain the need for a
support interview/ absence management interview etc.

Step 4 Record discussion details, sign and date
Step 5 Move on by concluding the discussion on a positive note

e Update individuals on events during their absence
e Discuss any work required in order to make up lost ground

Preparing for the Support Interview

(NB - Please use the information contained in this Guidance Note — as a
guide. Each Support Interview will be different, and will need to reflect the
unique individual circumstances around that particular employee. This will
include reasons for absence, the number and scale of previous absences,
your existing knowledge of their condition, and any previous discussions you
have had with them). There are also user notes for using SelectHR to carry
out the meeting.

Always speak to the HR Team in advance of reaching a decision about
convening a Support Interview, to ensure that it's appropriate to progress a
specific case in that way.

In Advance of the Interview:

e Give the employee as much notice as possible — ideally, at least 5
working days;





e Tell them they have the right to be accompanied by a trade union
representative, or a work colleague; (however if the member of staff
wishes to not take up this option and/ or requests to hold the support
interview straight away, then arrange the meeting for a mutually
agreeable time and record on the form that this was at the member of
staffs request.)

e Ensure you have sufficient time to complete the discussion;

e Hold the discussion in private without interruptions;

e Preparation — Ensure you have all necessary information before the
discussion, including information about the most recent periods of
absence — especially the ones that have “triggered” the support
interview — but also other absence history data.

e Consider what information you will require from the employee (See
more details below)

e Be open minded, but be prepared to discuss any trends / patterns of
absence.

Steps to be followed during the Support Interview:
Step 1 Welcome the employee to the meeting

e Keep the tone informal and friendly;

e Check on their current state of health;

e Clarify the purpose of the interview is to assist an employee in attaining
the required levels of attendance. It will include a discussion of the
underlying reasons for sickness absence, what support can be offered,
and agreement on the way forward

e Explain that there are concerns about their levels of attendance at
work, which have been prompted by them exceeding the absence
“trigger” levels

e Clarify the trigger points are

e 3 separate absences, or 2 working weeks, short-term absences in any
rolling 12 month period

e other factors may generate a support interview — e.g. “Patterns” of
absence — Friday — Monday absences; pre / post public holidays;
Monthly dates, e.qg. last Friday every month, weekends (if a shift
worker)etc.

e Clarify that we are not disputing whether or not they have been ill — but
they are failing to meet our expectations with their levels of attendance.

Step 2 Discuss the reasons for the Absences

e Are they due to isolated instances, or part of an ongoing problem?

e Are there any underlying reasons, e.g. stress, work related, or any
other underlying medical cause?

e Are the absences due to a disability? If so, we have a duty to make
reasonable adjustments to enable regular attendance?





e If appropriate explore what reasonable adjustments could we make
(but you will probably need to check out any potential solutions with HR
to ensure, we are dealing with similar problems consistently).

e Can anything be done to prevent recurrence?

e Be constructive, avoid confrontation and stick to the facts;

¢ Avoid making assumptions or accusations suggesting that the illness
was not genuine — Be sensitive to the individual's feelings.

e Explain the effects of their absences on colleagues, and the working of
the team — agree appropriate actions to prevent recurrence.

e Offer support

e Ask them what they are going to do to improve attendance. The
employee must make a commitment to improve - however can the line
manager provide assistance?

Step 3 Next Steps

e Impress on the individual that it their personal responsibility to attend
work

e Recognise that it may not be their fault — however it is their
responsibility to address the matter, and to access appropriate support
form their GP, or possibly our Occupational Health Specialist

e Ask them to accept the responsibility for attending work more
regularly?

e Ask them what they are going to do to improve their attendance?

e Explain what will happen next if there is no improvement — which
depending on the individual circumstances, may be a referral to the
Absence Management Interview Process - a disciplinary / capability
process, which will essentially, be a formal warning process, aimed at
bringing about improved attendance at work.

e If noimprovement is seen, nor sustained this could ultimately lead to
the termination of an employee’s employment.

Step 4 Record discussion details, sign and date
Step 5 Try and conclude the discussion on a positive note
e Update the employee on what has been happening during their

absence
e Discuss any work required to make up lost ground

Time off for Medical/Dental Appointments

Where possible appointments should be made outside working hours. Where
this is not possible, for instance hospital and specialist appointments,
necessary paid time off shall be granted, subject to production of the
appointment letter/card and submission on SelectHR.





If doctor’s or dentist’'s appointments are made in or impinge on working hours,
staff will have to take lieu time to cover this. If staff do not have lieu time to
take, various options may be discussed and agreed with their line manager.
For instance, they may agree to come in earlier or leave later to make up the
time. Alternatively, staff whose holidays are calculated in days not hours, may
“trade in” 1 day’s holiday or %2 day’s holiday to use as lieu time. An absence
request on SelectHR would need to be filled in exchanging the day’s holiday
for lieu. Staff and line managers will need to ensure they keep a tally on the
amount of lieu time left from the “traded in” annual leave. This will not be
necessary for staff whose annual leave is calculated in hours. In this case,
staff just need to record the actual number of hours holiday taken to attend
the appointment e.g. 1% hours. The Flexible Working Scheme may also be
used to enable staff to attend these appointments. Please note that a
‘common sense’ approach to this issue is important; contact Human
Resources if you have any queries.

Bereavement Leave
Staff are entitled to the following periods of paid leave for bereavement:

Child, Spouse or Partner- Up to 4 working weeks (e.g. 20 days if you work 5
days per week/64 hours if you work 16 hours per week etc.)

Brother, Sister, Parent or person loco parentis- Up to 1 working week (e.g.
5 days if you work 5 days per week/16 hours if you work 16 hours per week
etc.)

Grandparents or in-laws- Up to 2/5 of a working week (e.g. 2 days if you
work 5 days per week or 6%z hours if you work 16 hours per week etc).

Other family member i.e. Cousin, Auntie, Uncle etc- It is Impact’s
expectation that staff will only take time off to attend the funeral and not a full
day/shift (time off to attend a funeral will in normal circumstances be no longer
than 2 ¥ hours). If there is a distance to travel to the funeral, then staff will
need to take annual leave or lieu time to cover this.

In extra-ordinary circumstances, variations to the above provisions may be
agreed by the Human Resources Director or Chief Executive.

Staff should make their Line Manager aware of any absence due to
bereavement leave within one hour, of the normal commencement time for
work, and their Manager will log the leave on SelectHR.

Any travelling time needed to attend events associated with bereavement is
included within the above parameters.





Leave for Jury Service

Staff receiving a summons to serve on a jury must report the fact to their Line
Manager and show them the letter from the Courts. Member of staff should
enter the anticipated duration of the absence into Select, unless exemption is
secured. Send off a copy of the letter and the original forms for the employer
so that HR can complete them and return them to the member of staff so that
they can take them to the courts on the first day of Jury Service.

A member of staff serving as a juror shall claim the allowance for loss of
earnings to which they are entitled under the Juror's Allowances Regulations
currently in force. Once Jury Service has been completed the Line Manager
must be informed in writing (email is acceptable) of the number of days
served including the dates and times and the allowance received. The Line
Manager will then inform the Human Resources Team and the appropriate
deduction will be made from the member of staff's salary in the following
month. Manager needs to update Select accordingly.

Staff may claim for themselves any travel/subsistence allowances payable by
the Courts.

Please note on days when you are not required for Jury Service or your Jury
service finishes early you must attend work as normal or take holidays/ lieu
time to cover this absence. This must be agreed with your Line Manager and
in some instances where they have already arranged cover for your role they
may require you to take holidays/ lieu time instead.

Leave for Service as a Witness

If a member of staff if required to attend Court either as a witness for the
Association or as a witness in any private law suit on any matter arising out of
employment with the Association, they will be regarded as being on official
duty and will be granted paid special leave plus appropriate travel and
subsistence allowances. Any fees /allowances from Court must be paid back
to the Association.

If required by the Police, Director of Public Prosecutions or by another
Government Department, to appear as a witness in criminal proceedings
unconnected with employment in the Association, staff may be granted paid
special leave subject to the production of written evidence to support this
requirement. Travelling and subsistence allowances may be claimed from the
Court, but staff should not receive compensation for loss of earnings.

If subpoenaed to attend as a witness in a civil case they may be granted
unpaid special leave. Loss of salary is a matter for settlement between the
individual member of staff and the party who issued the subpoena. No travel
or subsistence will be payable by Impact.





If a member of staff appears in Court in connection with a private lawsuit
unrelated to their employment with the Association, they should normally take
annual leave/ unpaid leave or lieu time.

Where the private lawsuit arises from occurrences on duty, the HR Director
/Chief Executive must be consulted before any decision is made on how
absence should be treated.

Absence for attendance at an inquest for the purpose of giving evidence
should be in accordance with the above.

Leave for Meetings of Public Bodies

It is a contractual requirement set out in the Duality of Interest Policy that all
staff must receive approval from the Chief Executive before applying for any
public office. However, within that provision, employers have a statutory duty
to permit an employee to have reasonable time off* during working hours to
perform any of the duties of their office or their duties as:

e ajustice of the peace;

e a member of a local authority (including a parish council or a county
council);

e a member of any statutory tribunal;

e a member of, in England, a Regional or District Health Authority or, in
Scotland, a Health Board;

e a member of a Family Practitioner Committee;

e a member of the National Rivers Authority;

e a governor of a grant-maintained school, higher education corporation
or educational establishment maintained by a local education authority,
or in Scotland, a school or college council or a central institution or a
college of education; or

e in Scotland, a member of a school board or of the board of
management of a self-governing school,

e a member of a Board of visitors in England and, in Scotland, of Visiting
Committees, to prisons, remand centres and young offender
institutions.

There is no statutory right for time off with pay to be granted for the purposes
outlined above. Impact will not make any payments to a member of staff who
decides to pursue any or the above public offices. However you may book
annual leave, lieu time or unpaid leave as agreed with your Line Manager.

*Reasonable time off is at the discretion of Impact, taking account of the
circumstances of the organisation and the effect of the employee’s absence
on the running of the Association. Any other time off in respect of an
employee’s involvement in trade union duties and responsibilities will also be
a factor (i.e. if an employee is also an elected trade union representative,
requiring time off for TU related activities, then Impact will be “less
reasonable” about further time-off for additional public duties), due to having
to balance this with the needs of the service.





Leave to Attend Blood Donor Sessions

Staff are permitted (indeed encouraged) to attend blood donor sessions
during working time at sessions held near their place of work. Where
possible, we would request that staff try and make an appointment, to
minimise waiting time.

Staff must be prepared to show proof of attending these sessions if requested
to do so by their line manager.

Note All absences must be recorded on SelectHR and submitted to your Line
Manager.
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Frequently Asked Questions
Do | need to tell my Manager I'm pregnant?

In or before the 15th week before your baby is due i.e. the expected date of
birth, or as soon as it is reasonably practicable thereafter if you cannot comply
with that time limit (and at least 28 days before you wish to start your leave),
you must give Impact written notice of your impending Maternity Leave.
However we recommend that you let your Line Manager know that you are
pregnant as soon as possible so that we can carry out any appropriate risk
assessments.

What pay will | receive when | am off on Maternity Leave?

If you have 1 year’s continuous service (or more) by the 11th week before the
Expected Week of Childbirth then you are entitled to Occupational Maternity
Pay. Occupational Maternity Pay is paid at 90% of your average pay for the
first 6 weeks and then 12 weeks at half-pay (this includes Statutory Maternity
Pay), then you are eligible for a further 21 weeks Statutory Maternity Pay. If
your weekly earnings are less than the Statutory Maternity Pay per week, then
90% of your average weekly earnings will be paid. For the current Statutory
Maternity Pay rates please refer to the Direct.gov website.

If you have less than 1 year’s continuous service by the 11th week before the
Expected Week of Childbirth then you will be entitled to Statutory Maternity
Pay providing you meet the criteria for this. The main criteria is that you must
have been continuously employed for at least 26 weeks ending with the 15th
week before the expected week when the baby is due. This is called the
qualifying week and; have had normal weekly earnings for the period of 8
weeks ending with the qualifying week of not less than the lower insurance
limit in force at the time for the payment of National Insurance Contributions.

A member of staff who does not qualify for Statutory Maternity Pay may be
entitled to Maternity Allowance, for a maximum of 39 weeks provided that she
has worked and paid National Insurance contributions in 26 out of the 66
week period before the expected week of childbirth. This is a statutory benefit
paid by Social Security/Jobcentre Plus offices and the amount you receive will
depend on your earnings.

What do I do if  am ill when | am pregnant?

If you are absent from work whilst pregnant because of illness, you can
normally take sick leave under our usual arrangements. However, if the illness
is related wholly or partly to your pregnancy and the absence occurs during
the 4 weeks before the expected week of childbirth, then your Maternity Leave
starts to run automatically from the date your absence commences.

Can | take time off for doctor’s appointments, scans etc whilst I am
pregnant?





You also have the right, if pregnant, to paid time off to attend for ante-natal
care. This includes parent-craft classes etc as well as appointments to see the
doctor/midwife, scans etc. In order to exercise this right you must produce
evidence of the appointments to your Line Manager. You are requested to
bear in mind the requirements of your post when arranging appointments.
Although time off will not be refused, your Line Manager has the right to
request a change of date/time if your absence will cause undue disruption to
the service.

What happens to my Annual Leave whilst | am on Maternity Leave?

You will continue to accrue annual leave as normal whilst you are on
Maternity Leave. However you can only carryover the equivalent of one
working week into the next leave year. Therefore to ensure you receive all
your leave entitlement we suggest that you plan to take some Annual Leave
either side of your Maternity Leave.

What pay will | receive when | am off on Paternity Leave?

If you have 26 weeks’ or more continuous service at the start of the 15th week
before the baby is due you will be entitled to 2 working weeks paid
occupational paternity leave at your normal rate of pay e.g. 10 days if you
work 5 days per week/32 hours if you work 16 hours per week etc.

If you have less than 26 weeks’ continuous service by the start of the 15th
week before the baby is due, you will be entitled to 1 working week’s paid
occupational paternity leave at your normal rate of pay (e.g. 5 days/16 hours
etc).

If you choose to take Additional Statutory Paternity Leave and meet the
criteria for it to be paid, you will receive Statutory Paternity Pay which is
calculated as the lesser of 90% of your pay or the Statutory Paternity Pay
limit. For the current Statutory Paternity Pay rates please refer to the
Direct.gov website. The length of time you will receive Statutory Paternity Pay
will depend on the amount of Statutory Maternity Pay your partner has already
claimed.

When should I tell my Manager | need to take Paternity Leave?

Line Managers should be notified in writing of the expected date of birth along
with a copy of the mother's certificate of confinement or other suitable medical
note, as soon as possible and preferably no later than 6 weeks before the
expected date of confinement.

What pay will | receive when | am off on Adoption Leave?

If you have 1 year’s continuous service (or more) you will be entitled to
Occupational Adoption Pay. Occupational Adoption Pay is paid at 90% of
your average pay for the first 6 weeks and then 12 weeks at half-pay
(including Statutory Adoption Pay) with the remaining 13 weeks paid at the





Statutory Adoption Pay limit or 90% of your average weekly earnings if this is
less.

If you do not have 1 year’s continuous service then you may be entitled to
Statutory Adoption Pay. This is paid at 90% of average pay for the first 6
weeks and then Statutory Adoption Pay or 90% of average weekly earnings if
this is less, for 33 weeks. This is payable if a member of staff has 26 weeks
or more continuous employment with Impact leading into the week in which
they are notified of being matched with a child for adoption, but have less than
1 year’s continuous service at this point.

For up to date payment information for Statutory Adoption Pay please visit the
Direct.gov website.

Adoption pay/leave is open to male and female staff where you are wholly or
mainly responsible for the care of an adoptive child. (Only one partner of a
couple, where the couple adopt jointly, has the right to adoption leave).

Where your partner is normally at home and/or has or will have primary
responsibility for child care, you will be eligible to take Paternity Leave
(whether male or female) rather than Adoption Leave.

When should | tell my Manager | need to take Adoption Leave?

You must inform your Line Manager and the Human Resources Team of your
intention to take Adoption Leave within 7 days of being notified by your
adoption agency that they have matched you with a child for adoption, unless
this is not reasonably practicable.

Am | eligible to take Parental Leave?

To be eligible for Parental Leave you must have 1 year’s continuous service
and your child must be under 5 years’ old or under 18 years old if they have a
disability. If your child is adopted then the date of adoption must be less than
5 years ago and they must be under 18 years old.

Will I be paid if | take Parental Leave?

Parental leave is unpaid.

What is Special Leave?

Special leave is a discretionary period of leave up to 1 working week's paid
leave (e.g. 5 days/16 hours etc) during any leave year to cover unexpected /
emergency family events where there is no time for any other arrangements

to be put into place. Special leave is granted at the discretion of the HR
Director.



http://www.direct.gov.uk/



Maternity Leave

There are two types of Maternity Leave: Ordinary and Additional. These are
explained below.

Entitlement to Maternity Leave:

All pregnant employees are eligible for Ordinary Maternity Leave, and
Additional Maternity Leave as well, irrespective of length of service subject to
the below.

The total period of Maternity Leave that can be taken is 52 weeks. This is
divided into 26 weeks Ordinary Maternity Leave followed by 26 weeks
Additional Maternity Leave. Please note there are different contractual rights
attached to each period of leave.

Notifying us of your impending Maternity Leave:

In or before the 15th week before your baby is due i.e. the expected date of
birth, or as soon as it is reasonably practicable thereafter if you cannot comply
with that time limit (and at least 28 days before you wish to start your leave),
you must give Impact:

Written notice of the fact that you are pregnant and of the expected week of
childbirth. This will normally be on a maternity certificate (Mat B1), which you
will get from your doctor or midwife. This certificate is issued once you reach
the 14th week before the week in which the baby is due.

Notice in writing of the date when you intend to begin your leave. This date
can be any time up to the birth but may be no earlier than the beginning of the
eleventh week before the expected week of childbirth.

If the child is born early i.e. before the date you have notified or before you
have notified any date at all then the maternity leave period begins
automatically on the date of the birth. You are required to notify Impact that
you have given birth as soon as reasonably practicable after the birth.

If you wish to change the date you start Maternity Leave, you will need to
provide at least 28 days notice of the change. (If this is not reasonably
practicable, you need to tell us as soon as you reasonably can.)

Within 28 days of receiving your notification, you will be sent a letter which will
confirm the expected date of your return from Maternity Leave. We assume
that this will be 52 weeks. The letter will set out the date we expect you to
return to work if you take your full entittement to maternity leave. (You do not
need to take the full entitlement of either Ordinary or Additional Maternity
Leave if you do not wish to —you may return to work at anytime during this
period, providing there is at least a 2 week period of statutory maternity leave,
following the date of the birth. You may choose this date before you start your
maternity leave if you wish.) *The 52 weeks Maternity Leave is still divided





into 26 weeks Ordinary Maternity Leave followed by 26 weeks Additional
Maternity Leave — this is important as there are different contractual rights
attached to each period of leave.

You must give Impact 56 days/8 weeks notice in writing, of your return to
work, if you are returning to work earlier than the expiry of the 52 weeks
Maternity Leave to which you are entitled. If you do not do this, Impact may
postpone your return to the extent necessary to give such notice or until the
end of your Maternity Leave period whichever is the earlier. Therefore, if you
only wish to take Ordinary Maternity Leave i.e. 26 weeks and not the full 52
weeks you are entitled to, then you must give notice to return as you are in
fact returning early.

There must be at least a 2 week period of Statutory Maternity Leave following
the date of the birth.

Please note the following:

There is no right to pay during maternity leave; you may be entitled to be paid
but your entitlement arises in a different way and is dealt with later.

The right to return to work after Ordinary Maternity Leave is different from the
right to return to work after Additional Maternity Leave.

There is no right to sickness pay during a period of maternity leave.
Entitlement to Statutory Maternity Pay:
To be eligible for Statutory Maternity Pay you must:

» Still be pregnant at the eleventh week before the expected week of
confinement, or have had the baby at that time and;

* Have been continuously employed for at least 26 weeks ending with
the 15th week before the expected week when the baby is due. This is
called the qualifying week and;

» Have had normal weekly earnings for the period of 8 weeks ending
with the qualifying week of not less than the lower insurance limit in
force at the time for the payment of National Insurance Contributions
and,

» Have stopped work.

» Still be employed by Impact immediately before the beginning of the
11th week before the expected week of confinement.

* Not remain at work if certified medically unfit to do so.





For the avoidance of doubt, bank staff are not entitled to receive Statutory
Maternity Pay unless they have been continuously employed on one contract
for at least 26 weeks and otherwise qualify in accordance with the time limits
set out above. Continuous employment means working at least 1 working
hour each week.

You must give (at least) 28 days notice of your intention to be absent in order
to claim Statutory Maternity Pay.

Payment cannot commence before the 11th week before the expected week
of childbirth, unless birth is early.

If you do not qualify for Statutory Maternity Pay (SMP) you may be entitled to
maternity allowance (MA), for a maximum of 39 weeks provided that you have
worked and paid National Insurance contributions in 26 out of the 66 week
period before the expected week of childbirth. This is a statutory benefit paid
by Social Security/Jobcentre Plus offices and the amount you receive will
depend on your earnings. If you do not qualify for SMP, you will receive
notification from us which will explain why we cannot pay you SMP and who
you should contact to claim Maternity Allowance. Please contact Human
Resources if you have any queries.

Calculation of Maternity Pay:

There are 2 rates of Maternity Pay, Statutory Maternity Pay (SMP) and
Occupational Maternity Pay (OMP). Occupational Maternity Pay is paid under
Impact’s Maternity Scheme and is in addition to SMP.

Statutory Maternity Pay (SMP) is paid at 90% of average pay for the first 6
weeks and then SMP for 33 weeks. For the current SMP rates please refer to
the Direct.gov website.

Occupational Maternity Pay is payable if you have 1 year’'s continuous service
(or more) by the 11th week before the Expected Week of Childbirth.
Occupational Maternity Pay is paid at 90% of average pay for the first 6
weeks and then 12 weeks at half-pay (this includes Statutory Maternity Pay),
then you are eligible for a further 21 weeks Statutory Maternity Pay. If your
weekly earnings are less than Statutory Maternity Pay per week, then 90% of
average weekly earnings will be paid.

Keeping in Touch Days:

You will be able to come into work for up to 10 days (which may be either
separate days or a single block) without losing your Statutory Maternity Pay or
triggering the end of your Maternity Leave. These days are known as
“keeping in touch days”.

Impact is not obliged to offer these “keeping in touch days”, nor are you
obliged to agree to do any work offered. For these to work, both Impact and
you will have to agree:
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» that you will do some work

* the type of work, e.g. attendance at a training course; helping out
during a particularly busy period; coming in to attend meetings/keeping
up to date with changes

» the amount of remuneration that will be payable in respect of the work
done (this can be offset against the SMP paid in respect of the working
days against your salary).

In addition to “keeping in touch days”. Impact may maintain reasonable
contact with you on maternity leave, for example to discuss your plans for
returning to work or to provide an update on developments in the
office/project/organisation.

Impact will ensure that no one is unreasonably contacted during Maternity
leave, nor forced to attend work should they not wish to do so during their
maternity leave.

Terms and Conditions of Employment Whilst on Maternity Leave:

Whilst you are on either Ordinary Maternity Leave (OML) or Additional
Maternity Leave (AML - see following section) you are entitled to retain your
terms and conditions of service e.g. contract hire car, accrual of annual
holiday entitlement etc. If you decide to take up to 52 weeks Maternity Leave,
you could potentially be absent for an entire leave year. However, the
Association’s rules on annual leave only allow you to carry forward a
maximum of 1 working week’s leave (eg 5 days, 16 hours etc), which in theory
could mean you lose some or all of your annual leave entitlement. To try to
prevent this from happening, please speak to your line manager and contact
Human Resources to work out the best way to fit in your holidays before and
after your maternity leave. Due to the fact that mobile phones and laptop
computers are provided solely for business usage, these should be returned
immediately before your departure on Maternity Leave, unless by mutual
agreement with your Line Manager you are intending to continue to undertake
some work during your period of absence. Failure to do so will result in you
incurring some income tax liability. Employees absent on Maternity Leave will
be entitled to retain their contract hire vehicle during the period of absence.
They will however need to monitor their mileage as if the mileage total falls
below 2,500 in any one tax year then an additional tax liability will be incurred.

If you are a member of the Social Housing Pension Scheme, under the
scheme’s rules, for the first 26 weeks of your Maternity Leave no contributions
are due from either yourself or Impact (as the employer). For the period from
27 to 39 weeks, you are required to pay contributions on any pay you are still
receiving from Impact, i.e. SMP. During this period, Impact pays the amount it
would pay if you were working normally (based on the pay you would have
been receiving), plus any shortfall in your (i.e. the member’s) usual
contribution.





For example, if you would have paid £90 per month in employee
contributions, but are paying £30 per month as a result of receiving SMP,
Impact will need to pay the balance of £60. If you are not receiving any pay
from Impact i.e. you are on Maternity Allowance, full contributions are required
from Impact i.e. an amount equal to both employee and employer
contributions for the period covering weeks 27 to 39. Any shortfall paid by
Impact, as described above, should be paid as employer contributions, not
member contributions.

Membership of the scheme must be maintained for the first 39 weeks as
though you were working normally. Therefore, you will earn the same
pension as you would have had you been at work. (NB this does not apply to
any AVCs you may pay.)

For the period from 40 to 52 weeks, no contributions are due from either you
or Impact, and pension benefits will not accrue. However, you do have the
choice, on your return to work, to pay contribution arrears for this period. If
arrears are paid, the period will count as normal membership, otherwise there
will be a break in your membership.

Entitlement to Additional Maternity Leave:

You are entitled to up to 52 weeks Maternity Leave regardless of length of
service or how many hours you work a week. This is still divided into 26
weeks Ordinary Maternity Leave followed by 26 weeks Additional Maternity
Leave — this is important as there are different contractual rights attached to
each period of leave.

You must be employed at the beginning of the 11th week before your
Expected Week of Childbirth.

After the expiry of your Maternity Leave you have the right to return to work on
the expected date indicated in the letter confirming your Maternity Leave i.e.
which assumes you will take the full 52 weeks, and need not give advance
notice before doing so.

If you wish to return to work before the end of your Maternity Leave period, or
if you are altering your anticipated return to work date, you must give Impact
at least 56 days/8 weeks notice in writing if you wish to do this. If you do not
do this, Impact may postpone your return to the extent necessary to give such
notice or until the end of your Maternity Leave period whichever is the earlier.

You do not need to take the full entitlement of either Ordinary or Additional
Maternity Leave if you do not wish to.
Right to Return to Work after Maternity Leave:

When you return to work after Ordinary Maternity Leave, you have the right to
return to exactly the same job and terms and conditions.





When you return to work after Additional Maternity Leave, you also have the
right to return to exactly the same job. But if it is not reasonably practicable
for you to have that job back, then you have the right to return to a suitable
alternative job. The alternative must be suitable in terms of your status, skills,
location etc and on terms and conditions not less favourable to you than those
which would have been applicable to you had you not been absent

If you are unwell and incapable of returning to work at the end of your
Maternity Leave, then the usual sickness procedures will apply.

Redundancies arise in any organisation, and the fact that you are on
Maternity Leave would not prevent you from being selected for redundancy
were this to arise and be appropriate. However, if such a situation were to
arise we would act in accordance with the procedures set out in the
Redundancy/Re-deployment Procedures section of the handbook. Your
Pregnancy or Maternity Leave cannot be the reason you are selected for
redundancy — you should be considered for redundancy in the same way as
other colleagues.

If you decide not to return to work and to resign instead, you need to give us
the normal notice period that is set out in your contract (outlined in the Notice
Periods section of the Handbook)

Time Off for Ante-Natal Care

You also have the right, if pregnant, to paid time off to attend for ante-natal
care. This includes parent-craft classes etc as well as appointments to see the
doctor/midwife, scans etc. In order to exercise this right you must produce
evidence of the appointments to your Line Manager. You are requested to
bear in mind the requirements of your post when arranging appointments.
Although time off will not be refused, your Line Manager has the right to
request a change of date/time if your absence will cause undue disruption to
the service. We also permit any member of staff whose partner is pregnant to
attend medical screenings with their pregnant partner. Similar evidence must
be produced if requested (see section on Paternity Leave.

Health and Safety Whilst Pregnant or on Maternity Leave

You have the right to work that does not involve risk to your health and safety
or that of your baby. If you feel that you or your baby are at risk from the work
that you do, you should discuss this with your GP or midwife, then bring these
concerns to the attention of your Line Manager immediately. Risk
assessments will be carried out to identify any risks and the measures to be
taken to protect you.

In certain circumstances, the Association has the right to place you on paid
maternity suspension if your continued attendance at work would be
detrimental to you or your baby’s health. Please note this would only be done
as a last resort if no other suitable alternative work or working





arrangements/conditions were available. If you are suspended for health and
safety reasons, then the Association may have the right to put you on
maternity leave 4 weeks before your baby is due.

Under Health and Safety Regulations, a member of staff who is on maternity
leave must not work during the 2 weeks beginning with the date of the birth of
the baby.

If you are absent from work whilst pregnant because of illness, you can
normally take sick leave under our usual arrangements (see the Absence
section for further details). However, if the iliness is related wholly or partly to
your pregnancy and the absence occurs during the 4 weeks before the
expected week of childbirth, then the Maternity Leave starts to run
automatically from the date your absence commences.

Additional Information Regarding Maternity Leave and Pay

The 12 weeks entitlement to ¥z pay (but not the SMP element) is repayable if
a member of staff does not return to work following Maternity Leave (whether
Ordinary or Additional) for a minimum period of 12 weeks.

There is the right for you to request flexible working, which could involve a
change in your hours, working pattern, location of your job etc. There is a
process that needs to be followed (further details of this can be seen in the
Flexible Working section), and there is a requirement for you to demonstrate
how your request could fit with the requirements of the Association. Changes
may be permanent or temporary dependant on the agreement reached
between you and Impact. If you wish to consider flexible working when you
return from Maternity Leave, you should discuss this with your Line Manager
as soon as possible (even before you go on Maternity Leave), as this provides
more time for your request to be considered and potentially accommodated.
Impact has a duty to seriously consider your request and must have a good
business reason for refusing.

The entitlements (relating to leave and pay) outlined in this scheme will apply
if your baby is stillborn, or if you miscarry, after the 24th week of pregnancy. If
you have a miscarriage before the start of the 24th week of pregnancy you will
not be eligible for Maternity Leave or Pay — our sickness provisions would
apply. The Association will do all it can to help you in these circumstances.

In addition, there is the confidential staff counselling service which can
provide support and you can contact them, your Line Manager or Human
Resources if you have any queries or need assistance.

The above is a simplified explanation of the statutory rights you have and the
additional contractual rights granted to you.

Summary of Entitlements

Benefit Amount of Entitlement Qualifying Conditions

Ordinary 26 weeks unpaid leave Not linked to length of service.






Maternity
Leave

26 weeks paid leave

You must be employed at the beginning of
the 11th week before your Expected Week
of Childbirth (EWC)

You must provide notification of your
pregnancy, Expected Week of Childbirth
and Leave requested, at least 28* days
before you wish to start your leave

You must have been continuously employed
for at least 26 weeks at the 15h week before
the Expected Week of Childbirth

You must be employed at the beginning of
the 11th week before your Expected Week
of Childbirth

You must provide notification of your
pregnancy, Expected Week of Childbirth
and Leave requested, at least 28* days
before you wish to start your leave

Additional
Maternity
Leave

26 weeks unpaid leave to
be taken immediately after
Ordinary Maternity Leave

13 weeks paid leave and
13 weeks unpaid leave to
be taken immediately after
Ordinary Maternity Leave

Not linked to length of service.

You must be employed at the beginning of
the 11th week before your Expected Week
of Childbirth (EWC)

You must provide notification of your
pregnancy, Expected Week of Childbirth
and Leave requested, at least 28* days
before you wish to start your leave

You need a minimum of 26 weeks
continuous service by the 15th week before
your Expected Week of Childbirth

You must be employed at the beginning of
the 11th week before your Expected Week
of Childbirth (EWC)






Statutory | 39 weeks pay as follows: You need a minimum of 26 weeks service
Maternity | 6 weeks at 90% of your by the 15th week before your Expected
Pay weekly earnings Week of Childbirth (EWC)
33 weeks Statutory Your earnings in the 8 weeks up to the 15th
Maternity Pay (SMP) (or week before your EWC must be equal to or
90% of your weekly above the Lower Earnings Limit (i.e. roughly
earnings if this is less than | speaking, you should have paid National
SMP) Insurance on your earnings for those 8
weeks).
If you do not qualify for You must still be pregnant at the 11th week
SMP you may qualify for before your Expected Week of Childbirth
Maternity Allowance You must provide notification of your
instead. Refer to the main | pregnancy, your Expected Week of
document for further Childbirth and your Leave requested, at
information. least 28 days before you wish to start your
leave
NB To qualify for both leave AND pay, you
must remain in post until the beginning of
the 11th week before your Expected Week
of Childbirth
Occupatio | 39 weeks pay as follows: You need a minimum of 1 Year’s continuous
nal 6 weeks at 90% of your service by the 11th week before your
Maternity | weekly earnings Expected Week of Childbirth.
Pay 12 weeks at ¥z pay

(including SMP)

21 weeks at SMP- not
exceeding your normal full
pay (90% of average
weekly earnings).

The 12 weeks at %2 pay is only payable if
you have declared in writing that you are
returning to work and you complete at least
12 weeks service on your return. If not, you
will have to repay the ¥z pay element but not
the SMP element.

If you are not returning to work, the 12
weeks will be paid at SMP rate (plus the
further 13 weeks at SMP).

If you are unsure if you are returning or not,
you can defer the payment of the 12 weeks
at %2 pay until you have decided whether or
not you intend to return.

Paternity Leave

There are two types of Paternity Leave Ordinary and Additional. These are
explained below.

Ordinary Paternity Leave






Entitlement to Ordinary Paternity Leave

You are entitled to Paternity Leave if your partner is pregnant or is adopting a
child, or if you are the biological or adoptive father of the child. (You must
have or expect to have responsibility for the upbringing of the child.) This is
normally to be taken within 8 weeks of the baby/babies' birth (or in the case of
adoption, within 8 weeks of the child’s placement), and may be taken
consecutively or in single days. Requests should be made via the SelectHR
system. Only one period of leave will be available to you even if more than
one child is born as a result of the same pregnancy (or if more than 1 child is
adopted at any one time).

Informing us of your Impending Paternity Leave

You should notify your Line Manager in writing of the expected date of birth
along with a copy of the mother's certificate of confinement or other suitable
medical note, as soon as possible and preferably no later than 6 weeks before
the expected date of confinement. In the case of adoption, you should notify
your Line Manager of the matching and expected placement dates as soon as
possible, along with a copy of the “matching certificate” from the adoption
agency.

Entitlement to Statutory Paternity Pay

If you have 26 weeks’ or more continuous service at the start of the 15th week
before the baby is due (or in the case of adoption, 26 weeks’ continuous
service ending with the week in which the child’s adopter is notified of being
matched with the child), you will be entitled to 2 working weeks’ paid paternity
leave at your normal rate of pay e.g. 10 days if you work 5 days per week/32
hours if you work 16 hours per week etc.

If you have less than 26 weeks’ continuous service by the start of the 15th
week before the baby is due (or less than 26 weeks’ continuous service
ending in the week in which the child’s adopter is notified of being matched
with the child), you will be entitled to 1 working week’s paid paternity leave at
your normal rate of pay (e.g. 5 days/16 hours etc).

Attendance at Medical Screenings

We will permit you to attend medical screenings (e.g. scans) with your
pregnant partner (as paid time-off). Evidence of the appointments must be
shown to your Line Manager. In the case of adoption, you may have paid
time to attend the placement meetings along with your partner. Evidence of
the appointments must be shown to your Line Manager.

The provision above does not cover attendance at ante-natal/parentcraft
classes. If you wish to attend these with your pregnant partner during working
hours, you must take either lieu time, annual leave or use the flexible working
provision.





Additional Paternity Leave

Additional Paternity Leave allows employees who are eligible to take up to 26
weeks leave to care for their new baby if the child’s mother or adopter has
returned to work and has stopped claiming any relevant pay, with at least two
weeks of unexpired Statutory Pay period remaining.

Leave can be taken at any time from 20 weeks after the child has been born
but it must be finished by the child’s first birthday. In the case of adoption
leave can be taken anytime between 20 weeks and 52 weeks of the child
living with you.

Entitlement to Additional Paternity Leave

You must be the father, or be married to or in a civil partnership with the
mother of a child due on or after the 3rd April 2011

Your wife, partner or civil partner is pregnant and due to give birth to a child
on or after the 3rd April 2011.

You or your partner receive notification that you have been matched with a
child for adoption on or after the 3rd April 2011.

Your wife, partner or civil partner is adopting a child from overseas and the
child enters Great Britain on or after the 3rd April 2011.

The child’s mother is entitled to statutory maternity leave, maternity pay or
allowance or statutory adoption leave or pay.

The child’s mother must have returned to work with at least 2 weeks of their
Statutory Maternity Pay period remaining.

You must have 26 weeks employment prior to the 14th week before the
expected due date.

Informing us of your Impending Additional Paternity Leave

To qualify for additional paternity leave and pay you must notify your Line
Manager in writing at least 8 weeks before the start of the additional paternity
leave. Your letter must include;

* The actual date of birth, placement or adoption.

* The start date and end date of the additional paternity leave and pay.

* Your relationship to the child.

* The purpose of the leave.

» A signed declaration from you that this information is accurate.

* The mother or adopter’'s name,

* The mother or adopter’s address,

* The mother or adopter’s National Insurance number

* The mother or adopter’s return to work date





» Confirmation from the mother or adopter that you are the father or their
partner and that you are the only person exercising Additional Paternity
Leave in respect of the child.

» Consent from the mother or adopter to process this information.

Entitlement to Additional Paternity Pay

Additional Statutory Paternity Pay is only payable to you during the period of
your partner’'s 39 week Maternity Allowance, Statutory Maternity or Statutory
Adoption Pay period.

Additional Statutory Paternity Pay is calculated as the lesser of 90% of your
pay or the Statutory Paternity Pay limit.

You have the right to take unpaid Additional Paternity Leave if you meet the
eligibility criteria for leave but not pay. All Additional Paternity Leave taken
after the end of the Statutory Maternity Pay, Maternity Allowance or Statutory
Adoption Pay period is unpaid.

Keeping in Touch Days

If you wish to take Additional Paternity Leave you will be able to go into work
for up to 10 days (which may be either separate days or a single block)
without losing your Statutory Paternity Pay or triggering the end of your
Additional Paternity Leave. These days are known as “keeping in touch
days”.

Impact is not obliged to offer these “keeping in touch days”, nor are you
obliged to agree to do any work offered. For these to work, both Impact and
the yourself will have to agree:
* that you will do some work
» the type of work, e.g. attendance at a training course; helping out
during a particularly busy period; coming in to attend meetings/keeping
up to date with changes
* the amount of remuneration that will be payable in respect of the work
done (this can be offset against the SPP paid in respect of the working
days against the member of staff's salary).

In addition to “keeping in touch days”. Impact may maintain reasonable
contact with you on your Additional Paternity Leave, for example to discuss
your plans for returning to work or to provide an update on developments in
the office/project/organisation.

Impact will ensure that no one is unreasonably contacted during Additional
Paternity Leave, nor forced to attend work should they not wish to do so
during their Additional Paternity leave.

Withdrawal from Additional Paternity Leave





Should your circumstances change you may wish to withdraw your request for
Additional Paternity Leave and you are required to give the organisation 6
weeks notice. Please do so in writing to your Line Manager stating when you
would like to return to work. If you submit your notice to withdraw your request
within 6 weeks of the start date of your Additional Paternity Leave in some
circumstances where arrangements for cover have already been made we
may require you to still undertake the leave.

Adoption Leave
Entitlement to Adoption Leave

Adoption pay/leave is open to male and female staff where you are wholly or
mainly responsible for the care of an adoptive child and where, in the case of
a couple, the partner is unable to take paid or unpaid leave to adopt a child.
(Only one partner of a couple, where the couple adopt jointly, has the right to
adoption leave, even if both members of staff work for the association.)

Where your partner is normally at home and/or has or will have primary
responsibility for child care, you will be eligible to take Paternity Leave
(whether male or female) rather than adoption leave, please refer to the
Paternity section of the Handbook.

To qualify for Adoption Leave, you must:

* Be newly* matched with a child for adoption by an approved adoption
agency.

* Have 26 weeks continuous employment with Impact leading into the
week in which you are notified of being matched with a child for
adoption.

* Adoption leave and pay is not available in circumstances where a child is not
newly matched for adoption, e.g. when a step-parent is adopting a partner’'s
child or children.

Length of Adoption Leave

If eligible, you will be entitled to up to 26 weeks’ Ordinary Adoption Leave and
26 weeks’ Additional Adoption Leave — a total of up to 52 weeks.

If you have not worked for 26 weeks, you will not be able to take any Adoption
Leave. (This is an important difference from the Maternity Leave scheme.)

You can choose to start your Adoption Leave either from the date of the
child’s placement (whether this is earlier or later than expected) or from a
fixed date which can be up to 14 days before the expected date of placement.
You must give your Line Manager/Human Resources documentary evidence
of the adoption — a “matching certificate”- from your adoption agency. This
should include basic information on matching and expected placement dates.





Leave can start on any day of the week.

The length of Adoption Leave does not increase if more than one child is
placed for adoption as part of the same arrangement.

If the child’s placement ends during the Adoption Leave period, you will be
able to continue Adoption Leave for up to 8 weeks after the end of the
placement (providing there is up to 8 weeks of the adoption leave still left to
run).

In addition, time off with pay will be granted for necessary appointments re the
adoption with relevant agencies. Evidence of the appointments must be
shown to your Line Manager.

Notifying us of Intention to Take Adoption Leave

You must inform your Line Manager and the Human Resources Team of your
intention to take Adoption Leave within 7 days of being notified by your
adoption agency that you have been matched with a child for adoption, unless
this is not reasonably practicable. You need to tell your Line Manager/HR
when the child is expected to be placed with you and when you want your
Adoption Leave to start.

You can change your mind about the date on which you want your leave to
start providing you inform your Line Manager and HR at least 28 days in
advance (unless this is not reasonably practicable).

The Human Resources Team will respond within 28 days to your notification
of your leave plans in writing setting out the date on which you are expected
to return to work if the full entittement of Adoption Leave is taken.

Entitlement to Adoption Pay

If you qualify for Adoption Leave you are also entitled to Adoption Pay. There
are two types of Adoption Pay — Statutory Adoption Pay and Occupational
Adoption Pay. Occupational Adoption Pay is paid under the Association’s
scheme and is in addition to Statutory Adoption Pay.

Statutory Adoption Pay is paid at 90% of average pay for the first 6 weeks and
then Statutory Adoption Pay (SAP) or 90% of average weekly earnings if this
is less for 33 weeks if you are eligible. This is payable if you have 26 weeks
or more continuous employment with Impact leading into the week in which
you are notified of being matched with a child for adoption, but have less than
1 year’s continuous service at this point. For up to date payment information
for Statutory Adoption Pay please visit the Direct.gov website.

Occupational Adoption Pay is payable if you have 1 year’'s continuous service
(or more) leading into the week in which you are notified of being matched
with a child for adoption. Occupational Adoption Pay is paid at 90% of
average pay for the first 6 weeks and then 12 weeks at half-pay (including





Statutory Adoption Pay) and then 21 weeks at Statutory Adoption Pay. If your
weekly earnings are less than Statutory Adoption Pay, then 90% of average
weekly earnings will be paid.

If you do not return to work for at least 20 weeks following the period of
Adoption Leave, then the 20 weeks half-pay will be repayable to the
association. The Statutory Adoption Pay (or 90% of earnings if weekly
earnings are less than Statutory Adoption Pay) will not be repayable.

You must produce evidence of your appointments re the adoption relevant
agencies to your Line Manager to be eligible for time off with pay to attend.

Keeping in Touch Days

You will be able to go into work for up to 10 days (which may be either
separate days or a single block) without losing your Statutory Adoption Pay or
triggering the end of your adoption leave. These days are known as “keeping
in touch days”.

Impact is not obliged to offer these “keeping in touch days”, nor are you
obliged to agree to do any work offered. For these to work, both Impact and
you will have to agree:
» that you will do some work
* the type of work, e.g. attendance at a training course; helping out
during a particularly busy period; coming in to attend meetings/keeping
up to date with changes.
* the amount of remuneration that will be payable in respect of the work
done (this can be offset against the SAP paid in respect of the working
days against your salary).

In addition to “keeping in touch days”. Impact may maintain reasonable
contact with you on Adoption Leave, for example to discuss your plans for
returning to work or to provide an update on developments in the
office/project/organisation.

Additional Information Regarding Adoption Leave and Pay
Adoption Leave will not be classed as sick leave or a break in service.

Eligibility to return to work with regards to the right to return to the same job
and postponement of the return to work is as outlined in the Maternity
Provision section of the Handbook.

As with Maternity Leave, if you are made redundant during Adoption Leave,
you will be entitled to be offered any suitable alternative job that is available.

If you are a member of the Social Housing Pension Scheme, under the

scheme’s rules, for the first 26 weeks of your Adoption Leave no contributions
are due from either yourself or Impact (as the employer). For the period from
27 to 39 weeks, you are required to pay contributions on any pay you are still





receiving from Impact, i.e. Statutory Adoption Pay). During this period, Impact
pays the amount it would pay if you were working normally (based on the pay

you would have been receiving), plus any shortfall in your (i.e. the member’s)

usual contribution.

For example, if you would have paid £90 per month in employee
contributions, but are paying £30 per month as a result of receiving Statutory
Adoption Pay, Impact will need to pay the balance of £60. If you are not
receiving any pay from Impact, full contributions are required from Impact i.e.
an amount equal to both employee and employer contributions. Any shortfall
paid by Impact, as described above, should be paid as employer
contributions, not member contributions.

Membership of the scheme must be maintained for the first 39 weeks as
though you were working normally. Therefore, you will earn the same
pension as you would have had you been at work. (NB this does not apply to
any AVCs you may pay.)

For the period from 40 to 52 weeks, no contributions are due from either you
or Impact, and pension benefits will not accrue. However, you do have the
choice, on your return to work, to pay contribution arrears for this period. If
you choose to do so, Impact must also pay its share. If arrears are paid, the
period will count as normal membership, otherwise there will be a break in
your membership.

Parental Leave
Eligibility for Parental Leave

To be eligible for Parental Leave you must have 1 year’s qualifying service.
You can be male or female to apply for the scheme and Parental Leave
applies to adopted children too.

You are entitled to 13 working weeks’ unpaid leave per child up to the child’s
5th birthday, or in cases of adoption, 5 years from the date of the placement
(or the child’s 18th birthday, if that is sooner). Parents of disabled children are
entitled to 18 weeks’ parental leave up to the child’s 18th birthday (providing
they have the qualifying length of service). If both parents are employed by
the Association, then both are entitled to parental leave.

Taking Parental Leave

The greatest amount of Parental Leave which can be taken in any 1 year is 4
working weeks. A year is a 12 month period from when you become entitled
to take parental leave either when the child is born or when you have
completed a year’s service whichever is later.

The minimum amount of Parental Leave to be taken at any one time is 1
working week. Even if you only take off part of your normal working week, 1
full working week will be deducted from your entitlement. Please note,





however, that if this is the case, pay will only be deducted by the actual
number of days/hours taken, not by a full working week.

As with other types of leave, Parental Leave must be recorded via SelectHR
and submitted to your Line Manager for approval.

Special Leave

You can be granted up to 1 working week's discretionary paid special leave
(e.g. 5 days/16 hours etc) during any leave year to cover unexpected /
emergency family events.

The events prompting the need for special leave will normally be due to some
issue which prohibits the opportunities for any other arrangements to be put
into place.

As with any unexpected absence from work you must notify your Line
Manager within 1 hour of your starting time on the first day of absence that
you will not be attending work and inform them of the circumstances and the
anticipated duration of the absence.

Special leave is not a facility that can be used to extend annual or other leave
or indeed to substitute annual leave.

Only the Human Resource Director (and in his absence the Chief Executive or
Senior HR Officer), have the authority to authorise Special Leave. A decision
on whether special leave is appropriate can be taken after the emergency
absence has occurred if required. Line Managers need to confirm with the
Human Resource Director, that special leave is agreed, prior to any
commitments being made to staff that they will be entitled to special leave.

Any other circumstances or needs in excess of the above are at the discretion
of the Human Resources Director or the Chief Executive.

Emergency Leave for Dependants

In addition to the above provisions for Special Leave you have a statutory
right to unpaid time off work to deal with emergencies involving a 'dependant’
— this could be your husband, wife, partner, child, parent, or anyone living in
your household as a member of the family. A dependant may also be anyone
who reasonably relies on you for help in an emergency, for example an
elderly neighbour living alone who falls and breaks a leg and you are the
closest on hand.

What counts as an emergency?
» An emergency could be any unexpected or sudden problem involving

someone who depends on your help or care. The right to time off
(unpaid) for dependants could apply to a wide range of different





circumstances but below are examples of some of the more common
situations where you could be entitled to take time off:

* If adependant falls ill and cannot be alone.

* When a dependant is having a baby. This does not include taking time
off after the birth to care for the child as you could be entitled to
paternity or parental leave for this purpose.

* To deal with an unexpected disruption or breakdown of care
arrangements for a dependant. For example, if a childminder or nurse
fails to turn up as arranged, or the nursery or nursing home has to
close unexpectedly.

* To deal with an unexpected incident involving your child during school
hours. For example, if your child has been involved in a fight, is
distressed, has been injured on a school trip or is being suspended
from school.

* To deal with the death of a dependant.

In some situations you may need to work flexibly to accommodate your care
requirements. Please read the flexible working section for further details.
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Frequently Asked Questions
How long can | take for my break?

All staff are entitled to a ¥ hour unpaid meal break, in the middle of their
working day / shift. This is included in normal working hours. In addition,
whilst it is not formally stated, Impact accepts as a concession that staff can
take a break, mid morning and mid-afternoon to get a cup of tea or coffee.

Am | able to claim overtime and be paid for it?

As a rule Impact does not pay overtime however in certain circumstances e.g.
staff shortages your Manager may specify overtime is available. Normally any
additional hours will be reclaimed as lieu time.

When does the annual leave year run from and to?
The annual leave year runs from the 1st of April to the 31st March.
What is my holiday entitlement?

A full year's holiday entitlement is 6 weeks therefore, a full time member of
staff with a full year’s holiday entitlement will receive 30 days annual leave or
222 hours, someone working 16 hours per week will receive 96 hours annual
leave or someone working 2 days per week will receive 12 days annual leave.
This is pro-rated for staff that start part way through the holiday leave year. As
a rule however you will accrue half your contracted working week per
complete month of service e.g. someone who works 5 days a week accrues
2.5 days annual leave a month.

Maximum amount of time allowed to book off?
The maximum amount of annual leave which can be taken at any one time is
3 weeks, other than in circumstances which need to be agreed in advance by

your Line Manager and the HR Director.

How do | book a holiday?

Holidays are booked via SelectHR. Please use the |guidance notes-hyperlink |
provided on how to carry this out. Your manager must authorise your leave
and may decline your request if the needs of the service cannot be met by
others while you are away. Therefore do not make any financial commitments
before approval is received.

What do | do if | need to take annual leave at short notice?

Speak to your Line Manager and explain the reasons why. Your Manager can
enter the details of your request into SelectHR if you are unavailable to.



http://hermes/Training%20Notes/Forms/AllItems.aspx?RootFolder=%2fTraining%20Notes%2fSelect%20HR&FolderCTID=&View=%7b672BC334%2d19A8%2d4BB0%2d97DE%2dFA7CECD39CC2%7d



What happens if | am sick when on annual leave?

If you provide a doctor’s note than your time off ill can be counted as sickness
absence and your holidays will be added back on to your entitlement. Annual
leave will not be reaccredited purely by self-certification.

| have holiday entitlement remaining at the end of the leave year; can |
carry this over?

You can carry a maximum of 1 working week over into the following leave
year e.g. 37 hours/5 days for a full time member of staff, 22 hours for
someone who works 22 hours per week etc.

When are my extra non-statutory days?

If you are office based then you will receive the Tuesday after Whit Monday
(Spring Bank holiday) and one to be taken between the 22nd and the 31st of
Dec. The most appropriate date will be decided by the Senior Management
Team.

If you work in IFS you will take your extra non statutory days between the 27th
and the 31st Dec. The most appropriate dates will be decided by the Senior
Management Team.

If you are a member of the Care and Support team based in schemes and
working on a 7-day rota (not office hours) your extra non-statutory days are
Christmas Eve and New Year’s Eve.

| am leaving Impact’'s employment and have holidays remaining, what can
| do with them?

You can agree with your Line Manager to take these at any point during your
notice period. Any holidays outstanding once your employment with Impact
has ended will be paid either in your final salary or on the pay day after you
finish.

Hours of Work

Office Based Staff

Normal office hours of work are:

9.00 a.m. to 5.00 p.m. Monday to Thursday
9.00 a.m. to 4.30 p.m. Friday.

With an unpaid lunch break of 30 minutes.

Normal full time hours equate to 37 hours per week.





Any deviation from the normal working hours must be approved in advance by
your Line Manager, and if a long term issue (for more than a period of a week)
should be discussed with a member of the HR team.

Care and Support Scheme Based Staff

Scheme based staff's working hours are based within the statutory
requirements of the Working Time Directive, which are as follows:

e Normal working hours for full-time Scheme Based Staff are 37 hours
per week and these are usually worked in accordance with a rota,
working 5 days over a 7-day period. Rotas should be designed so that
every member of staff has two days off each week.

e Rotas are based on a maximum of 8 hour shifts, with a start and finish
time that reflects the need for a half hour unpaid break during the
working period for periods of work which exceed 4 hours, or this may
be extended to 5 hours.

e There may be exceptions to these parameters in emergency situations,
when scheme cover needs to be maintained, but staff are absent. This
will normally be due to unexpected sickness. Whilst every effort will be
made to provide cover eg through bank staff, in exceptional
circumstances where this is not available, staff may be called on to
work additional hours. This will either be treated as overtime, or
managers may wish to consider other rota amendments to reflect the
additional hours worked, or give lieu time. These options should be
discussed with staff at the time.

e Staff may be required to work additional hours to cover sickness,
holidays, training etc. It will be agreed with the line manager whether
overtime is paid or lieu time taken. If overtime is paid, payment will be
made at the normal hourly rate for the employee.

Integrated Domestic Violence Service Staff

The Integrated Domestic Violence Service (eg Integrated Domestic Violence
Advisors, Domestic Violence Floating Support Workers) can undertake a
range of working hours to meet customer demands. However, no one should
be expected to work more than an 8 hour shift a day. Due to concerns over
staff vulnerability through lone working, working hours outside of the normal
office day will be monitored and reviewed through regular risk assessments. It
is expected that working patterns will normally be between Monday and
Friday, although this may change in the future, subject to the needs of the
service/contract requirements.





Breaks During Working Hours

All staff are entitled to a % hour unpaid meal break, in the middle of their
working day / shift. This is included in normal working hours. In addition,
whilst it is not formally stated, Impact accepts as a concession that staff can
take a short break (normally around 5 minutes), mid-morning and mid-
afternoon to get a cup of tea or coffee. What staff do during this “break” is left
to their individual discretion (within reason and within the law). Some may
choose to stay at their desk. Smokers, or other staff may choose to go
outside for a cigarette and others for some fresh air. We expect all staff to
restrict these absences to one period mid-morning and once mid-afternoon
each day.

Failure to comply with this request could lead to line management action, and
eventually disciplinary action.

Staff wishing just to make a drink are of course free to do so at any point in
the working day.

Recording of Working Hours

Impact operates in an open, honest and trusting environment. There is no
organisational compulsion to maintain a specific system of recording working
hours. It is down to local agreement and managers may choose to have
working hours recorded as formally or informally as meets their requirements.

Monitoring of Working Hours

In whatever form records of working time are maintained, there may be
occasions where a manager may need to check the accuracy of working time
records. All staff may be reasonably required to produce details of working
hours if required. In the event that any member of staff has deliberately
falsified working time records, then this will be treated as a very serious
disciplinary offence. It is likely that at the least this will mean a reversion to
fixed working hours, and formal disciplinary action which could lead to
dismissal.

Staff who only worked fixed working hours and do not make use of this
flexible working hours scheme are not expected to maintain separate details
of working time.

Flexible Working Hours

This enables staff to exercise some flexibility in their working time, subject to
agreement with their manager. Requests will normally be considered
favourably, unless there are operational reasons that make it impossible to
agree.

Impact recognises the different personal circumstances of employees in
respect of childcare responsibilities and other personal commitments. Subject





to the priority always being on meeting service requirements and not
conflicting with any other conditions set out in this Staff Handbook, managers
have considerable discretion in agreeing, variations to the standard working
hours.

This is not a “Flexitime” scheme, which allows staff to basically control their
own working hours, but a proposal which should allow greater flexibility
around start, finish and lunch times — particularly for those staff either with
personal commitments which affect their ability to meet our fixed opening
hours, or indeed to allow staff greater time over the lunch period to engage in
activities or events linked to personal fithess, care responsibilities, (or even
shopping!). It should also assist those staff who may need to arrange dental
or medical appointments which tend to be around the start and end of each
day, and where previously there has been no opportunity for staff to be able to
do this without breaking into annual leave.

The scheme is not designed or intended to allow staff to build-up time to
increase lieu time, but purely to give more control, wherever possible over
working hours. Additionally, any hours which are to be worked outside of
normal contractual hours of work, would need to be agreed in advance with
your line manager and HR if the change would occur for longer than one
week.

The operation of this scheme will depend on mutual trust between all
involved. Abuse of that trust could endanger the continuing operation of the
scheme.

Current Requirements

Presently, all Impact offices are open for business between 9am and 5pm,
Monday to Thursday and 9am to 4.30pm on Friday. It is not intended that the
scheme will change this requirement. Indeed, it is essential that all offices
continue to be covered within normal working hours. All requests for time off
within these hours will need to ensure that adequate cover within all teams
within the normal opening hours will be maintained.

Care and Support staff, whilst not excluded from these proposals, will need to
ensure continuity of cover at Projects, and will need to ensure that any
variation to programmed shifts is acceptable to their line manager. Where a
shift worker is the only person on duty at a project, then it is unlikely that a
variation to working hours will be acceptable.

What do | need to do to request to work flexibly?

If you wish to vary your normal start, finish or lunch times then you need to
agree the principle of this with your line manager. No reasonable request will
be refused, as long as adequate cover can be maintained within the particular
service area. It is expected that no variations will take working hours beyond
one hour of normal start and finish times i.e. we would not normally support
any changes which for office-based staff saw a start time before 8am or a





finish time after 6pm.  Similarly, we would not normally expect staff to be
regularly taking longer than two hours for a lunch break, but there could be
isolated exceptions to this — e.g. if an employee had to regularly, for a limited
period attend for physiotherapy treatment following an accident or something
similar. These same boundaries would also apply to scheme-based staff.

You will need to be prepared to discuss, how you are going to make up time,
if it is for some extra time off, or alternatively provide details of when you are
going to be wanting time off — if it is about working some extra hours. E.g. if
you need to attend a doctor’s or dental appointment at 4.00pm one afternoon,
you will need to explain how and when you propose to make up the one hour
deficit.

If you are seeking a regular adjustment to your normal working hours, e.g.
start and finish 15 minutes later every day, then you may need to give your
manager a little time to assess the request, and seek advice from others
before providing you with a response. Each request will be considered on its
merits.

No member of staff has a right to work other than their contracted hours of
employment, but wherever possible managers will be expected to respond
favourably to requests for flexible working arrangements, which are possible
within the constraints of “cover” and the needs of the service. Individual
choice and preferences will be genuinely considered where they can be.

Staff leaving the employment of Impact, or transferring to a service area not
covered by this scheme should work hours that meet contractual
requirements in the lead up to the finish date. Anyone retaining debit hours
will have that debit deducted from their final salary payment. In the reverse
situation, anyone leaving employment with a credit would have no entitlement
to payment for that accrued time, although efforts would be made for agreed
time-off to be taken, to reduce the credit, prior to departure, subject to normal
service requirements.

Any member of staff who has had a request to work flexibly rejected by their
manager has the right to request that their proposal be submitted to the HR
Director for a final determination. This is to ensure that there is some
organisational consistency in decision-making, and that Impact ensures we
meet our legal duty to adequately consider requests for flexible working —
especially as we look to broaden out more opportunities for increased
flexibility across as many staff as possible, especially where this may assist in
reducing the need for business travel.

Termination of the Scheme

Impact reserves the right that, subject to three months’ notice to all staff, the
scheme may be amended or formally withdrawn. Whilst there are no plans
that this will happen, in the event of abuse of the scheme it may actively be
considered.





In the event of serious abuse by an individual member of staff, the facility of
flexible working hours may be withdrawn without notice for the individual
involved.

Appeal against the individual withdrawal of the scheme

Any staff member who believes that they have been unfairly excluded from
participating in this flexible working hours scheme has a right of appeal
against that decision. Appeals should follow the procedure set out in the staff
handbook for pursuing grievances.

Flexible Working Arrangements

In addition to the above, some groups of people have a statutory right to
request a flexible working pattern. You have a statutory right if you:

e have or expect to have parental responsibility of a child aged under 17

e have or expect to have parental responsibility of a disabled child under
18 who receives Disability Living Allowance (DLA)

e are the parent/guardian/special guardian/foster parent/private foster
carer or as the holder of a residence order or the spouse, partner or
civil partner of one of these and are applying to care for the child

e are a carer who cares, or expects to be caring, for an adult who is a
spouse, partner, civil partner or relative; or who although not related to
you, lives at the same address as you

Employees who do not have a statutory right to request flexible working are
still welcome to make these requests.

NB - This right is to request to work flexibly — it does not provide an
automatic right to work flexibly.

Impact has a statutory duty to consider any application seriously. If a request
is refused there must be a valid reason on business-related grounds, such as
an inability to re-organise work among existing staff.

Eligibility

To make a request the member of staff must have 26 weeks continuous
service at the date the application is made. (They cannot be an agency
worker.)

Eligible employees will be able to request a change to the hours they work, a
change to the times when they are required to work and to work from home.
This covers working patterns such as annualised hours, flexitime, home
working, job-sharing, shift working, term-time working etc.

Applications for a change in working pattern will not always require a
significant alteration. For example a parent may wish to start work half an





hour later to take their child to school and therefore finish half an hour later to
make up the time.

What do | need to do to request flexible working arrangements?

The initial onus will be on the member of staff to make a considered
application in writing to their Line Manager. An accepted application will
mean a permanent change to the member of staff’'s own terms and conditions
of employment. It is important therefore, that before making an application,
the member of staff gives careful consideration to which working pattern will
help them best care for their child; any financial implications it might have on
them in cases where the desired working pattern will involve a reduction in
salary; and any effects it will have on our business e.g. service delivery and
how these might be accommodated.

Within 28 days, or as soon as is reasonably practicable, the member of staff’s
line manager and/or someone from Human Resources, will arrange to meet
with the member of staff to explore the desired work pattern in depth and to
discuss how best it might be accommodated. It will also provide an
opportunity to consider alternative working patterns should there be problems
in accommodating the desired work pattern outlined in the member of staff's
application. The member of staff may be accompanied by a union
representative or a colleague in this meeting if they wish.

Within 14 days after the meeting Impact will confirm in writing either the
agreement to a new work pattern and a start date; or will provide a clear
business ground(s) as to why the application cannot be accepted and the
reasons why the ground(s) applies in the circumstances. However, there may
also be occasions when Impact will want to take further action before notifying
the member of staff with their final decision, which may involve an extension
to the 14 days.

In some instances the decision making process can take up to 14 weeks
therefore please speak to your line manager as soon as you are
considering a variation to your working time/ pattern etc.

There is the right of appeal against the decision made within 14 days of being
notified to the member of staff. The appeal must be made in writing to the HR
Director. If the HR Director has made the original decision, then the appeal
will be heard by the Chief Executive or another Director.

Withdrawal of Flexible Working Arrangement

We may choose to prioritise one person’s request for flexible working over
another if several people in the same department request to work flexibly. Our
decision to do this will be based on the needs of the service and the team’s
ability to provide adequate cover.





Overtime

Overtime is not normally paid for office based staff working extra hours,
except in pre-arranged exceptional circumstances eg computer
implementation.

Care and Support scheme based staff may be required to work additional
hours to cover sickness, holidays, training etc. It will be agreed with the line
manager whether overtime is to be paid or lieu time granted. If overtime is
paid, payment will be made at the normal hourly rate for the employee.

Lieu Time

Impact currently operates a system of lieu time, for staff who work additional
hours which has informally offered a means of flexible working. Lieu time will
continue to operate as currently, where available to staff, and will not be
affected by flexible working hours.

Annual Leave
Annual Leave Entitlement

The annual leave entitlement for all staff is 6 working weeks. Therefore, for
full-time staff and staff who normally work 5 equal days this equates to 30
days and for part-time staff equates to 6 x the number of hours worked each
week. For example if the member of staff works 16 hours per week, the
annual leave entitlement is 96 hours (6 x 16), or if the member of staff works 4
equal days per week their annual leave entitlement is 24 days. Full-time staff
working shifts will also have their annual leave entitlement expressed in hours
i.e. 222 hours (6 x 37).

The annual leave period runs from 1st April to 31st March. A maximum of 1
working week (ie. 5 days/16 hours etc) can be carried forward to the next
leave year. Untaken leave in excess of this will be forfeited and no payment
will be made for any leave lost in this way. (This provision includes the non-
taking of annual leave due to maternity, paternity and adoption leave.) Any
exception to this (and it will need to be exceptional circumstances) will need to
be approved by the HR Director.

If you are off on long term sickness and are therefore unable to take all your
annual leave within the holiday year, you are entitled to carry over the
statutory annual leave entitlement into the following leave year. The current
entitlement is 5.6 week or 28 days for full time members of staff and includes
bank holidays (this entitlement will be pro-rata for part time members of staff
e.g. a member of staff who works one day a week will be entitled to 1/5 of 5.6
weeks which equates to 5.6 days).

Please note that if you were able to take some annual leave/ bank holidays
prior to your sickness absence commencing, this will be deducted from the
statutory annual leave entitlement when your carryover is calculated. We will





consider the appropriateness of this system on an individual basis and
exceptions will be made where anomalies occur.

Requests for annual leave should be made electronically via SelectHR to the
Line Manager and should be taken at convenient times for the office/scheme.
Requests for annual leave should be made at the earliest opportunity and at
least 1 week in advance, although it is recognised that there may be
exceptions to this. Under normal circumstances no booking of holidays/travel
arrangements with a holiday company/financial commitments, should be
made prior to agreement with the Line Manager that the proposed holiday
dates are acceptable.

The maximum amount of annual leave which can be taken at any one time is
3 weeks, other than in circumstances which need to be agreed in advance by
your Line Manager and the HR Director.

Accrual of Annual Leave

Leave is accrued on the basis of one-twelfth of the annual entitlement for
each complete month of service in the current leave year. Leave may be
taken in advance of entitlement but where a member of staff leaves, and has
taken more leave than that to which he or she is entitled, a deduction
amounting to the equivalent of leave taken in advance of entitlement shall be
made from final pay. |If the final pay is insufficient to cover the overtaken
leave, Impact will seek to recover the overpayment as a debt against any
such person.

If a member of staff increases or decreases their hours part way through a
month, the accrual of annual leave entitlement for that month will be based on
whatever number of hours they were on at the start of the month. For
example if a member of staff increased their hours from 20 hours per week to
30 hours per week on the 11th April, their annual leave entitlement for that
month will be 10 hours. From May it will be 15 hours (annual leave is
calculated on the basis of ¥2 working week per completed month of service).
Similarly if a member of staff's hours decreased from 32 hours per week to 24
hours per week on the 23rd June, their annual leave entitlement for that
month will be 16 hours. From July it will be 12 hours.

New staff shall be entitled to annual leave at the rate of 1/12 of the annual
entitlement for each complete calendar month of service during the leave year
of entry, and thereafter on the normal scale.

New staff appointed part way through the leave year may also be allowed to
take sufficient unpaid leave above their normal annual leave allowance to
enable them to take a holiday arranged before recruitment. This needs to be
recorded on SelectHR and the HR Team informed so that deductions can be
made from pay.





Staff who are on sick leave continue to accrue annual leave whilst they are
being paid either at the full or the half pay rate, and when they move onto no

pay.

Maternity leave granted in accordance with the provisions set out in the
Family Friendly section of the Staff Handbook shall not affect the length of a
member of staff's leave entitlement in the year(s) in which maternity leave
falls i.e. staff on maternity leave continue to accrue annual leave.

The same applies for staff who are on adoption or paternity leave.
Falling Il when on Annual Leave

In the event of a member of staff falling sick during the period of their annual
leave, they will be regarded as being on sick leave from the date of their
medical certificate (i.e. doctor’s statement of fithess for work) and further
annual leave shall be suspended from that date. In order to claim back
annual leave entitlement in this way, the Human Resources Team must
receive a copy of the doctor’s statement of fitness for work.

Public/Bank Holidays and Extra Non-Statutory Days

The Association recognises the following as public/bank holidays (8 in
total):

Good Friday

Easter Monday

May Day

Whit Monday (Spring Bank Holiday)
August Monday (Summer Bank Holiday)
Christmas Day

Boxing Day

New Year’s Day
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When Christmas Day, Boxing Day or New Year's Day fall on a Saturday or
Sunday and a substitute public or bank holiday is declared then staff, whether
office based or scheme based, who normally work Monday to Fridays only will
be entitled to this day/these days. Care and Support staff who work on a rota
will be entitled to the actual public/bank holidays as noted above whichever
day of the week they fall on.

Scheme based staff who have to work on any of the above recognised
public/bank holidays will be entitled to payment at the rate of:

Good Friday and Christmas Day = double time
All other bank/ public holidays = time plus one half

In addition to the above public/bank holidays, staff are entitled to 2 extra
non-statutory days:





If you are office based then you will receive the Tuesday after Whit Monday
(Spring Bank holiday) and one to be taken between the 22nd and the 31st of
December. The most appropriate date will be decided by the Senior
Management Team.

If you work in IFS you will take your extra non-statutory days between the
27th and the 31st December. The most appropriate date will be decided by
the Senior Management Team.

If you are a member of the Care and Support team based in schemes, your
extra non-statutory days are Christmas Eve and New Year’s Eve.

Part-time staff have a pro rata entittement to Bank Holidays (combining
Statutory, Extra Non-Statutory and any Concessionary days). This leave is
calculated according to the number of days/hours a part-timer works
compared to a full-time employee.

On a simplified basis, staff are entitled to two weeks’ worth of bank/extra non-
statutory days currently (i.e. a total of 10 days or 2 working weeks) over the
whole leave year. Therefore a part-time member of staff who works 3 days a
week is entitled to 6 days of bank holidays etc. A member of staff who works
18.5 hours per week will be entitled to 37 hours of bank holidays. (As with
holidays, these will be pro-rated if a member of staff starts or leaves part way
through a year, depending on whether or not any bank/extra non-statutory
days are remaining in that period e.g. a member of staff who starts on the
15th January will not receive any bank holiday entittement unless any of the
Easter Bank Holidays fall before the 31st March.)

If a member of staff's entitlement to Bank Holiday entitlement is less than the
amount of leave they need to be off due to the office/scheme/project being
closed on certain days then any shortfall will be deducted from their annual
leave entitlement on SelectHR e.g if their entitlement is 30 hours and they are
actually off for 37 hours they will have 7 hours deducted.

On the other hand if a member of staff’'s entitlement to bank holidays is more
than the time they need to be off due to the office/scheme/project being
closed on certain days, then the additional hours will be added to the member
of staff’s leave entitlement on SelectHR e.g if their entitlement is 45 hours and
they only need to take 15 hours they will have 30 hours added to their annual
leave entitlement.

Care and Support staff who work on a 7 day rota have their bank and extra
non-statutory holiday entitlement , normally 2 working weeks (or pro rata
depending on when they start/leave during the annual leave year) added to
their annual leave entitlement in SelectHR. This is identified separately in
SelectHR and is recorded under “My Holiday Adjustments” and the hours are
added to the total annual leave entitlement. Therefore when staff view “My
Current Statistics” they can see that the hours have been added to annual
leave under “Year End Entitlement”.





As the days/evenings Care and Support staff work will vary month by month,
they will need to account for their Bank Holidays as appropriate. For example
if they are meant to be at work for 7% hours on the May Bank Holiday and
they want to take the shift off, then they will need to request a bank holiday on
SelectHR for 7% hours. If they are not meant to be at work that day as they
are not rostered on for that day, then they will not need to make a submission
on SelectHR and they have the time to take whenever they want, subject to
line manager approval and the needs of the service, at which point they will
make a request on SelectHR and, if managers prefer this, specify that it is out
of their bank/extra non-statutory holiday entitlement. If they work on that day
(the May Bank Holiday) then they will be paid time plus one half and again
have the bank holiday entitlement to take whenever they want, subject to the
usual restrictions as noted above.

Unpaid Leave

Unpaid leave for whatever reason up to a maximum of 3 months may be
granted at the discretion of the Chief Executive/Human Resources Director.

Any period of approved unpaid leave will count towards continuity of service.
Staff taking advantage of this facility will need to check the position in relation
to continuity of pension payments.

Taking one or two days unpaid leave will not affect your holiday entitlement
however If the amount of unpaid leave reaches one month then holiday
entitlement and bank/extra non-statutory holiday entitlement will be affected ie
you will not accrue entitlement to these during the period of unpaid leave.

Any period of unpaid leave must be entered on SelectHR and HR informed as
soon as possible so that payroll can be notified.

Secondments and Sabbaticals

As part of staff development Impact may support staff who wish to take up a
sabbatical or secondment opportunity provided written application is made to
the Chief Executive/Human Resources Director and the reasons given are

acceptable. Impact has determined to consider favourably any requests for
sabbaticals, as a means of retaining people who are seeking a career break.

Treatment of Travel and Lieu Time
Travel to the normal workplace

An employee’s normal home to work travel time is the responsibility of each
employee, and is not eligible for compensation in any circumstances.

There are some circumstances where we are prepared to allow some lieu
time, where an employee is travelling somewhere other than their normal





place of work, and some examples of different circumstances are set out
below, as guidance of our general approach to these issues.

Attendance at a place of work other than the normal workplace

Occasionally, you may be required to work at another place of work than your
normal work base, which involves a longer journey than normal. On these
occasions, you may be able to arrange a start time that enables you to travel
within your normal working hours. In the event that this is not possible, and
you are required to leave home earlier than normal, then you will be eligible to
claim lieu-time for the additional travel time, over and above your normal
home to work journey time.

Attendance at College /regular training event

Some staff are supported by Impact to attend regular training events, which
lead to formal qualifications at the conclusion, e.g. NVQ’s / Professional
gualifications. In many instances these training courses take place some
distance from Impact’'s normal places of work. It is our view that when staff
receive funding for this training, and permission to attend these events
regularly during normal working hours, then travelling time should be stood by
the employee, and no further lieu time awarded for travelling time, irrespective
of the departure/return time.

Attendance at occasional / ad-hoc training events

In contrast to the above approach, staff may be required to attend ad-hoc
seminars /training events, on behalf of the Association, but with an element of
individual benefit as well, which requires possible early departures and late
returns for the staff involved. In some instances, this may require staff to
travel on the day/evening before an event which has an early start or is some
distance away. On these occasions, if the day you travel is not a normal
working day, or if travelling time is outside normal working hours, or is longer
than the normal home to work travel time, then Impact will compensate with
lieu time, the full period of travel time undertaken “out-of-hours”.

As an example, if an office-based staff member is required to attend a training
event in London, which requires a departure the previous day. A train leaves
Carlisle at approximately 15.00, arriving in London at approximately 18.50.
Lieu time should be given for travelling time outside normal working hours, i.e.
for the 1 hour 50 minutes after 5pm (less normal home to work travel time),
but no further lieu time would be allowable for time spent in London during the
evening. Similarly, if on the return journey the employee doesn’t arrive back
to Carlisle until 21.30, then that time is claimable against lieu-time, less the
normal home to work travel time.

Equally, if an employee is attending an event commencing in Manchester at
9am, which requires them to depart from home at 6.30am, to reach the event
in time, then they are eligible to claim the full 2% hours lieu time for the one
way journey, less their normal home to work travel time. This is because our





general rule is that staff should normally not have to travel for more than 2
hours on the same day, to reach an event — prior to 9am, or after 5pm. The
alternative being that they could have travelled the day/evening before and
incurred overnight costs that would have been chargeable to the Association.
We therefore try to be reasonable in the treatment of travel time for
attendance at events away from the normal place of work, whilst recognising
that there is almost always some benefit to staff in attending training events.
In return, we expect staff to be reasonable and flexible in meeting
organisational requirements, and in trying to keep costs down as far as
possible.
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Frequently Asked Questions
What is the consultation period for redundancy?

Consultation periods vary due to a number of factors but will last for a
minimum period of 30 days.

If | am made redundant what will | be paid?

Redundancy pay will be calculated by using the statutory weeks formula in
terms of the number of weeks pay. There will be no statutory salary “cap”
applied. Your normal pay at the date of the redundancy will be used to
calculate redundancy entitlement, (based on the average over the last 12
weeks of employment prior to the effective redundancy date). There will be a
guarantee of a minimum of 6 weeks redundancy pay, for eligible employees.
(see the Direct.gov website for a ready reckoner on redundancy entitlements).

You may also receive notice pay which is calculated as shown in the Notice
Periods section of the Handbook.

Can | take time off to look for another job whilst under notice of
redundancy?

If you are under formal notice of redundancy you will be entitled for that period
to up to 2/5 of a working week for the purpose of looking for new employment



http://direct.gov.uk/



or to make arrangements for training for future employment. Such time off
should be agreed in advance with your Line Manager. (2/5 of a working week
for someone working 5 days per week is 2 days; for someone working 30
hours per week it is 12 hours.)

If I am redeployed will | still have the same terms and conditions?

This depends on the level of the role you are redeployed to. If you are offered
a matched post or ring fenced post and the salary rate and terms and
conditions for the alternative post are lower than your current salary, the
current salary and your terms and conditions will be protected. Salary
protection will be on the basis of 100% of the salary difference between the
new and old salary for a period of 12 months, from the date of the change.
This will then reduce to 50% of the difference between the old and new salary
for a further 6 months. At the end of the 18 month period you will be paid on
the substantive grade for the new job role. (Please note salary protection is
limited to one salary grade).

During this period, you will receive no annual “cost of living” increases, until
such time as the salary protection has ended. (At this point you will move to
the substantive spinal column point for the job role, which will have increased
in line with any cost-of-living increases, over the 18 month period.)

*Due to contractual limitations Impact is unable to offer any salary protection
for posts in Care and Support.

If I am redeployed but the job isn’t at my current work base will Impact
help cover the excess travel costs?

If your base of work changes due to redeployment and you therefore incur
increased travel costs then you will be entitled to claim excess travel for 18
months. This will be based on the current contract hire car rate if you use your
own car or we will pay the full cost of a journey via public transport i.e. train
bust etc. Please see the expenses section for further details.

Can | use my work computer for personal use?

Yes but only on your break or before or after your working day starts.
However you must not access material that would be offensive to others or
illegal.

What do I do if | forget my computer login?

Contact the IT helpdesk on 01900 842133.

Can | have arelationship with someone from work?

If a personal relationship develops between two existing members of staff

then that is all right from an employment perspective, unless a direct line
management relationship exists. For example, if one person is responsible





for supervising or line managing the other, or is one removed from direct
responsibility, then we would need to be aware of that relationship. This
would be to ensure that no one could form an opinion that the Line Manager
was not acting for totally professional reasons, and would avoid any potential
conflict of interest for a supervisor/manager. This would require one or both
parties to make a declaration of the relationship, initially to the HR Director,
and then in the required manner set out in the conflicts policy.

Impact will have to form an opinion of the possible implications of such a
relationship, and may have to review the appropriateness of the existing
management arrangements continuing.

Can my partner apply for a job at Impact Housing?

Yes, however they would not be able to apply for a post which would involve
you working in the same team or one of you line managing or supervising the
other.

Redundancy and Redeployment
Introduction

Impact Housing Association Ltd seeks to provide a stable working
environment and to offer, as far as it is able to do so, security of employment
for its staff. However, Impact operates at the forefront of housing initiatives,
which are the subject of fluctuations in demand and are significantly affected
by changes in central and local government policies. In addition, it is
imperative that new technology and best business practices are introduced
into the Association in order to provide the most cost effective service it can,
whilst retaining its ‘competitive edge’ in the field of social housing.

The purpose of this policy therefore, is to lay down good practical procedures
for handling the process of change and the measures which will be taken to
facilitate security of employment and although unlikely, the process for
redeployment and redundancy.

Security of Employment

Impact Housing Association will seek to match the numbers of employees
with the level of service required. In so doing, the Trade Union, the Joint
Consultative Negotiating Group (J.C.N.G.) and all employees will assist in
securing the effective and efficient use of its resources and in particular will:

e actively support the principle and practice of mobility of employment
both within and between functions, including the obligation to accept
geographical mobility;





e provide active assistance in and commitment to the introduction of
organisational change and improvement;

e be committed to flexibility of approach and the learning of new skills in
order to meet new situations.

Job Security

Where it becomes apparent that reductions in posts have to be made, the
Senior Management Team will consider how best this can be handled and will
consider all of the following options before concluding that compulsory
redundancies are inevitable:

e restrictions on the recruitment of permanent staff

e termination or redeployment of staff on temporary or short term (fixed)
contracts where this would release work/vacancies for permanent staff

e redeployment and/or additional training for potentially redundant staff
e voluntary redundancy from specified groups of staff

e voluntary redundancy from any member of staff where this would
release work/vacancies for potentially redundant staff

e consideration will be given to the future staffing requirements of the
Association. In particular the Association will try to ensure that skilled
and experienced staff are retained.

Consultation

Once the need for redundancies is identified, consultation with respect to the
general approach and criteria for redundancies will be conducted through the
Trade Union and the J.C.N.G. and then, where appropriate, with the relevant
groups of staff. In determining the timing of this consultation, care will be
taken to balance the need for staff to be adequately forewarned of impending
change against the effect, in terms of uncertainty and concern, of releasing
information too soon or in insufficient detail.

Consultation with each individual affected by redundancy or potential
redundancy will take place and will mark the beginning of the period of formal
consultation.

Management will hold meetings with staff, either jointly or individually to:
e explain fully the reasons for the proposed redundancies
e describe the number of employees likely to become redundant

e describe the proposed method of selecting the employees who may be
dismissed

e explain the options available to staff





e set out the proposed time scale

e explain how the redundancies will be carried out; including period of
notice, period over which they will take place and the formula for
determining severance pay if appropriate

e receive the reaction of staff to the proposals

e consider and respond to any alternatives that have been proposed

The formal consultation period will last for a minimum period of 30 days.

Where several redundancies are proposed from a group, or groups of staff or
from staff at one location, the consultation process following the initial
announcement may be conducted with representatives elected by and from
among staff who are potentially redundant.

In addition to consultation with the Trade Union, Impact Housing Association
will also make sure that individual employees are aware of the contents of any
agreed procedure, and of the opportunities available to them for consultation.

Selection for Redundancy

Where it is necessary to select an employee or employees from among
several members of staff, the selection criteria will be established for that
particular group of staff, discussed with them and be subject to approval by
the Trade Union and J.C.N.G. However, it is likely that the following factors
will be considered for inclusion within the agreed criteria:

appraisal record

current standard of work performance
attendance/sickness record
disciplinary record

skills, experience and aptitude

length of service

Selection for redundancy will not be based on considerations of race,
nationality, ethnic origin, disability, religion or belief, age, gender, sexual
orientation, marital status, pregnancy or maternity or membership of a Trade
Union. Personal likes and dislikes will be totally discounted.

It is important that, throughout the process, confidentiality is strictly
maintained. There must be no discussion with any other person about the
assessment of an employee either prior to or after the event.

A disciplined approach to completing the procedure must be observed to
demonstrate Management’s professional approach to a very emotive subject.

Alternatives to Redundancy

Where there is no option other than to make a post, or posts, redundant the
Association will make every effort to identify and offer suitable alternative





employment to the members of staff affected. Suitable employment will
normally fall into one of 3 categories:

Category 1 “Matched Posts”

A “matched post” will normally be one with the same job title and/or broadly
similar responsibilities having duties and responsibilities at least 80% (in
terms of level of complexity/seniority) the same as those of the redundant
post.

A post which falls into the above category will normally be one which carries a
salary of between 90% and 110% of the redundant post.

Where a vacancy arises that falls into the category of a matched post, it will
be offered to the relevant redundant member of staff. Where more than one
member of staff is eligible, the normal recruitment and selection process will
take place to determine the best candidate for the job.

Category 2 “Ring Fenced Post”

Where a post is available with job responsibilities comprising 30% - 70% of
those within a post declared redundant, it will be treated as “ring fenced”.

The principle of ring fencing is to protect the interests of redundant staff by
considering their applications for vacancies which arise, without advertising
externally.

Once a potential redundancy or redundancies have been formally announced
every vacancy arising within the Association will be considered as to whether
it is suitable as a “ring fencing” option before any recruitment process begins.

In these circumstances, applications from eligible members of staff will be
considered and the normal recruitment and selection process implemented.
The post will be offered to the best candidate provided they fully meet the
person specification criteria or, with some additional training, can reasonably
be expected to do so within 3 months.

Category 3 “Unrelated Posts”

This is where there is an unrelated vacancy which is mutually accepted as
being a suitable alternative.

In these circumstances, applications from eligible members of staff will be
considered and the normal recruitment and selection process implemented.
The post will be offered to the best candidate provided they fully meet the
person specification criteria or, with some additional training, can reasonably
be expected to do so within 3 months.





Relocation

All vacant posts across Impact Housing Association will be considered as
potential alternative employment for those staff subject to redundancy.
However, in so doing, regard will be had for the individual's domestic
circumstances, personal preferences, their current role within the Association
and level of seniority.

Notice of Redundancy/Redeployment

Once the formal consultation period of 30 days has expired and staff views
and recommendations have been taken into account, a final decision will be
taken on which post or posts will become redundant. Post holders will receive
formal written notification and this will mark the beginning of the redundancy
notice period. Staff will be given up to 12 weeks combined warning and
notice of termination of employment (the actual notice period is dependent
upon the length of continuous service with Impact)

Redeployment Terms

Where an employee is offered a matched post or ring fenced post and the
salary rate and terms and conditions for the alternative post are lower than
their current salary, the current salary and their terms and conditions will be
protected. Salary protection will be on the basis of 100% of the salary
difference between the new and old salary for a period of 12 months, from the
date of the change. This will then reduce to 50% of the difference between
the old and new salary for a further 6 months. At the end of the 18 month
period you will be paid on the substantive grade for the job role. (Salary
protection is limited to one salary grade).

During this period, the employee will receive no annual “cost of living”
increases, until such time as the salary protection has ended. (At this point
they will move to the substantive spinal column point for the job role, which
will have increased in line with any cost-of-living increases, over the 18 month
period.)

*Due to contractual limitations Impact is unable to offer any salary protection
for posts in Care and Support.

Where the terms of a matched post includes the provision of a contract hire
car, the member of staff will retain their existing car until it becomes due for
replacement, at which time an assessment will be made of the member of
staff's eligibility based on Impact's Contract Hire Car detailed Procedures.
Where the old post included a lease car but the new post does not, withdrawal
of the car from the post holder will be effected in accordance with Impact’'s
Contract Hire Car Detailed Procedures.

Where the alternative employment option is available at a different location,
and an employee will incur additional costs, excess travel expenses will be
paid for a period of 18 months from the date of relocation. This will be based





on the current contract hire car rate if you use your own car or we will pay the
full cost of a journey via public transport i.e. train bust etc. Please see the
expenses section for further details.

Members of staff who are offered redeployment will receive written notification
of the offer and conditions and will have 2 weeks to consider it. The member
of staff may reject the offer, opting instead for redundancy.

A member of staff who accepts redeployment will be entitled to a 13 week trial
period in the new job. If during the first 4 weeks either the employer or
employee give notice to terminate the contract, the reason for termination will
be deemed to be redundancy and the original redundancy terms will apply.
The employee, however, will have a further 9 weeks (i.e. 13 weeks in all) to
decide whether or not to remain in the post. If during that time they give
notice to terminate the employment, a termination payment equal to the
amount that would have been paid had the employee opted for redundancy,
will be paid.

Redundancy Pay

Impact Housing Association will pay redundancy pay to employees who are
eligible. To be eligible you must have a minimum of two years continuous
service with Impact.

Redundancy pay will be calculated by using the statutory week’s formula in
terms of the number of weeks’ pay. There will be no statutory salary “cap”
applied. The employee’s normal pay at the date of the redundancy will be
used to calculate redundancy entitlement, (based on the average over the last
12 weeks of employment prior to the effective redundancy date). There will
be a guarantee of a minimum of 6 weeks redundancy pay, for eligible
employees. (see the Direct.gov website for a ready reckoner on redundancy
entitlements).

Impact’s contractual redundancy pay will incorporate statutory entitlements.
Redundant employees will receive a written statement identifying how the
calculation was reached and showing clearly the amount of their statutory and
contractual entitlement.

Additional Support
Financial Assistance

Reasonable assistance will be offered for financial or outplacement
counselling or for re-employment training for staff being made redundant.

The Human Resources Team will, if requested, research options for the
above on behalf of redundant employees. In addition, in-house workshops
may be available to redundant employees in order to assist them in applying
for jobs externally.



http://www.direct.gov.uk/



The level of support offered will be determined by the appropriate Director,
who will take into account individual needs and circumstances.

Time Off to Look for Work

An employee under formal notice of redundancy will be entitled for that period
to up to 2/5 of a working week for the purpose of looking for new employment
or to make arrangements for training for future employment. Such time off
should be agreed in advance with the Line Manager. (2/5 of a working week
for someone working 5 days per week is 2 days; for someone working 30
hours per week it is 12 hours.)

Where an employee is offered other employment during the notice period,
consideration will be given to granting early release from the existing post
without loss of redundancy pay. In these circumstances, however, there will
be no entitlement to pay in lieu of notice for the remainder of the notice period.

Health and Safety At Work Key Policies

Introduction

Current Health and Safety legislation, including the Health and Safety at Work
Act 1974 and the Management of Health and Safety at Work Regulations

impose duties on both employers and employees.

Impact has detailed policies, arrangements, risk assessments all of which can
be found on our H drive at H:\Health and Safety.

General Health and Safety Statement

Below is the “General statement” extract from our full health & safety policy
which explains in further detail the roles and responsibilities of Impact as an
employer and your role as an employee. The full policy can be found at

H:\Health and Safety\Health & Safety Policy\HandS Policy version 1. 3.doc

It is the policy of Impact Housing Association:

To safeguard the health, safety and welfare of all its employees by providing
and maintaining a safe and healthy work place, equipment and systems of
work.

To provide such information, training and supervision as employees need to
safeguard their health, safety and welfare.

To provide adequate facilities and arrangements required for a safe and
healthy working environment.





Impact accepts the responsibility to safeguard the health, safety and welfare
of other people who may be affected by their activities. This includes tenants,
residents, volunteers, trainees, contractors, visitors and others.

Every employee must co-operate with us to enable all statutory duties to be
complied with. The successful implementation of this policy requires total
commitment from all employees irrespective of their position in the
organisation. Each individual has a legal obligation to take reasonable care of
his or her own health and safety; and for the safety of other people who may
be affected by his or her acts or omissions.

The allocation of responsibilities for health and safety necessary to implement
policy are set out in parts two and three of this document.

This policy will be kept up to date, and reviewed annually or following relevant
legislative or organisational changes.

Overall and final accountability for health and safety in the organisation is that
of the Chief Executive, supported by board. The day to day responsibilities for
the management of health and safety are delegated to Directors and
Managers throughout the organisation.

Acceptable Use of the Internet
Introduction

This document sets out and defines the acceptable use of both e-Mail
(internal and external), and the Internet for all employees of Impact Housing
Association. It is not intended to discourage staff from using either e-Mail or
the Internet, but to protect both them and Impact from any potential legal
implications.

The purpose of this policy is to ensure that all employees of Impact
understand the way in which Electronic mail (e-Mail) and the use of/access to
the Internet should be used within the organisation. It aims to ensure that the
organisation’s e-mail system is used effectively for its intended purpose
without infringing legal requirements or creating unnecessary business risk. In
addition it is designed to outline the permissible parameters for employees
when making use of the Internet.

All employees of Impact Housing, including contractors and temporary staff,
are subject to this policy. Failure to comply may lead to disciplinary action,
including the possibility of dismissal. At the same time, your conduct and/or
action(s) may be unlawful or illegal and you may be personally liable.

E-Mail Access and Use

Impact provides an e-Mail system to support its activities and access to this
system is granted to staff on this basis. Messages sent or received on the





Impact e-Mail system are not private property, but form a part of the
administrative records of the company.

Incidental and occasional personal use of the corporate e-Mail system is
permitted, subject to the restrictions contained in this policy. Any personal use
of e-Mail is expected to be on the employee’s own time and is not to interfere
with the person’s job responsibilities. Personal use of the e-Mail system must
not detrimentally affect the job responsibilities of other employees, disrupt the
system and/or harm the reputation of Impact.

Care should be taken when using e-Mail because e-Mail messages are
perceived to be less formal then paper based communications and there is a
tendency to be lax about their content. Bear in mind that all expressions of
fact, intention and opinion via e-Mail can be held against you and/or Impact in
the same way as verbal and written expressions.

Formal methods of e-Mail distribution must not be used for sending e-Malils
that are not relevant to the business.

Access to all e-Mail Internet sites (ie: HotMail, Yahoo Mail etc), are
discouraged due to the potential threat of viruses being spread and infecting
Impact’s networks.

Internet Access and Use

Use of the Internet by staff is permitted and encouraged where such use is
suitable for business purposes and supports the goals and objectives of
Impact. The Internet should be used in a manner that is consistent with
Impact’s values and expected behaviours and should form a part of an
employee’s normal job function. Any inappropriate use of the Internet may
have a negative effect and cause congestion on the network.

Personal use is permitted but should be restricted to meal breaks or
before/after work hours.

Personal use of Social Networking such as the use of blogs, Facebook, My
Space or Twitter etc are not permitted in work time or via work computers or
mobile phones.

Impact Housing and our business activities should not be discussed in
personal social networking conversations or updates and no defamatory
comments should be made regarding other members of Impact staff. Anyone
found doing so will be subject to a disciplinary investigation.

All usage of the Internet will be monitored and sites visited logged. Staff, who
deliberately visit, view or download any material from any Web site containing
illegal, pornographic, homophobic, racist, sexist or other demeaning and
discriminatory material will be subject to disciplinary proceedings.

Confidentiality





All information relating to our tenants, staff and members and the business
operation of Impact Housing Association is confidential. You are expected to
treat electronic information with the same care as you would paper-based
information, which is confidential. Keep all such information secure, use it only
for the purpose(s) intended and do not disclose the same to any unauthorised
third party (which may sometimes include other employees of Impact).

Keep all passwords safe. Do not disclose them to anyone.

If a document is highly confidential or sensitive in nature, it should be stored in
a private directory. Do not forward, send or in any way disseminate such
information that may compromise the Association.

Maintain confidentiality by not forwarding or sharing any members information
that would violate the Data Protection Act or industry guidelines.

Return any message received that was intended for another recipient. Delete
any copies of misdirected messages. An incorrectly directed message should
only be forwarded to the intended recipient if the identity of that recipient is
known.

Verify the recipients of the e-Mail are approved to receive the information
contained in the e-Mail, to avoid a breach of confidence.

Inappropriate Use of the Internet and Email

Exercise due care when writing an e-Mail to avoid being rude or unnecessarily
terse and ensure that your message meets the standards of professionalism
the Association expects of your position. Do not make any statements on your
own behalf or on behalf of the Association, which do or may defame, libel or
damage the reputation of any person.

You should not engage in any activity that is illegal, distasteful or likely to
have negative repercussions for the Association. You must not upload,
download, use, retain, distribute or disseminate any images, text, materials or
software which:

e Are or might be considered to be indecent, obscene, pornographic or
illegal

e Are or might be discriminatory, offensive or abusive in that its context is
or could be considered to be a personal attack, rude or personally
critical, sexist, homophobic, racist or generally distasteful

e Encourage or promote activities which make unproductive use of
Association time

¢ Involve activities outside of the scope of your responsibilities — for
example, unauthorised selling/advertising of goods and services

e Might affect or have the potential to affect the performance of, damage
or overload the Association’s system, network and/or external
communications in any way

e Might be defamatory or incur liability on the part of the Association or
adversely impact on the image of the Association





e Would be a breach of copyright or licence provision with respect to
both programs and data

The following activities are expressly forbidden:
e The deliberate introduction of any form of computer virus
e Seeking to gain access to restricted areas of the network or other
hacking activities
e Forgery or attempts to read other users’ mail without their express
permission

E-Mail messages that have been deleted from the system can be traced and
retrieved. Therefore, all persons having a part in creating or forwarding any
offending e-Mail can be identified. e-Mails both in hard copy and electronic
form are admissible in a court of law.

All staff have the capability to send or receive e-Mails anywhere on the
Internet. However, there are certain kinds of attachments that should not be
sent for private purposes, and that IT should be notified if they are required for
work purposes. Inappropriate attachments are:

e Executable files (programs)
e Encrypted files, e.g. password protected ZIP files
e Files with graphic or video attachments.

Monitoring Code of Practice

All Association resources, including computers, e-Mail and voicemail are
provided solely for business purposes. At any time and without prior notice,
the Association maintains the right and ability to examine any systems to
inspect and review any or all data recorded in those systems. Any information
stored on a computer, whether the information is contained on a hard drive,
computer disk or in any other manner may be subject to scrutiny by the
Association. This examination helps ensure compliance with internal policies
and the law. It supports the performance of internal investigations and assists
the management of information systems.

In order to ensure compliance with this policy, the Association may employ
monitoring software to check on the use and content of e-Mail and the Internet
to ensure that there are no serious breaches of the policy. The Association
specifically reserves the right for authorised personnel to access, retrieve,
read and delete any communication that is created on, received through or
sent in the e-Mail system, to assure compliance with all company policies.
Such monitoring will be used for legitimate purposes only to ensure
compliance with the Association’s policies.

Legal Implications

For the Acts of Parliament which are in place to protect both the employee
and the Association, see the following web sites:

Data Protection and Freedom of Information Act 1998





http://lwww.legislation.gov.uk/ukpga/1998/29/contents

Human Rights Act 1998 (Updated 2010)
http://www.leqislation.gov.uk/ukpga/1998/42/contets

Telecommunications Act 1996 (Updated 2006)
http://www.fcc.gov/telecom.html

The Obscene Publications Act 1959 (Updated 1990)
http://www.legislation.gov.uk/ukpga/Eliz2/7-8/66/contents

Protection of Children Act 1999 (Updated 2003)
http://www.leqgislation.gov.uk/ukpga/1999/14/contents

Children’s Online Privacy Protection Act 1998
http://www.ftc.gov/ogc/coppal.htm

Criminal Justice Act 1991 (Updated 2003)
http://www.legislation.gov.uk/ukpga/2003/44/contents

Protection from Harassment Act 1997 (updated 1998)
http://www.leqislation.gov.uk/ukpga/1997/40/contents

Computer Misuse Act 1990
http://www.legislation.gov.uk/ukpga/1990/18/contents

Defamation Act 1996
http://www.leqgislation.gov.uk/ukpga/1996/31/contents

Equality Act 2010
http://www.legislation.gov.uk/ukpga/2010/15/contents

Personal Relationship at Work

Impact’s view about staff involved in personal relationships with other staff is
that it is none of our concern, unless it has an effect on working arrangements
in the workplace, particularly if there is a line management relationship
between the two parties.

If a personal relationship develops between two existing members of staff
then that is all right from an employment perspective, unless a direct line
management relationship exists. For example, if one person is responsible
for supervising or line managing the other, or is one removed from direct
responsibility, then we would need to be aware of that relationship. This
would be to ensure that no one could form an opinion that the line manager
was not acting for totally professional reasons, and would avoid any potential
conflict of interest for a supervisor/manager. This would require one or both
parties to make a declaration of the relationship, initially to the HR Director,
and then in the required manner set out in the conflicts policy.



http://www.legislation.gov.uk/ukpga/1998/29/contents

http://www.legislation.gov.uk/ukpga/1998/42/contets

http://www.fcc.gov/telecom.html

http://www.legislation.gov.uk/ukpga/Eliz2/7-8/66/contents

http://www.legislation.gov.uk/ukpga/1999/14/contents

http://www.ftc.gov/ogc/coppa1.htm

http://www.legislation.gov.uk/ukpga/2003/44/contents

http://www.legislation.gov.uk/ukpga/1997/40/contents

http://www.legislation.gov.uk/ukpga/1990/18/contents

http://www.legislation.gov.uk/ukpga/1996/31/contents

http://www.legislation.gov.uk/ukpga/2010/15/contents



Impact will have to form an opinion of the possible implications of such a
relationship, and may have to review the appropriateness of the existing
management arrangements continuing.

In the event that a current employee, or a prospective new employee wished
to apply for a post, which would involve line management or supervisory
responsibility for another employee, with whom they were involved in a
personal relationship, then that would debar them for being considered for the
post.

Where staff are in a relationship it may not be appropriate for them to work
together on certain projects, for example on a recruitment panel or a review
group etc. However each situation will be assessed on an individual basis.

Anybody wishing to obtain any further advice on these issues should speak to
either the HR Director or Senior HR Officer.
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Frequently Asked Questions
When will | get paid?

Unless otherwise specified to you in your job offer letter your salary will be
paid to you monthly, on the 15th of each month, except when the 15th is a
Saturday or a Sunday, when payment will be made on the 13th or 14th
respectively.

When will | receive my increment?

Currently increments are paid on the 1st April each year until the maximum of
the scale is reached, subject to 6 months service in the grade and subject to
satisfactory performance. However from April 2013 increments will only be
awarded for ‘exceptional’ performance based on set performance criteria. This
criteria will be launched shortly.

When do we receive cost of living payments?

Subject to affordability, if any cost of living award is agreed this will be paid
from the 1% July and be included in your July pay. If agreed after this date it
will be backdated.

What’s my probation period and how do | know | have passed?

The appointment of any new member of staff shall be subject to a 6 month
probation period.

If you are an existing employee who is promoted to a higher graded post, or
appointed to alternative employment in a different area of work at an
equivalent grade, including being re-deployed, you will be subject to a
probationary period of 3 months.

How do | give notice that | wish to resign my post?

Notice to terminate your employment must be given in writing to your Line
Manager.

How long is my notice period and how much notice must | give Impact?

The minimum periods of notice to be given by Impact to you are currently as
follows:

Less than 6 months service

Between 5 and 11 years 1 calendar month plus 1 additional
week for each completed years’
service over 4 years






The minimum periods of notice to be given by staff to Impact :

Chief Executive and Directors 3 calendar months

All other staff 1 calendar month
(New staff within their initial
probationary period may give 1
week’s notice.)

What mileage payments am | entitled to receive?

The current mileage rates are:

Up to 8500 Essential

No of Miles | 1000-1199 cc | Rates

Up to 8500 Casual 52.2p

Up to 8500 S

Over 8500 154

From the 1% April 2012 these will follow the HMRC approved rates for
essential, casual and contract hire cars subject to a cap on the highest
emissions band. Your status i.e. whether you are an essential car user will be
detailed in your offer letter.

What is the minimum mileage | need to carry out to become an Essential
Car User?

From the 1% April 2012 this will be 3,000 business miles per annum.

What is the minimum mileage | need to carry out to be eligible for a
Contract Hire Car?



http://www.hmrc.gov.uk/rates/travel.htm



From the 1% April 2012 this will be 6,000 business miles per annum.

As a current Contract Hire Car User what compensation will | be awarded
if  no longer meet the minimum mileage criteria?

Compensation to be offered to those losing a contract hire car is £7,500 for a
contract that ends by the 31 March 2012 reducing to £5,000 for a contract
that ends 31° March 2014 (based on a reduction of 1/24 for each month
expired between these two dates).

Am | eligible for an interest free car loan?

Car loans are available only to members of staff who are designated essential
car users.

How do | claim my travel expenses?

For day to day travel expenses an expenses claim form must be filled out and
approved by your Line Manager and sent to the Finance Team by the date
specified each month (normally around the 3™) with all relevant receipts
attached. The form requires details such as the date of the journey, the
reason for the journey and the amount of miles to claim etc. This should be
filled out monthly and in arrears.

How much is reasonable to spend on an overnight hotel stay?

The Association expects you to book accommodation that provides value for
money whilst being at a reasonable distance from the event you are attending
and being a safe environment for you to stay. To aid this we recommend you
book your hotel as soon as is practical to assure a choice of accommodation
and a good room rate. We would normally expect you to spend no more than
£60- £90 (less where possible!) but we understand that they are exceptions to
this.

What subsistence expenses am | allowed to claim?

Subsistence allowances are payable to members of staff who are prevented
by their official duties from taking a meal at home, administrative centre or
establishment where they normally take their meals, and thereby incur
additional expenditure. The current allowances are:

Dinner - £13.00* (if not included in the accommodation)
Breakfast - £5.00* (if not included in the accommodation)
Lunch - £5.00 (if not included as part of the course)

Tea - £4.00 on the outward and return journeys

Out of Pocket Allowance - £3.63 per night

*If you decide to eat in the accommodation restaurant you will be eligible to
claim the cost of the breakfast/dinner there, i.e. their evening meal menu (not
a la carte), plus one drink, and their usual breakfast menu, either continental





or cooked. We would expect the cost of dinner in the hotel to be no more than
£20.00/£25.00, and breakfast to be between £5.00 & £12.00.

Terms and Conditions

During your employment with Impact your terms and conditions will be
governed by reference to the staff handbook, the relevant job description, the
individual contract and offer or confirmation of employment letter. Impact aims
to be a reasonable employer that recognises the principle of fairly rewarding
employees for their efforts. It is a principle that any concerns regarding
employment conditions should be openly discussed with individual staff and
representatives, both on an individual basis and through the Joint
Consultative Negotiating Committee (JCNG).

If you are a member of staff who has transferred into the organisation via
TUPE your terms and conditions will be governed by your previous employer.
However Impact’s other employment conditions such as absence reporting,

disciplinary and grievance procedures etc will apply. If you are unsure of any
of these please contact a member of the HR Team.

Salary and Progression
Salary Grades

The following salary scales apply to employees of Impact:

From

Spinal To Spinal

Column Column
Grade Point Point
WAREHOUSE ASSISTANT 6 9
DRIVER 11 14
DRIVER / PROJECT CO-ORDINATOR 14 17
IFS MANAGER 27 30
ASSISTANT 1 14 17
ASSISTANT 2 18 21
CONCIERGE/ NIGHT SUPPORT
WORKER 11 14
SUPPORT ASSISTANT 14 17
SUPPORT WORKER 17 20
SUPPORT TEAM LEADER 23 27
DOMESTIC VIOLENCE FLOATING
SUPPORT 18 20
INDEPENDENT DOMESTIC
VIOLENCE ADVISOR 20 22
INDEPENDENT DOMESTIC
VIOLENCE ADVISOR TEAM LEADER 23 25






SENIOR ASSISTANT 1 23 26
SENIOR ASSISTANT 2 27 30
SENIOR ASSISTANT 3 29 32
NEIGHBOURHOOD CO-ORDINATOR 32 35
OFFICER 1 32 35
OFFICER 2 34 37
ASSET MANANGEMENT TEAM

LEADER 34 37
HOUSING MANAGEMENT TEAM

LEADER 34 37
CARE AND SUPPORT MANAGER 35 38
SENIOR OFFICER 1 35 38
SENIOR OFFICER 2 38 41
MANAGER 1 41 44
MANAGER 2 45 48
MANAGER 3 47 50

Directors: Locally agreed spot points (Board have determined that because
these salaries are not on scales and would require replacement following
national recruitment, these salaries are subject to external market re-
evaluation every 3 years)

Separate salary point apply to cleaners, domestic assistants and bank staff.

NB These are the new scales as of the 1% April 2012. Due to some staff
having the potential to progress either by one or several points up the
incremental scale if they were moved straight to their new scale (whilst other
areas of the organisation are undergoing pay cuts), we have put a restriction
in place until the 1% April 2013 to limit progression up the incremental salary
scale this year to one increment. This may mean some members of staff are
between scales from the 1% April 2012 to the 1% April 2013. However from
April 2013 increments will only be awarded for ‘exceptional’ performance
based on set performance criteria. This criteria will be launched shortly.

Payment of Salary

Unless otherwise specified to you in your job offer letter your salary will be
paid to you monthly, two weeks in advance and two weeks in arrears, on the
15th of each month, except when the 15th is a Saturday or a Sunday, when
payment will be made on the 13th or 14th respectively.

Payment will be made by BACS direct to your bank account. You will receive
your payslip by email prior to payday.

Any queries regarding your pay should be directed to Payroll Team within the
Finance, Audit and Business Systems Team or the Human Resource Team.

Cost of Living





Subject to affordability any cost of living award is agreed and payable from the
15" July and will be paid to you in your July pay or backdated if agreed in
arrears.

Increments

Increments are paid on the 1st April each year until the maximum of the scale
is reached, subject to 6 months service in the grade (whether that grade has
been attained by appointment, promotion or re-grading. Any employee who is
promoted will receive a minimum of one increment at the point of promotion.

There is no automatic right to an increment; this is subject to performance
against agreed targets and objectives (normally agreed through the appraisal
process). Full guidance on this process will be available in Spring 2012 to
help managers monitor performance and decide whether staff performance
merits the award of an increment from April 2013 onwards.

An employee will have the right of internal appeal against a decision to
withhold an annual increment, to the HR Director.

In exceptional circumstances, consideration can be given by the HR Director
to the award of additional increments. This facility will only be exercised when
it can clearly be demonstrated, that this is in relation to performance over and
above the norm, and is likely in most occasions to reflect an employee
undertaking “substantial” additional duties and responsibilities, over and
above the requirements of the post, and probably at a higher level. Where
these additional duties and responsibilities are not of a permanent nature,
then rather than additional increments, an honorarium payment may be
proposed.

Bonus Fund

Effective from the 1% April 2013 a bonus fund will be available to reward staff
for ‘going the extra mile’. The criteria for how the scheme will be administered
and further details will be available from HR.

Deductions from Salary

The Association reserves the right to deduct from your salary any sums which
you may owe to the Association. Including but not limited to:
e When there has been for any reason an overpayment of remuneration,
or;
e In the case of expenses/ allowance, the amount of any advance or
overpayment paid to you or;
¢ In the case of annual leave and bank holidays, the amount which has
been overtaken by you.

Salary Grading Review Procedure





All members of staff work to a job description, which outlines the main duties
and areas of work and also specifies the grade of salary attached to their
post. The particular duties and responsibilities of many jobs are of necessity
somewhat difficult to define, and may vary from time to time without changing
the general character of the duties or the level of responsibility entailed. Such
variations will not in themselves justify re-consideration of job grading.

However, where a member of staff believes that there have been substantial
changes in the duties and responsibilities of their job, since taking up their
appointment or since their job was last graded, whichever was the later, which
go beyond variations of the kind referred to above, and which may be
perceived as equivalent to doing work at a higher level, they may make an
application to have the grade of their job reviewed.

Any member of staff who considers they have a genuine case for seeking a
regrading of their job may request a review of this salary grade at any time,
but on not more than one occasion in any 12 month period.

Intention to apply for a regrading of salary should be made in writing to your
Line Manager. Your Line Manager will put the request, to your Function
Director who will make a recommendation to the Human Resources Director.

The written submission must state the reason for application and show how
the duties and work actually undertaken differs in a substantial way from
duties and work outlined in the applicant's job description. This should be
representative of the actual situation and include details of areas of reduced
duties and responsibilities, as well as any increases.

The Human Resources Director will consider the application and
recommendation against the competency requirements of both this post and
other posts at the same level, and higher graded posts and will reach a
decision on the application. The Human Resources Director will communicate
the decision to the employee within 4 working weeks from the date of receipt.

If the member of staff is not satisfied with the decision of the Human
Resources Director they may submit an appeal, provided it is received in
writing by the Human Resources Director within 14 calendar days of receipt of
the decision. This appeal will be considered by the Chief Executive At this
meeting the member of staff, who may be accompanied by their Trade Union
Representative (if applicable) or another employee of Impact, will be entitled
to present submissions in support of the application.

The Chief Executive, who may confirm or vary the Human Resources
Director’s decision, will communicate their decision in writing to the applicant
within 7 calendar days of the appeal hearing.

The decision of the Chief Executive will be final and no further right of appeal
will exist beyond this point.





Probationary Period

The appointment of any new member of staff shall be subject to a 6 month
probationary period.

At the end of this period you will normally receive a letter confirming the
satisfactory completion of the probationary period.

If there are any issues in this time Impact may decide to extend the
probationary period for up to 3 months, during which time your performance
shall be monitored on at least a monthly basis. Clear guidance will be
provided to you to highlight deficiencies and expected areas of improvement
and support given as far as reasonably practicable e.g. work shadowing,
mentoring etc. Probationary employees will be required to demonstrate
during this extended period, evidence of sustainable improvement to the
required standards in the deficient areas. This evidence will determine your
ability to sustain the performance required. Employees who cannot
demonstrate these improvements during any extended probationary period
will have their employment summarily terminated at the end of the 3 months.

All new staff within their initial probationary period will only be entitled to one
week’s notice of dismissal. This will revert to the standard Impact terms and
conditions at the satisfactory completion of the probationary period.

If you are an existing employee who is promoted to a higher graded post, or
appointed to alternative employment in a different area of work at an
equivalent grade, including being re-deployed, you will be subject to a
probationary period of 3 months.

In the event that a new appointment is not confirmed you will be returned to
your old position, or to the nearest equivalent position that is available at the
time. Payment of any new rate of salary will continue for 3 calendar months
after the return to the old position, and shall thereafter continue at the rate in
force (subject to any pay awards since that date) immediately prior to the
promotion or transfer of the employee.

Employees transferring to a post within a similar area of work activity, at the
same salary level, (just at a different work location) will not be subject to a
further probationary period.

Staff Temporarily Undertaking Additional Duties

A member of staff who, for any reason other than the annual leave of another
member of staff, is called upon at the request of the Line Manager to
undertake the full duties and responsibilities of a higher graded post for a
continuous period of at least 4 weeks, is entitled to receive a salary in
accordance with the grading of the post temporarily occupied. The salary to
be paid in such circumstances is the salary that would apply were the member
of staff promoted to the higher graded post. This will normally be at the
minimum of the scale, but in the event that no increase would occur (due to





grade overlaps), then a minimum of one increment will be paid. Once the
qualifying period of 4 weeks has been satisfied, the higher salary will be paid
with effect from the first day on which the member of staff was required to
undertake the duties and responsibilities of the higher post.

The provision above applies only where a member of staff is required to
undertake the full duties and responsibilities of a higher graded post, and
cannot therefore be applied in cases where the duties and responsibilities are
shared between more than one member of staff. In these cases, each
member of staff involved will be considered for an honorarium payment,
using the criteria outlined below.

Where any changes to duties and responsibilities are as a result of assuming
higher level responsibilities, rather than additional responsibilities, then such
instances will be considered under the Grading Review Procedure. Except in
cases where the additional, higher level duties and responsibilities are only to
be assumed for a temporary period. Under these circumstances an
honorarium payment may be more appropriate. The level of payment will be
dependent upon the salary level of the higher graded post, the period over
which the additional duties are to be undertaken, and the respective
proportion of the additional work that each employee undertakes.

In any case where there is no entitlement to a higher salary the Association
may consider granting additional increments, or honorarium payments, in
accordance with the Grading Review Procedure, to staff who perform duties
outside the scope of their post over an extended period, or where the
additional duties and responsibilities involved are exceptionally onerous.

Notice to Terminate Employment

Notice to terminate your employment must be given in writing to your Line
Manager.

The minimum periods of notice to be given by Impact to you are currently as
follows:

Less than 6 months service

Between 5 and 11 years 1 calendar month plus 1 additional
week for each completed years’
service over 4 years

The minimum periods of notice to be given by staff to Impact :

Chief Executive and Directors 3 calendar months






All other staff 1 calendar month

(New staff within their initial
probationary period may give 1
week’s notice.)

Periods of notice shall be effective from the dates on which they have been
served.

These arrangements shall not prevent Impact or a member of staff from giving
or agreeing to give a longer period of notice than the minimum.

Pension Scheme

Impact is a member of the Social Housing Pension Scheme (SHPS). All
members of staff, except bank staff, aged between 16 and 64 (inclusive) are
eligible to join the scheme. There are two pension options available the Final
Salary (1/60th) Scheme or the Defined Contribution Scheme which are
detailed below.

Please note an existing member of staff is able to stay in the scheme beyond
their 65™ birthday if they so wish.

Final Salary Scheme

Members of staff's contributions vary between 8.05% - 10.05%% of salary
(dependent upon age when joining the scheme - for the exact percentage at
time of joining please contact the Human Resources Team) and Impact’s
contribution is a further 15.75% of salary, which includes all the
administrative costs of the scheme.

The current contributions rates are as follows:

Age Contribution
%

Under 30 8.05

30-39 9.05

40 plus 10.05

Contributions will increase at the different age points illustrated above.

Withdrawal from the Scheme

If a member of staff leaves either the pension scheme or Impact with
less than 2 years' service;

e Contributions will be refunded with interest*, less the amount to buy
back State benefits and less tax providing the member of staff has not
transferred a pension from a previous fund into the scheme;






e Or a deferred pension calculated in the same way as at retirement will
remain in the scheme and become payable at Normal Pension Age
(NPA**). You can apply for early payment of the deferred pension any
time after age 55;

e Or a transfer payment to another pension scheme may be made.

* Note: if interest is paid in your refund then you will need to notify the tax
office of the amount of interest received. This is because the law now
requires that gross interest is paid. Your tax office will then notify you of any
tax charge applicable to this sum.

** NPA (Normal Pension Age) under the scheme is 65.

If a member of staff leaves either the pension scheme or Impact with
more than 2 years’ service,

e A deferred pension calculated in the same way as at retirement will
remain in the scheme and become payable at Normal Pension Age
(NPA**). You can apply for early payment of the deferred pension any
time after age 55;

e Or a transfer payment to another pension scheme may be made.

** NPA (Normal Pension Age) under the scheme is 65.

Death in Service

e A lump sum payment will be made of 3 x your pensionable earnings at
the date of your death, plus a refund of your contributions with interest.

e Plus a *survivor's pension of 50% of the pension you would have
received at normal retirement age assuming the same pensionable
earnings for those members of staff who joined the scheme on or after
the 1st October 1997. For those members of staff who joined the
pension scheme prior to the 1st October 1997, and did not opt to pay
the optional survivior's pension, there will be no survivor’'s pension
payable. However, the regulations governing schemes which are
contracted out of the additional State Pension require that the
spouse’s/civil partner's GMP, or Reference Scheme pension for service
from 6™ April 1997, must be paid to your legal spouse/civil partner at
the date of your death.

*If the survivor is more than 10 years younger than the member of staff,
their pension will be reduced by 2.5% for each year younger in excess
of 10 years.

e Plus dependent children, 12.5% of prospective pension for each child
up to a maximum of 4 up to the age of 18, or in full-time education up





to the age of 22, or a dependent child may be any age if they have a
disability and are unable to earn a living. Orphans receive 25% of
prospective pensions up to a maximum of 4.

Children’s benefits will cease when they no longer meet these
conditions.

A survivor’s pension may be paid to your spouse or civil partner; or a child
who is disabled and is unable to earn a living (in this case the child would be
paid the survivor’s pension, but not the child’s pension); or you may nominate
a dependant child to receive the survivor’s pension, but this would stop when
they ceased to be treated as a child (i.e. age 18 or 22 if in full time education)
and the child would receive the survivor’s pension in place of the child’s
pension); or anyone who lives with you and shares living expenses; or anyone
who is largely financially dependent on you.

Retiring Early

A member of staff can take early retirement from age 55 even if you choose to
continue working. You may take your pension benefits between ages 50 and
55 if you have a Protected Pension Age (members who joined the scheme
before 1% April 2006 have a PPA of 50 from the 6™ April 2010; this allows
those members to retire from age 50, but If they retire before age 55 they will
be required to leave the employment to which the pension relates), or at any
age if you are retiring on grounds of ill health (subject to approval, see below
for further details). Your pension will usually be lower than that at NPA
because it is reduced to allow for the potentially longer period of payment.

Continuing after Normal Pension Age

If you continue working after age 65, with Impact, you may continue as a
member and contribute to the Scheme until your 75" birthday. You must take
your pension by age 75, even if you continue to work.

Retiring Through Il Health

Provided there is satisfactory medical evidence that you are and will continue
to be unable to work again in any capacity, your pension can be paid
immediately, regardless of your age. (Further guidance is available from the
Social Housing Pension Scheme.)

A pension which reflects your accrued service in the pension scheme, plus
half of prospective service to age 60 without actuarial reductions will be paid.
The pension is calculated using your Final Pensionable Earnings at the actual
date of retirement. (Final Pensionable Earnings is the yearly average of your
pensionable earnings in the last 3 years of employment increased in line with
the rise in the Retail Price Index in the year ending 6 months before the date
of retirement.)





Cash Option upon Retirement

Upon retirement, a member of staff has the option to convert part of their
pension to a cash sum, which under present law, is tax free. Further details of
how much cash you would receive and how much your annual pension would
be reduced as a result can be given by the Pension Trust at any time.

Additional Voluntary Contributions

Additional Voluntary Contributions may be paid into the Scheme. Please
contact the Human Resources Team for a leaflet and an application form or
the Pensions Trust for further information.

Pensions and Maternity

As with the current procedure, on commencement of maternity leave all
contributions cease for both the member and the employer. The member’s
pension benefits then accrue for up to 26 weeks as if they had continued
paying into the scheme as normal.

For further details on what happens beyond 26 weeks, please refer to the
Maternity Leave

Family Leave

In the SHPS rules, family leave means leave that men or women are entitled
to take by law — either paternity leave, adoption leave or parental leave to
care for a child. If such leave is paid (which parental leave is not), the rules
apply as for maternity leave. If unpaid, the rules apply as for any other
temporary absence, see Temporary Absence section.

Temporary Absence

If your absence is due to illness or injury, or you are on family leave as
allowed by law, and your pay ceases, contributions will stop. When you return
to work, you will have the option to pay the contributions missed. If you opt to
do so, Impact, may at its discretion, also choose to pay the employer
contributions missed.

If both you and Impact pay full contributions, you will have full benefits for the
period of absence. Please note, should Impact decline to pay arrears, you
may, if you wish, pay the employer’s share to provide full service.

If anything less than the full amount is paid, your benefits will be adjusted to
reflect the proportion of the full contributions that has been paid.

Should you choose not to pay the contributions missed, you will not accrue
any pension benefits for that period.



http://hermes/Staff%20HandBook/Family%20Friendly/Family%20Friendly.pdf



Part-Time Staff

If you work part-time your contributions will be based on your actual part-time
pay. When your benefits are calculated, the service and pensionable
earnings will be converted to full-time equivalent amounts. Whilst you work
part-time any death benefits will be based on your actual part-time pay and
any prospective service will be included assuming no change to the hours you
worked at the date of death.

For more in depth details on the Final Salary Pension Scheme please
contact the Human Resources Team or the Pensions Trust direct.

Defined Contribution

As an alternative from 1st October 2010, staff may join a Defined Contribution
Scheme instead. The contribution rates for this scheme are 3% for staff and
3% for Impact.

Withdrawal from the Scheme

If you leave Impact you cannot continue as a member of the Scheme. The
options you would have are the same that apply if you want to stop saving for
your retirement but are remaining with Impact. The options are:

e Leave your savings invested (become a deferred member) - this
means holding your savings in the same place until you retire - you can
only do this if you have more than two years’ service in the Scheme.

e Transfer your savings - you can move your savings to another pension
arrangement so you have everything in one place - this option is only
available if you have more than three months service in the Scheme.

e Take a refund of your savings - you can only do this if you have been a
member for less than two years and it is only the value of the
contributions you have paid that is refunded. Your employer's
contributions would be forfeited if you select this option.

Retiring through Ill Health

If you are unable to continue working due to ill-health your personal fund can
be used to buy an annuity before Normal Pension Age. Some medical
conditions or lifestyle choices qualify for an ‘impaired life annuity’ which is
likely to provide a higher pension than a standard product. No credit is given
for prospective service in the Defined Contribution benefit structure.





Death in Service

If you were to die while still working and saving for your pension your
dependants would receive a lump sum death benefit of three times your
pensionable earnings at the date of your death and the value of your fund.

If you were to die after you have stopped contributing the value of your fund
would be returned to your dependants.

Cash Option upon Retirement

Upon retirement, a member of staff has the option to convert part of their
pension to a cash sum, which under present law, is tax free. A maximum of
25% can be converted. Further details of how much cash you would receive
and how much their annual pension would be reduced as a result can be
given by the Pension Trust at any time.

For further details please contact the HR Team or visit www.shpsdc.org.uk

Other Benefits
Simplyhealth

All staff are automatically enrolled in the Simplyhealth Scheme from the date
they commence employment. Impact puts in £1.00 per week to pay for this
and you will receive an Information Pack directly from Simplyhealth outlining
the benefits. You are taxed on this benefit, so if you wish to be withdrawn
from this scheme, please contact a member of the HR Team as soon as
possible.

Cycle to Work Scheme

A Cycle to Work scheme is available for staff to subscribe to; please note that
this scheme is subject to status and eligibility criteria. For further details
please contact HR.

Child Care Vouchers

A Child Care Voucher scheme is available to staff to subscribe to. For further
details please contact HR.

Confidential Staff Counselling Scheme

A confidential staff counselling scheme is available to all staff. The service is
provided by trained and experienced counsellors whose names, addresses
and phone numbers are listed in the folder (follow the hyperlink above).




http://www.shpsdc.org.uk/



If you feel you need someone to talk through a problem then you may call a
counsellor directly. The scheme is completely confidential and there is no
reporting back (unless a life threatening emergency demands a legitimate
break in confidentiality).

If you are doubtful you can discuss your uncertainty with one of the
counsellors. You may also, if you wish, discuss the counselling service with
the Senior Human Resources Officer.

Eye Tests

In accordance with our health and safety procedures, Impact expects all staff
who work on a VDU for more than 2 hours per day to have a regular eyesight
test — this is normally every 2 years. Impact covers this cost.

The list of opticians we use is:

Braniff & Davidson, 1-2 New Oxford Street, Workington. Tel: 01900 606111
Stephen Rowe’s, Steelmen’s Walk, Workington. Tel: 01900 62508
Stephen Rowe’s, St Cuthberts Lane, Carlisle. Tel: 01228 536050

Stephen Rowe’s, 26 Cornmarket, Penrith Tel: 01768 862440

Stephen Rowe’s, 229 Dalton Road, Barrow Tel: 01229 837277
Specsavers, 37 Stricklandgate, Kendal Tel: 01539 734 777

We have vouchers to be used at Specsavers so if you wish to use this option
in Kendal please contact either of the Admin Assistants in the HR Team, so
that we can arrange payment of your eyesight test.

Staff need to make their own appointments and should have regard to the
needs of the service if making these in work time, and approve the time to
attend with their line manager (it can often be tied in to the beginning/end of
the day or at lunchtime). Please inform the optician that you work at Impact
Housing Association and that the eyesight report (including VDU use) and
invoice should be sent to the Nook Street Office.

The optician sends a report in to Impact and this advises whether or not you
require corrective lenses solely for use with VDUs. If it does, then Impact will
pay £80 to cover the cost of lenses and a basic frame — receipts need to be
provided or Impact will pay the invoice directly. If you wanted something more
fancy/specific, then you would need to cover any additional costs yourself
(you may be able to use the Simplyhealth scheme to help cover any additional
cost). Please note that Impact does not pay for lenses/frames required due to
normal wear and tear of/general deterioration in your eyesight.





Travel Allowances and Payments

Car Allowances General Conditions

Staff requiring the use of motor vehicles for the efficient performance of their
duties will be eligible to receive allowances for the use of their cars on
business only after being so authorised by Impact. This authorisation will be
based on the duties and responsibilities of the post and the requirements of
the service.

Impact shall have the right to require a member of staff authorised to receive
car allowances, to carry official passengers without any additional payment.

Public conveyance (e.g. train) must be used on all appropriate occasions.
Journeys should be authorised by the Line Manager concerned and claims for
travelling allowance must be submitted and approved by them. Staff must
maintain an official record of their journeys, giving full particulars of and
reasons for each, including names of official passengers carried. Staff shall
not use their own cars on journeys when there is room in the car of another
member of staff making the same journey on the same business, and as far
as is possible journeys over the same route by members of a team should be
arranged so as to synchronise.

Where privately owned vehicles, as well as Contract Hire Cars, are used on
official business they should be insured to include business usage to
indemnify Impact against any liability for claims incurred whilst using the
vehicle for business purposes. Impact will require staff to undergo an annual
driving licence check, and provide copies of their vehicle registration
document, insurance policy, which confirms that business use is covered and
MOT certificate, if the car has one. The mileage rates are based on the costs
of running a vehicle including car insurance. Impact will not accept
responsibility for any damage however caused, to a member of staff's vehicle
or to its occupants or contents whilst it is being used on official business.
However, if there is a clear link that damage has occurred because of a
person’s employment with Impact, then the organisation will consider
applications for compensation, where this damage leads to an employee been
out of pocket

Casual User Allowance

Casual users are deemed to be those members of staff who require a car for
their role, whether only occasionally or very regularly but who will not carry out
the level of mileage required to qualify as an Essential user.

Current mileage rates are available from the Human Resources Team and the
Finance Team. With effect from the 1% April 2012 these will be based on the
HMRC approved rate.

Essential User Allowance



http://www.hmrc.gov.uk/rates/travel.htm



Essential users are deemed to be staff whose duties mean it is essential for
them to have a car at their disposal whenever required and who satisfy the
minimum mileage requirements annually. The criteria for determining the
appropriate car user status for your role is outlined in “criteria for determining
car status” below. Such members of staff shall be entitled to receive the
appropriate lump sum and mileage rates. The current rates are available from
the Human Resources Team and Finance Team. With effect from the 1% April
2012 these will be based on the HMRC approved rate.

As noted above, in addition to the mileage rate an essential user allowance
i.e. ‘lump sum’ will be payable. With effect from the 1% April 2012 this will be a
maximum of £1,000 per annum (linked to CO, emissions). The lump sum
allowance will be divided into 12 monthly instalments and should be claimed
with mileage expenses at the end of every calendar month. The period over
which car allowances are paid extends from 1st April to the succeeding 31st
March. NB the current procedure for payment is to pay the monthly lump sum
in the month in which it is due e.g. you are paid your monthly lump sum for
December in your December salary but you will claim your December mileage
at that end of December to be paid in your January salary.

In the case of a member of staff who takes up employment with Impact or is
designated an Essential car user after 1st April in any year, the lump sum
payment should be so calculated that the amount payable bears the same
proportion in the year during which the member of staff uses their car bears to
12.

Where a car is not in use as a result of either a mechanical defect or the
absence of the member of staff through illness:

e The lump sum payment should be paid for the remainder of the month
in which the car first became out of use, and for a further 3 months
thereafter. For the following 3 months, payment should be made at the
rate of 50% of the lump sum payment.

e During the period when a car is "off the road" for repairs, out-of-pocket
expenses in respect of travel by other forms of transport will be borne
by Impact, i.e. reimbursement of bus & train fares for actual business
journeys undertaken.

Note: This does not extend to the payment of hire car costs, which must be
borne by the individual staff member, if the individual wishes to enter into such
an arrangement.

Contract Car Hire Scheme
For staff who regularly undertake business miles a contract hire car scheme is

available. The criteria for determining the appropriate car user status for your
role is outlined in “criteria for determining car status” below.
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With effect from the 1% April 2012 staff have the ability to choose a car up to a
maximum monthly rental benchmark value of £250.00 (including finance and
service) plus VAT. Any excess of this amount will be paid by the member of
staff.

The car chosen, in all cases, must have CO2 emissions of 150 or below, have
a driver seat air bag and be capable of carrying 4 adults. The Chief
Executive/Human Resources Director has the ultimate veto over something
wildly outrageous!

Contract Hire Car users are able to set themselves the total number of
“contract miles”, over the 3 year contract period, ensuring they consider an
estimated total number of business miles, and a total number of home to work
and personal miles, which they are liable for. Anybody who exceeds their
total contract mileage over the period of the contract will be liable to pay the
excess vehicle mileage costs, which is a set amount per mile, plus VAT, as
stipulated in the contract. The Human Resources Director has to sign all
contract hire car orders, and has the right to question the contract mileage if it
is felt that this could be under-estimated. If the job role/base of work of a
contract hire car user changes during the period of a contract and their
business mileage may increase/decrease, then it is the responsibility of the
member of staff to highlight this to the Human Resources Team and request a
contract re-adjustment. In the case of the contract mileage exceeding the
original mileage set, a contract re-adjustment may be cheaper than a total
excess mileage payment at the end of the contract. If any increase in mileage
is due to “business use” an assessment of total miles to date will be made by
the Human Resources Director to analyse the total business miles, total home
to work miles and total personal miles. The results of this assessment will
then inform who is liable, i.e. Impact or the contract hire car holder, for any
additional charges, be they part or in full.

When a contract hire car holder has decided on the cars they are interested
in, please contact the Senior Human Resources Assistant who will obtain
guotes from the different contract car hire suppliers, for the appropriate
models. Quotes will be based on a 3-year lease, and will include road tax and
full service.

As part of the authorisation process, these quotes will be shown to the Human
Resources Director (or Chief Executive), for endorsement of the vehicle
proposed. Under normal circumstances no reasonable option will be refused
subject to it meeting the criteria set out above. The Human Resources
Director will place the official order for the vehicle and will retain details of the
selected vehicle together with the employee details within the Human
Resources Office. All written quotes, together with a copy of the official order,
will be retained within the Human Resources Office.

If there are any additional Contract Hire costs, then the Human Resources
Team will need a signed copy of the member of staff's Agreement of
Deduction form which will be provided to the Finance Team for the necessary
payroll deductions to be made. The additional contract hire costs will be





deducted from salary each month. This information must be given before an
official order will be placed with the leasing company.

The HR Director (or in his absence either the Chief Executive or Finance
Director), must sign the Contract Hire Agreement with the supplier for each
Contract Hire Car user.

Each Contract Hire Car user must also sign a Statement of Agreement with
Impact at the same time as the Contract Hire Agreement with the supplier is
signed. There will be 2 copies, one copy will be retained by the member of
staff and the other will be retained on their Personnel file. This Statement
confirms that they accept the contract hire car under the terms of the contract,
including service and maintenance as required and that if they exceed the
contract mileage then, they will be liable for any excess mileage payments, as
stipulated in the contract (unless this is proved to be due to change to base or
of work/job role, see above).

Contract Hire Car users must take out a fully comprehensive insurance policy
in their own name, to cover at least themselves and business use. The
Contract Hire Car user must ensure that they declare to the insurance
company that it is a Contract Hire Car and that the suppliers are the owners of
the vehicle. A copy of each Contract Hire Car user's insurance policy must be
forwarded to the Human Resources Team.

If a contract hire car user’s spouse, partner or other person will also be using
the car, then they will also be required to undertake an annual driving licence
check. To arrange this, the member of staff should contact the Senior Human
Resources Assistant.

Impact will pay a contribution currently of £420 per annum towards the
insurance costs of contract car users, which will be paid in 12ths (E35 per
month), each month with salary. This figure will be reviewed annually on the
1st April on the basis of any changes in average prices. If a member of staff's
insurance costs are less than £420 p.a. then they are liable for tax on the
difference.

Staff are responsible for the payment of any excess if and when they make
any insurance claims.

Contract Hire Car users are expected to use the provided car every day for
work and the car should normally be available at their place of work all day.
Exceptions to this requirement may be where a contract hire car user knows
that they are not going to require the use of their car on a particular day, and
they choose to either travel to work by bicycle or on foot. In moving towards
more environmentally practices, in these circumstances, alternative,
environmentally friendly ways of travelling will be encouraged.

Contract Hire Car users must comply with all the Supplier Terms and
Conditions and other details of the Contract Hire Agreement.





Contract Hire Car users must make their own arrangements for servicing of
the vehicle etc within the terms of the Supplier Agreement.

Contract Hire Car users are responsible for providing all fuel for the car and
the current fuel allowance will be paid monthly in respect of business mileage.
With effect from 1% April 2012, the mileage rates applicable to contract hire
cars will be directly linked to the HMRC approved mileage rates for company
cars. (Subject to a cap by Impact of the highest band).

If a Contract Hire Car user voluntarily leaves the Association, or wishes to
“hand-back” the vehicle before the 3-year Contract Hire Agreement expires
then they may be liable to meet some of the costs that will fall on the
Association due to the early termination. Prior to these being determined,
Impact will explore both the reasons for resignation or “handing-back” as well
as alternative options for the use of the vehicle during the remaining contract
term. However, in the event that no alternative uses can be found, the
Contract Hire Car user will be expected to meet any extra costs that will fall
back on the Association, beyond the benchmark vehicle costs (to clarify, you
will have to pay the surplus charges above the benchmark price to the expiry
date of the contract before you leave/hand the car back). The costs of a
contract hire agreement are substantial, and any employee who does not
believe that they will remain with Impact for the 3 year contract term should
consider seriously whether a contract hire vehicle is the right option. If a
Contract Hire Car user leaves and wishes to purchase their car they would
have to negotiate individually with the supplier over costs, terms and
conditions, etc.

Contract Hire Car users will have to pay tax on their Contract Hire Car and
declare this benefit to the Inland Revenue. The tax liability is currently based
on the value of the car and the level of CO2 emissions. Up to date information
on current tax liability is available on the Customs & Excise website,
hmrc.gov.uk.

When Contract Hire Agreements are renewed the same procedures as above
should be followed with the note that this is a Renewal.

Bicycle Allowance

As an alternative to using a car, train or bus for business mileage, where
appropriate, staff may use a bicycle to carry out their duties. Staff wishing to
travel in this way may claim an allowance per mile. For details of the up to
date allowance per mile please contact the Human Resources Team or
Finance Team. With effect from the 1% April 2012 these will be based on the
HMRC approved rate.

Travel by Public Transport

Public conveyance (e.g. trains, buses) must be used on all appropriate
occasions. Journeys should be authorised by the Line Manager concerned
and claims for travelling allowance must be submitted and approved by them.
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Staff must maintain an official record of their journeys, giving full particulars of
and reasons for each, including names of official passengers carried. Staff
shall not use their own cars on journeys when there is room in the car of
another member of staff making the same journey on the same business, and
as far as is possible journeys over the same route by members of a team
should be arranged so as to synchronise.

Where staff need to travel by taxi or underground railway (eg when attending
a training course/meeting and travelling by train and they need to take a taxi

etc to get to the venue/hotel), then receipts must be obtained and submitted

when claiming back expenses.

Criteria for Determining Car Status

Due to the nature of the duties and responsibilities of some jobs, it is essential
that a car will be required for the efficient performance of the role. This
section sets out the basis by which Impact will assess the requirement for a
vehicle and specifies what assistance will be made available.

There will be some senior posts which will not do a minimum number of miles
each year, but will attract an entitlement to a Contract Hire Car, due to the
nature of the post, and the need to make them attractive to recruit and retain
high calibre candidates in the housing sector. It is expected that this will
generally only apply to the Chief Executive and Directors’ posts.

With effect from the 1% April 2012 to be eligible for Essential Car User status a
minimum of 3,000 business miles per annum must be undertaken.

With effect from the 1 April 2012 to be eligible for a Contract Hire Car a
minimum of 6,000 business miles per annum must be undertaken.

Staff who are required to travel to conferences, seminars and training events
that might accrue substantial mileage, but only on a limited number of
occasions each year will not be eligible for designated essential car status or
a contract hire car.

Whilst, the above information sets out the main criteria for determining
Essential User Car Status/ Contract Hire Car User Status, the final
determination rests with the Chief Executive and Human Resources Director.
In considering the eligibility of a person to be awarded Essential User Status,
they will also consider whether an exceptional mileage total is a seasonal /
annual exception, eg if someone is attending day release at e.g. Newcastle,
Blackburn etc which requires a lot of travel from the normal workplace, to the
training venue, but this may only be for a year or so. They will also consider
whether the post will require extensive travel, either long-term, or just whilst a
time-limited project is being undertaken.

Essential User Status will be reviewed every 12 months and Contract Hire Car
Status will be reviewed every 3 years to clarify whether the need for a car for
use for business purposes remains.





Anybody dissatisfied with the outcome of an application to have their car
status reviewed will be able to appeal through the Grievance Procedure

Guideline on Claiming Car Allowances

Any employee required to use their vehicle for business use needs to ensure
that they have been authorised to do so, by their Line Manager, and have
satisfied the requirements set out in “Car Allowances General Conditions” in
relation to insurance, MOT, driving licence check etc.

For day to day travel expenses an expenses claim form must be filled out ,
approved by your line manager and sent to the Finance Team by the date
specified each month (normally around the 3™) with all relevant receipts
attached. The form requires details such as the date of the journey, the
reason for the journey and the amount of miles to claim etc. This should be
submitted monthly in arrears eg travel expenses for January should be
submitted in February.

The general rule in relation to the payment of car allowances for business
usage, is that you are claiming the excess mileage incurred on business use.
Normal home to work travel is not covered under the definition of business
mileage and is not claimable. Anybody travelling to or from a different
workplace at the beginning or end of each day needs to ensure that their
normal home to work mileage is deducted. As an example, if somebody lives
in Cockermouth and normally works in Workington, then the normal home to
work mileage will be approximately 20 miles. If on a working day this person
travels to the Greenhill Hotel,near Wigton and spends all day working there
and returns directly home, the actual eligible travel to be claimed is 30 miles,
minus the normal 20 miles home to work travel, leaving a claim of 10 miles.

The only exception to this rule is if the same person was required to attend an
evening meeting, which is outside normal office hours and additional to the
normal day’s journey, when the full journey, 30 miles could be claimed.
Similarly, if a shift worker was attending an event, such as a training event on
a non—-work day, then they would be entitled to claim the full journey, as they
would not have normally incurred any home to work mileage that day. On a
normal day of work however, they would also be expected to deduct their
normal home to work travel.

The overriding principal in claiming travel expenses is that employees should
only be claiming for items that are additional to their normal daily travel
expenses to work. Anybody in any doubt on claiming appropriate car
allowances should contact the Human Resources Team for clarification on the
interpretation of the rules.

From the 1°' April 2012 Casual and Essential Car Users will be able to
claim journeys of up to 110 miles (round trip) at their normal mileage
rate and then at Contract Hire Car rate for the remainder of the journey.
Subject to the deduction of home to work mileage. This applies to all
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journeys whether inside or outside of the County. For example after
normal home to work miles are deducted the journey is a 150 mile round trip
the first 110 miles would be claimed as normal and the remaining 40 miles
would be claimed at Contract Hire Car rate.

Consideration should be given to whether the journey can be made via public
transport. This may reduce travel costs, be more environmentally friendly and
be a safer, less tiring option.

For very long journeys it may be cheaper to use a hire car rather than your
own vehicle. This option should be considered.

Consideration of which mode of transport should be used for long journeys
should be discussed with your Line Manager, who will take into account all
budgetary and health and safety implications.

Any potential claim for expenses outside of these guidelines needs to be
agreed in advance with your line manager, who in turn will need to seek
authorisation from the Human Resources Director or Senior Human
Resources Officer. If no agreement is reached to pay any variation to the
above proposals, then the amount claimable will be limited to the proposed
rates.

Assisted Car Purchase Scheme

Car loans are available only to members of staff who are designated Essential
car users.

The loan is interest free and repayable over 3-years. The maximum value of
the loan is £8,000 or 90% of the value of the car, subject to that not exceeding
90% of the value as assessed by the independent engineer).

Whilst the loan is interest free, staff will be liable to pay tax on the interest
they would have normally paid on the loan. Tax will be calculated at the base
rate x the interest that would have been paid and the individual's tax code will
be adjusted accordingly. For example, if the loan was for £5,000 and the
interest rate was 3%, there would be £150 interest to be paid normally. Staff
would therefore be liable to pay tax on the £150 (the rate will be dependent on
their tax bracket).

No type of car is specified, but the CO2 emissions must be 150 or below. The
car to be purchased must be suitable for the performance of the official duties
for which it is required, be capable of carrying 4 adults, and its estimated life
must not be less than the period of the loan.

An application must be accompanied by documents showing the following
requirements:

e purchase price.





e sale/part exchange of value of existing car.

e in respect of second-hand cars - an AA or RAC approved independent
Automobile Engineer's Certificate which must include his opinion in
respect of:

the reasonableness of the purchase price.
the full details proclaiming the vehicle's
roadworthiness.

the estimated future life of the vehicle.

O 00O

e a pro forma invoice from the vendor of the vehicle which will include the
name of the vendor to whom Impact’s cheque will be made payable,
and

e the deposit (to be paid by the employee) must amount to at least 10%
of the total on the road cost of the car.

No loan will exceed the purchase price of the new or second-hand car which
the member of staff proposes to acquire, after taking into account any
allowance which may be made for the value of any car which the member of
staff offers in part exchange, or sells independently.

Repayment of the loan will be made monthly by deduction from salary.

During the period of the loan, a member of staff shall undertake to maintain a
comprehensive policy of insurance (to include business use) in respect of the
vehicle and to provide a copy of the policy to the Human Resources Director/
Finance Director at the time of taking out the loan. The insurer must be
informed that Impact Housing has an interest in the car, so that in the
event of any accident/pay-out, Impact will be reimbursed its investment
in the vehicle.

An official application form/agreement for a car loan should be completed and
submitted to the Human Resources Director. Final approval rests with the
Chief Executive. The Loan Agreement clarifies that the employee agrees to
repay the loan by monthly deduction from their salary, the details of the re-
payment schedule, including the amount to be paid each month and the
period of the repayment.

Members of staff are advised to obtain approval to their applications prior to
making any contractual commitment and shall allow 7 working days for the
preparation of the Agreement and cheque from the date of final approval.

A new loan will not normally be granted within 3 years of the issue of a
previous loan, nor before a vehicle purchased by an earlier loan has
completed 20,000 miles since acquisition.

A member of staff to whom assistance under this Scheme has been granted
shall, in the event of leaving Impact’'s employment, whether this be through





resignation or the termination of the contract of employment prior to the
completion of repayment of the loan, be liable to repay the balance
outstanding by the leaving date.

A member of staff to whom assistance under this scheme has been granted
shall undertake not to dispose of the vehicle (on which the loan is made)
without the previous consent of Impact at any time prior to the repayment of
the full amount of the loan. Should disposal be authorised the balance shall
immediately become repayable to Impact.

Further clarification on any of the points raised in this guidance should be
obtained by speaking to a member of the Human Resources Team,
particularly the Senior Human Resources Assistant.

Travelling and Disturbance Allowances for Transferred Members of Staff

If a reorganisation within Impact results in a change in administrative centres
for any members of staff, meaning they incur additional expenditure in respect
of additional daily travel, then an allowance will be paid equal to the difference
between the cost of travelling:

0] from their home to their new place of work and
(i) from their home to their old place of work.

Such allowances to be paid for a period of 18 months.

Expenses and Subsistence
Overnight Accommodation

Entitlement to overnight accommodation is based on where you live in relation
to the event location, and start/finish times in relation to an estimated time you
will need to leave home. General guidance regarding travel to and from an
event or meeting on the same day is if the event is being held in area
stretching from Glasgow & Edinburgh in Scotland to Manchester, Liverpool,
York, Leeds, it is not unreasonable for staff as a “one off” to be able to travel
and attend the event or meeting in the same day. However, if does depend on
the starting time, whether staff are driving/ travelling by train and the time of
year etc.

If staff require overnight accommodation and this is not included as part of the
event, then you will be responsible for booking this. You can claim any
accommodation costs back on the normal expenses claim form. Please attach
a receipt. See separate section for details on Claiming
Expenses/Accommodation Costs.

As Impact is a registered social landlord and charitable organisation we have
a duty to ensure “value for money” as far as possible, we expect a reasonable
hotel room to cost between £60-£90 dependant on area. If an event is being
held in a hotel, the event provider has often negotiated special rates for





guests attending the event, so this should be checked out in the first instance.
If this is not the case, or if the accommodation is still too costly, it is expected
that staff shop around for reasonably priced good quality accommodation,
considering the location of any accommodation in relation to the venue and
other amenities, i.e. restaurants if the accommodation has no
restaurant/evening meal service available. If staff are not sure of the location
of any accommodation, then they should research this on the internet in terms
of assessing the reputation of the area. Impact would not expect any member
of staff to stay in an area where they felt unsafe however we do expect that
they are frugal in their selection of accommodation.

From previous experience the following contacts can provide good quality, low
cost accommodation:

Travel Lodge — www.travelodge.co.uk or ring 08700 850950
Premier Inn — www.premiertravelinn.com or ring 0870 242 8000
Ibis Hotels — www.ibishotel.com or ring 0208 283 4550
Holiday Inn Expess — www.hiexpress.co.uk

Jurys Inn- WWW.jurysinns.com

Last Minute- www.lastminute.com

Late Room- www.laterooms.co.uk

Booking.com- www.booking.com

Subsistence Allowances

Subsistence allowances are payable to members of staff who are prevented
by their official duties from taking a meal at home, administrative centre or
establishment where they normally take their meals, and thereby incur
additional expenditure. The allowance shall not be paid where a suitable meal
is provided or has been reimbursed. The current allowances are:

Dinner - £13.00* (if not included in the accommodation)

Breakfast - £5.00* (if not included in the accommodation)

Lunch - £5.00 (if not included as part of the course)

Tea - £4.00 on the outward and return journeys

Out of Pocket Allowance - £3.63 per night

*If you decide to eat in the accommodation restaurant you will be eligible to
claim the cost of the breakfast/dinner there, ie. their evening meal menu (not a
la carte), plus one drink, and their usual breakfast menu, either continental or
cooked. We would expect the cost of dinner in the hotel to be no more than
£20.00/£25.00, and breakfast to be between £5.00 & £12.00.

Please note that these are maximum amounts and if, for example, dinner

costs only £11.00, you would only be re-imbursed that amount. Again, you
must ensure that receipts are submitted.
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Claims for any expenses should be made on the usual expenses claim form,
but you must submit receipts for all claims, eg accommodation costs, car
parking (at the train station), public transport/taxi fares. Any claims should be
made on your usual monthly expenses claim form. Further information
regarding claims is detailed in the separate section on Claiming
Expenses/Accommodation Costs.

In exceptional circumstances and where authorisation has been given by
Impact prior to expenditure being incurred, additional expense, beyond the
allowances above shall be payable.

Parking Fees/Parking Fines

If free parking is not provided at a meeting/training event/visit, staff will be re-
imbursed any parking fees incurred. Please attach the parking receipt to your
expenses claim form and specify on the expenses claim form the date of the
parking fee and reason for it. Staff should try and find the cheapest possible
option for parking, but please bear in mind your health and safety.

Please note that whilst Impact will re-imburse your parking fee, parking fines
will not be re-imbursed even if they are incurred whilst on Impact business.
Therefore if you decide to park on the street and you forget to put up your
disc, do not return in the permitted time e.g. if your meeting overruns etc, or
you put insufficient time on your parking fee, you will be liable for any fines
imposed.

Re-imbursement of Childcare Costs

Staff attending organisationally required mandatory training events such as
Equality and Diversity, Preventing Bullying at Work, Personal Safety etc, or
Staff Day or their team’s Annual Planning Day can claim child care costs over
and above what they would have usually paid. For example if attendance at
one of these events requires you paying for an additional 2 hours childcare
costs over your usual payment, Impact will re-imburse this additional cost
upon production of a receipt which should detail the establishment, name/s of
the child/children and cost incurred.

Claiming Expenses/ Accommodation Costs

Due to the high cost involved in booking hotel accommodation and public
transport these costs can be claimed back immediately ie at the time of
booking — please attach receipts. Staff do not have to wait until the end of the
month to submit these costs with their usual expenses claim form — however a
travel expenses claim form should still be completed and authorised by the
line manager, with confirmation of the booking and costs attached. This can
either be paid by BACs straight into your bank account or cheque as
requested. If the event is to be paid for through the central training budget





held by HR, this should be detailed on the expense form and the Senior HR
Officer should be notified.

If staff experience any problems with this they can speak to their line manager
or a member of the Finance or Human Resources Team, to explore
alternative arrangements.

For day to day expenses an expenses claim form must be filled out and sent
to the Finance Team by the date specified each month (normally around the
3% with all relevant receipts attached. The form requires details such as the
date of the expense, the reason for the expense etc. These should be
submitted in the month after the month in which the expense was incurred.
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Frequently Asked Questions
What do | do if | want to raise an issue with Impact?

We suggest that you raise this with your Line Manager (or if your issues is
with your Line Manager, their manager or a member of the HR Team) to give
them an opportunity to resolve this with you informally. However should your
issue remain unresolved or you feel the issue has been resolved insufficiently
then you should set out your grievance, in writing, and send it to your Function
Director.

| have to attend a disciplinary meeting, what could the outcome be?
There are several possible outcomes to a disciplinary hearing, these are:

To find that there is no case to answer.

To receive an oral warning.

To receive a first written warning.

To receive a final written warning.

Dismissal. (This decision is only an option when the hearing has been
chaired by a member of the Senior Management Team, Chief
Executive or Panel of the Board)

| have had a warning how long will this stay on my file?

An oral warning will remain on your personal file for a period of 6 months;
written and final written warnings will remain on your personal file for a period
of 12 months from the date of the decision.

The above time periods refer to periods during which you are at work. If,
therefore, you are absent from work for more than short periods for reasons
other than authorised holiday, the time period during which the warning will
remain on your record will be extended to reflect that absence.

Why have | been suspended?

When certain allegations are made against you such as a serious breach of
health and safety, professional conduct or alleged bullying in the workplace
etc and remaining in the workplace would be difficult for yourself, a colleague
or a service user, we would remove you from the situation so that a full
investigation could be completed. This is in no way a form of disciplinary
action and is used in most cases to protect you from any potential further
reprisals.

Will | be paid whilst | am suspended?

Yes you will receive full basic pay.

| have been asked to accompany a colleague to a disciplinary/ capability/





grievance meeting, do | have to go?

No, it is your choice whether you choose to accompany a colleague. However
if you do wish to accompany them you will not be treated less favourably for
doing so. You will need to speak to your line manager to arrange time to
attend the meeting and the distance to be travelled to accompany the
colleague must be reasonable.

| feel | am being bullied at work, who can | talk to about this?
There are several people that you can speak to:

Mike Muir, CEO

Steve Holliday, HR Director,

Pam Stainton, Senior Human Resources Officer

Jane Hall, Performance and Value For Money Manager

Alternatively one of our contact officers:

Pauline Mitchell, Community Investment Senior Assistant
Graham Wilson, Finance Director

Viv Cook, Project Worker

Who is Impact’s recognised Trade Union?

Unison

Can | be a member of another Trade Union other than Impact’s recognised
Trade Union?

All members of staff have the right to become a member of a Trade Union if
they wish. This may be any union not just Impact’s recognised union which is
currently Unison. Your union representative will be able to accompany you to
meetings of official processes such as disciplinaries and grievances.
However, only Unison has the right to joint consultation with us.

| am attending a union meeting can | claim lieu time and travel expenses?

Impact will allow Unison Union Meetings to take place in work time on a cycle
of no less than 8 weeks. If you are a Unison Union Member you may be
released for such meetings with an appropriate period in advance of the
meeting to allow for travel to the appointed meeting place, which will be
classed as working time. Please note that if the meeting takes place outside
your normal working hours you will not be eligible to claim lieu time or
overtime. Whether the meeting takes place within your usual working hours or
not you will not be entitled to claim travel expenses.

If attending a meeting of a Union other that the one we recognise you would
need to arrange lieu time, holidays or unpaid time off to cover your absence.





| am a member of Impact’s recognised Trade Union and my Line Manager
says | cannot attend the meeting?

Attendance is subject to us ensuring the service has adequate cover.
However if you feel you are always the one in your team who is not allowed to
attend then please discuss this with your colleagues to see if a rota system for
attendance can be arranged. If you cannot attend the meeting but would like
to ask questions or raise issues then you can arrange to speak to your Union
representative outside the meeting and have meeting minutes copied.

Alternatively if you feel that your manager does not have an appropriate
reason for refusing your request then you need to raise this with them and
inform your Union Rep/a member of the HR Team.

Grievance Procedure
General Principles

This procedure follows the principles for handling Grievance situations in the
workplace set out in the ACAS Statutory Code of Practice on Discipline and
Grievance, and the guidance that accompanies that Code.

The aim of this procedure is to resolve grievances of individual employees as
efficiently, fairly and promptly as possible. It shall apply to all grievances
(other than the grading of their post for which a separate procedure exists)
and specifically, to those circumstances listed below.

Many potential grievance issues can be resolved informally — and this is the
organisation’s preferred approach e.g. where an employee discusses their
concern with their manager or other appropriate/relevant person in the first
instance. If the employee does not feel that this has resolved the issue, then
they can pursue the issue formally.

A grievance is defined as a complaint by an employee about action which his
or her employer, or another employee, has taken or is contemplating taking in
relation to him or her.

At each level at which a grievance is heard the matter must be dealt with
promptly and a reply given to the employee as soon as practicable unless
there are special circumstances which justify a longer period.

Neither Impact nor the employee should unreasonably delay meetings,
decisions or confirmation of those decisions.

The timing and location of meetings must be reasonable.
The employee will take all reasonable steps to attend any meeting.

Overlapping Grievance and Disciplinary Cases





Where an employee raises a grievance during a disciplinary process the
disciplinary process may be (but not always) temporarily suspended in order
to deal with the grievance. Where the grievance and disciplinary cases are
related it may be appropriate to deal with both issues concurrently.

Informally Resolving a Grievance

Employees are encouraged to discuss their work concerns verbally with their
Line Manager or if the issue is regarding their Line Manager with another
Manager or HR. In many cases it will be possible to resolve issues informally
without recourse to the formal procedure.

In some cases “outside help” such as an independent mediator can help
resolve problems, especially those involving working relationships. The
“outside help” need not come from outside the organisation but could be an
internal mediator i.e. someone from within the organisation, as long as they
are not involved in the grievance issue.

The mediator helps two or more people in dispute to attempt to reach an
agreement. The mediator is in charge of the process of seeking to resolve the
problem but not the outcome. Mediation may be useful for a conflict involving
colleagues of a similar job or grade, or between a line manager and their staff;
to rebuild relationships after a formal dispute has been resolved; to address a
range of issues, including relationship breakdown, personality clashes,
communication problems, bullying and harassment. Mediation may not be
suitable if used as a first resort — because we would encourage staff to speak
to each other and talk to their line manager before they seek a solution via
mediation; if used by a manager to avoid their managerial responsibilities; the
parties do not have the power to settle the issue; the individual bringing a
discrimination or harassment case wants it investigated; one side is
completely intransigent and using mediation will only raise unrealistic
expectations of a positive outcome.

However, where an issue cannot be resolved informally then it may be
pursued formally. Staff should not be discouraged from pursuing a grievance
because of fear of reprisals. If you are not sure about raising a formal
grievance, please speak to either a member of the HR team, or a trade union
representative.

Being Accompanied at the Hearing

The employee will have the right to be accompanied or represented by
another employee of Impact or a trade union representative of their choice
during any formal hearing.

To exercise the right to be accompanied the employee must make a
reasonable request. What is reasonable will depend on the circumstances of
each individual case. However, it would not normally be reasonable for
employees to insist on being accompanied by a companion whose presence
would prejudice the hearing nor would it be reasonable for an employee to





ask to be accompanied by a companion from a remote geographical location
if someone suitable and willing was available much closer to the venue for the
meeting.

NB Fellow employees or trade union officials do not have to accept a request
to accompany an employee, and they should not be pressurised to do so.

The companion should be allowed to address the hearing to put forward and
sum up the employee’s case, respond on behalf of the employee to any views
expressed at the meeting and confer with the employee during the hearing.
The companion does not however, have the right to answer questions on the
employee’s behalf, nor to address the hearing if the employee does not wish it
nor prevent the employer from explaining their case.

A companion is entitled to a reasonable amount of paid time off to fulfil their
responsibilities. This covers the hearing, time to familiarise themselves with
the case and to confer with the employee before and after the hearing.

Companions must inform their line managers of their wish to take this time off
at the earliest opportunity and must have regard to the needs of the service
when doing so. If the service will suffer as a result of the companion
attending the hearing, it may be possible for the meeting time, date or location
to be rearranged. (See below) If this is the case HR must be informed at the
earliest opportunity.

If, for any reason which was not foreseeable at the time the meeting was
arranged, it is not reasonably practicable for the employee or his or her
representative to attend a meeting, Impact will invite the employee to an
alternative meeting.

The duty to invite the employee to attend a meeting shall cease if Impact has
invited the employee to attend two meetings and the above applied in relation
to each of them. In such circumstances, or, if the employee has simply failed
to attend the scheduled meetings, Impact shall be entitled to make a
determination on the evidence otherwise available.

Grievance Examples

Staff may have problems or concerns about their work, working conditions or
relationships with colleagues that they wish to talk about with management.
They want the grievance to be addressed, and if possible, resolved.

Issues that may cause grievances include:

terms and conditions of employment
health and safety

work relations

bullying and harassment

new working practices

working environment





e organisational change
e discrimination/harassment

The Standard Procedure
Written Statement of Grievance

If it is not possible to resolve a grievance informally, employees should raise
the matter formally and without unreasonable delay with a manager who is not
the subject of the grievance. This should be done in writing and should set
out the nature of the grievance.

If a grievance is raised even though it is not expressed in writing, it will be
dealt with, particularly in the case of alleged bullying, harassment, violence or
discrimination.

The Meeting

The list of managers who can chair a Grievance Meeting is listed later in this
Section on Resolving Problems At Work under “Who will be involved in the
Grievance, Disciplinary or Capability Process” and then the subsection on
“Meeting Chair”.

The manager must invite the employee to a meeting to discuss the grievance.
The meeting should be arranged without unreasonable delay and the timing
and location of the meeting should be reasonable. The manager will normally
be accompanied at this meeting by either the Director of Human Resources or
the Senior Human Resources Officer (or in some cases the Human
Resources Officer). The employee shall be advised by HR, in writing, with 7
days notice, of the following:

e the date, time and venue of the meeting;

e the entittement to be represented or accompanied by another
employee of Impact or a trade union representative;

e The right to call withesses and/or present evidence.

If either the employee or the Manager hearing the grievance wishes to refer to
any documents or call any witnesses during the meeting, copies of the
documents and details of the witnesses should be made available to the
Manager or the employee, as appropriate, in advance of the meeting and in
any event at least three days before the meeting.

The meeting must be conducted in a manner that enables both the Manager
and the employee to explain their cases.

The Manager conducting the meeting will:

e explain the purpose of the meeting;
e identify those present;





e invite the employee to make an oral statement about their grievance
and how they would like to see it resolved;

e listen to the statement and may ask questions to seek clarification from
the employee (the HR representative may also do this);

e Before concluding the meeting, ask the employee whether there is any
additional information or further representation the employee wishes to
have considered.

(The Manager conducting the meeting may call a break(s) during the meeting
for refreshments; to consider information presented; if the situation becomes
tense or emotional to allow for a cooling off period etc.)

The employee and his/her representative will withdraw while a decision is
considered. After due deliberation (which may require adjournment* to
consider or investigate matters that have been raised) the decision will be
communicated to the employee in writing or announced to the employee and
confirmed in writing. The decision and the employee’s right to appeal against
that decision will be communicated in writing as soon as practicable (normally
within 10 days, although this could be longer if there is new information to
consider/investigate; if this is the case then employees will be notified as to
when they might reasonably expect a response).

*If, during any such adjournment, the Manager conducting the meeting
discovers new information, which is relevant to the grievance, he/she should
not consider the decision without first reconvening the meeting to allow the
employee to comment upon the new information.

The Manager making the decision should bear in mind that action taken to
resolve a grievance may have an impact on other individuals who may also
feel aggrieved.

If the grievance highlights any issues concerning policies, procedures or
conduct (even if not sufficiently serious to merit separate disciplinary
procedures) they should be addressed as soon as possible.

The Manager making the decision should ensure that any action taken is
monitored and reviewed, as appropriate, so that it deals effectively with the
issues — if this is not done by them in person, then they need to identify who
has responsibility for this and inform the relevant staff/team of their
responsibilities.

Right to Appeal

An employee has the right to appeal against the outcome of the meeting.
Written notice of the appeal, setting out the grounds for the appeal, must be
given to the Human Resources Director within 14 days of the date upon which
the written notification was sent to the employee.





As far as is reasonably practicable, the appeal meeting must be conducted by
a more senior person than the person who conducted the first meeting, and
who has not previously had a material involvement in the matter.

Any appeal will be heard as soon as possible and normally within 4 working
weeks and the employee shall be entitled to 7 days notice of the date, time
and venue of the appeal meeting, unless an earlier date has been mutually
agreed.

The employee has the right to be accompanied by another employee of
Impact or a trade union representative (as outlined in the section on “Being
accompanied at the Hearing” above).

The appeal meeting will normally take the form of a re-hearing in which case
the procedure outlined above in the section entitled “The Meeting” will apply to
the conduct of the meeting. At this meeting, the Manager who heard the
original grievance will also be present and they may call witnesses/produce
evidence to support their decision.

The decision of the person conducting the appeal may be announced at or
soon after the conclusion of the appeal meeting. The decision will be
communicated to the employee in writing as soon as practicable and will be
final.

Disciplinary Procedure
General Principles

Disciplinary rules and procedures are necessary for promoting good
employee relations as well as fairness and consistency in the treatment of
individuals. They enable organisations to influence the conduct of staff and
deal with problems of poor performance and attendance, thereby assisting
organisations to operate effectively. Rules set standards of conduct and
performance at work; procedures help ensure that the standards are adhered
to and also provide a fair method of dealing with alleged failures to observe
them.

It is important to ensure that all staff know what standards of conduct and
performance are expected of them. Managers should also understand and be
able to apply the rules and procedures they are required to follow.

Disciplinary procedures should not be viewed primarily as a means of
imposing sanctions. Rather they should be seen as a way of helping and
encouraging improvement amongst staff whose conduct, attendance, or
standard of work is unsatisfactory. Impact is proposing that this procedure,
with some minor amendments will also deal with issues of capability where
necessary.





This procedure follows the principles for handling Disciplinary situations set
out in the ACAS statutory Code of Practice on Discipline and Grievance, and
the guidance that accompanies that Code.

Many potential disciplinary issues can be resolved informally e.g. by a
discussion. In some cases additional training, coaching and advice may be
what is needed. However, where an issue cannot be resolved informally or
where matters are more serious then it may be pursued formally.

This procedure will be used where there has been an alleged breach of
Impact’s rules, failure to meet acceptable standards of conduct, safety, or
instances where there has been a failure to meet the required standard of
work, whether for reasons of capability, negligence or lack of application. In
cases of capability however, the approach will be sympathetic and supportive
aimed at providing all reasonable means of assistance for the employee to
reach the required standards.

This procedure does not form part of a contract of employment between
Impact and any of its employees.

Who does this procedure apply to?
This disciplinary procedure applies to all Impact employees.
Gross Misconduct

These are offences for which the penalty is likely to be summary dismissal
without notice. The list below is not exhaustive but is to give a general idea of
the sort of behaviour, which will lead to summary dismissal:

e dishonesty, theft or unauthorised possession of any property or
facilities belonging to Impact or to any employee or service user or
removal of such property from the place of work (or other relevant
location). (For the avoidance of doubt, the unauthorised copying of any
document or computer software shall be deemed to be theft);

e serious, wilful or reckless damage to, or the abuse of, or the neglect of
property;

e misuse of or improper interference with computer hardware or software
(including unauthorised or improper use of the Internet or e-mail
facilities);

e fraud or deliberate falsification of documents including reports,
accounts, expenses, claims or self-certification forms;

e Dbribery or corruption;

e disloyalty, such as competing with Impact’s business;

e refusal to carry out duties or reasonable instructions or to comply with
Impact’s rules, policies or procedures;

e non-compliance with rules and procedures in respect of time-keeping;

e gross insolence or insubordination;

e use of foul or abusive language;





e acts or omissions which cause or in the opinion of Impact might cause
unacceptable loss, damage or injury to persons or property, harm to
the reputation of Impact;

e incapability as a result of being intoxicated by reason of alcohol or
illegal drugs;

e unauthorised possession of controlled drugs;

e violent dangerous or intimidatory conduct;

e breach of Impact’'s rules and procedures concerning health and safety
at work;

e sexual, racial or other harassment or discrimination of or against
another employee or service user,

¢ disclosing confidential information about Impact or its affairs (subject to
the Public Interest (Disclosure) Act 1998);

e loss of any necessary driving licence;

e without authority, taking an Impact vehicle home for any reason or
using a vehicle for any purpose other than Impact business;

e use of Impact's or a service users time, material, equipment or
property for any purpose other than Impact business;

e acts or omissions which in the opinion of Impact have brought or may
bring Impact into disrepute or otherwise destroy the essential
relationship of trust and confidence between the employee and Impact
or its service users;

e A criminal offence or similar behaviour which may (whether it is
committed during or outside the employee’s hours of work for Impact)
adversely affect Impact’s reputation, the employee’s suitability for the
type of work he or she is employed by Impact to perform or his or her
acceptability to other employees or to service users.

The Disciplinary Procedure in Operation

It is intended by this disciplinary procedure that the rules of natural justice be
observed and that there be a fair system of investigation and decision making.
At every stage an employee shall have the opportunity of stating his or her
case, and being accompanied by another employee of Impact or a trade union
representative.

When a disciplinary matter arises, the relevant line manager should first
establish the facts promptly before recollections fade, and where appropriate
obtain statements from any available witnesses. As part of the investigation it
may be necessary to interview the member of staff involved.

It is important to keep a written record for later reference. Having investigated
all the facts the manager should decide whether:

e there is no case to answer;

e to deal with the matter as a normal line management issue;

e to refer the matter to another more senior manager, or specialist (in the
case of counselling or coaching); or,





e |If there is a case to answer, arrange for the matter to be dealt with
under the disciplinary procedure.

NB If the line manager is in any doubt about which of the above should apply
or just want to talk through the issues, they should discuss this with HR (the
HR Director or the Senior HR Officer in particular).

Where there appears to be a case to answer the investigating manager will
seek advice from a member of the Human Resources Team. A decision will
be made to review the information to hand. On the conclusion of that
process, a decision will be made on whether there is a case to answer.

If there is no case to answer all documents relating to the allegation shall be
discounted.

If there is a case to answer, a decision will be taken as to the potential
seriousness of the offence, and who would be appropriate to hear the
disciplinary meeting.

Where it is a minor breach of discipline it will normally be dealt with by the
investigating manager/officer presenting the case to the investigating officer’s
line manager. Those managers authorised to chair disciplinary meetings are
listed in the ‘who will be involved’ section below. There may however be
instances, where in the absence of a line manager, a meeting to consider a
minor disciplinary may be chaired by a member of the Senior Management
Team.

Where it appears to be a more serious breach of discipline it will normally be
heard by a member of the Senior Management Team. If the disciplinary
meeting relates to one of the Directors, the case will be investigated by the
Chief Executive, and heard by a panel of the Board. Where the employee
involved is the Chief Executive, the Board shall appoint an independent
person who shall not be an employee of Impact to carry out the investigation
and the disciplinary meeting will be conducted by a panel of the Board.

The initial investigation may have produced sufficient evidence to warrant the
commencement of the disciplinary procedure however it may become
apparent as the procedure progresses that further investigation is required to
ensure clarity and iron out anomalies e.g. interviewing other staff/service
users. If this is the case then reasonable time will be required to complete
this.

At each level at which a disciplinary is heard the matter must be dealt with
promptly and a reply given to the employee as soon as practicable unless
there are special circumstances which justify a longer period.

Neither Impact nor the employee should unreasonably delay meetings,
decisions or confirmation of those decisions.

The timing and location of meetings must be reasonable.





The employee (and their companion) will take all reasonable steps to attend
any meeting.

Overlapping Grievance and Disciplinary Cases

Where an employee raises a grievance during a disciplinary process the
disciplinary process may be (but not always) temporarily suspended in order
to deal with the grievance. Where the grievance and disciplinary cases are
related it may be appropriate to deal with both issues concurrently.

Being Accompanied at the Hearing

The employee will have the right to be accompanied or represented by
another employee of Impact or a trade union representative of their choice
during any formal hearing.

To exercise the right to be accompanied the employee must make a
reasonable request. What is reasonable will depend on the circumstances of
each individual case. However, it would not normally be reasonable for
employees to insist on being accompanied by a companion whose presence
would prejudice the hearing nor would it be reasonable for an employee to
ask to be accompanied by a companion from a remote geographical location
if someone suitable and willing was available much closer to the venue for the
meeting.

NB Fellow employees or trade union officials do not have to accept a request
to accompany an employee, and they should not be pressurised to do so.

The companion should be allowed to address the hearing to put and sum up
the employee’s case, respond on behalf of the employee to any views
expressed at the meeting and confer with the employee during the hearing.
The companion does not however, have the right to answer questions on the
employee’s behalf, nor to address the hearing if the employee does not wish it
nor prevent the employer from explaining their case.

A fellow employee who has agreed to accompany a colleague at the hearing
is entitled to take a reasonable amount of paid time off to fulfil that
responsibility.  This covers the hearing and reasonable time for the
companion to familiarise themselves with the case and confer with the
employee before and after the hearing. Companions must inform their line
managers of their wish to take this time off at the earliest opportunity and
must have regard to the needs of the service when doing so. If the service
will suffer as a result of the companion attending the hearing, it may be
possible for the meeting time, date or location to be rearranged. (See below) If
this is the case HR must be informed at the earliest opportunity.

If, for any reason which was not foreseeable at the time the meeting was
arranged, it is not reasonably practicable for the employee or his or her





representative to attend a meeting, Impact will invite the employee to an
alternative meeting.

The duty to invite the employee to attend a meeting shall cease if Impact has
invited the employee to attend two meetings and the above applied in relation
to each of them. In such circumstances, or, if the employee has simply failed
to attend the scheduled meetings, Impact shall be entitled to make a
determination on the evidence otherwise available.

Suspension

The employee may be suspended from work on full basic pay for any good or
urgent cause such as to enable an investigation or meeting to be conducted
or where there are grounds for doubting the suitability of the employee to
continue at work. Only a Director of Impact can confirm a suspension
decision, normally after consultation with the Human Resources Director or
the Senior HR Officer. Although the employee’s line manager (or those
managers authorised to chair disciplinary meetings, listed in the “who will be
involved” section below) will have authority to inform the member of staff
about the suspension after first discussing this with the Director/HR Director
etc. Any decision to suspend will be confirmed in writing by the Human
Resources Team as soon as reasonably practicable.

Suspension will be reviewed and the employee will, after 28 working days, be
informed if the suspension is to continue.

Suspension is not considered as disciplinary action. A suspension is purely a
precautionary measure to enable investigations to be undertaken without
impediment, which might be the case if an employee remained at work. Itis a
not a disciplinary measure in itself, nor an assumption that misconduct has
taken place. Employees will continue to receive full pay during the period of
their suspension.

Whilst employees are suspended on full pay, they are expected to respond
reasonably to all legitimate requests e.g. to attend meetings to discuss any
issues that are raised as required, return any keys, ID cards etc.

Where an alleged act of misconduct is believed to have been committed by an
employee who is an accredited Trade Union Representative no action under
the procedure, other than suspension, will be taken until the case has been
discussed with a full time official of that union, after obtaining the employee’s
agreement to this.

The Disciplinary Meeting

The employee shall receive at least 7 calendar days notice in writing of any
disciplinary meeting and shall be entitled to receive any written statements or
documents which are to be referred to at the meeting. The letter, sent out by
HR, will include the details of the employee’s alleged conduct or other





circumstances that have led to a disciplinary meeting being held and the time,
date and venue of the meeting.

The employee will be informed of the right to be accompanied by another
employee of Impact or a trade union representative, and to call witnesses and
produce documents in their own support.

The employee will be notified that the purpose of the meeting is disciplinary
and that a disciplinary sanction may result (if dismissal is a possibility this will
be stated).

The employee must take all reasonable steps to attend the meeting. If, for
any reason which was not foreseeable at the time the meeting was arranged,
it is not reasonably practicable for the employee or his or her representative to
attend the meeting, Impact will invite the employee to an alternative meeting.

The duty to invite the employee to attend a meeting shall cease if Impact has
invited the employee to attend two meetings and the above applied in relation
to each of them. In such circumstances, or if the employee has simply failed
to attend the disciplinary meetings, the person conducting the meeting shall
be entitled to make a decision on the evidence otherwise available.

The meeting must be conducted in a manner that enables both Impact and
the employee to explain their cases.

The meeting will be formal and will follow the following sequence of events
except where if is necessary or appropriate to amend the process.

At the commencement of the meeting only the chair of the hearing and the HR
Team representative will be present in the room.

The employee (and any representative/fellow employee), will be invited in at
the same time as the investigating manager presenting the case. The chair
will then introduce all parties present, and explain the purpose of the meeting;
the process to be followed and the potential outcomes that are available
depending upon the substantiation of the allegations.

(The Manager conducting the meeting i.e. the Chair may call a break(s)
during the meeting for refreshments; to consider information presented; if the
situation becomes tense or emotional to allow for a cooling off period etc.)

The person who conducted the investigation (“the Investigating Officer”) will
be asked to present the supporting facts and material to the chair of the
meeting, or, where appropriate, panel of the Board. The Investigating Officer
may call upon any available witnesses, who will initially respond to the
guestions of the Investigating Officer. Questions to the Investigating Officer
and the witness can then be posed by the Chair, the HR representative, and
the employee (and/the employee’s representative). The witness will leave the
proceedings at the conclusion of the questions. This will be repeated until all





the witnesses have been called and the Investigating Officer has finished their
presentation.

The employee (and/or the employee’s representative), will be entitled to
respond to the presentation of the Investigating Officer and to give any
explanation he or she wishes. They will also be entitled to present witnesses
and documents in their own support. Any witnesses called will at the
conclusion of the presentation be required to respond to any questions of the
other parties present e.g. the Chair, the HR representative and the
Investigating Officer. The employee’s representative is not permitted to
answer direct questions to the employee.

The Chair may adjourn the proceedings at any stage if this appears
necessary or desirable. Any adjournment will normally be for a stated period.
If the hearing is being chaired by a manager who is not a Director, and it
appears from the information presented that the case might involve gross
misconduct or other serious misconduct that could lead to a possible
dismissal, then the manager will suspend the proceedings to enable it to be
reconvened and chaired by a member of the SMT.

At the completion of the presentation and question sessions, the Investigating
Officer/Manager and the employee or his or her representative will be given
the opportunity to address the Chair with concluding statements.

On completion of the proceedings both parties will withdraw whilst the Chair
considers the presented information. The HR Representative will normally
remain with the Chair during this process. At the conclusion of the
deliberations the Chair will normally* recall both parties and announce the
decision and the disciplinary action to be taken, if any, together with any
requirements of the employee, in terms of improvements expected and what
help and support might be available. The employee will be notified of his or
her right of appeal where appropriate. The decision and right of appeal will be
confirmed in writing.

NB In the event that the presented facts require extended consideration then
the Chair may recall both parties and advise them that he or she will
communicate the decision in writing (normally within 7 calendar days of the
hearing).

* |t is not always necessary to deliver the decision to the employee in person.
If the Manager chairing the meeting prefers, the decision (and the right of
appeal) can be delivered in writing rather than face to face.

Types of Disciplinary Action

At the completion of the disciplinary meeting the Chair will have a range of
options open to him/her. The decision of which penalty to impose normally
will be made at the end of the disciplinary meeting or shortly thereafter and
will depend on the information presented. This will include any extenuating
circumstances presented by the employee or his/her





representative/companion, the severity of the offence and any previous
disciplinary sanctions still current.

The options are:

e To find that there is no case to answer.

e To issue an oral warning, details of which will be recorded on the
employee’s personal file and a copy of this given to the employee for
information. It will specify the nature of the substantiated allegation,
and what is required to remedy the situation. An oral warning will be
the first step in the formal disciplinary process.

e To issue a first written warning to the employee.

e To issue a final written warning to the employee.

e To dismiss the employee. (This decision is only an option when the
hearing has been chaired by a member of the Senior Management
Team, Chief Executive or Panel of the Board)

e Staff on fixed/short term contracts or during an initial probationary
period will be dealt with under this procedure, in the same way as any
other member of staff. In appropriate cases, outcomes where
allegations of misconduct are substantiated may lead to the extension
of probationary periods, to allow a further period for an employee to
demonstrate suitability for the post.

Records of Warnings

The letter confirming the outcome of the disciplinary hearing will normally be
drafted and dispatched by the Human Resources representative on behalf of
the Chair, at the earliest opportunity after the hearing, and normally within 7
calendar days after the meeting.

A copy of that letter and any warning it may contain will be retained on the
employee’s personal file for the following specified period.

An oral warning will remain on an employee’s personal file for a period of 6
months; written and final written warnings will remain on personal files for a
period of 12 months from the date of the decision.

The above time periods refer to periods during which the employee is at work.
If, therefore, the employee is absent from work for more than short periods for
reasons other than authorised holiday, the time period during which the
warning will remain on the employee’s record will be extended to reflect that
absence.

In the event of further issues being referred to a disciplinary meeting during
the life of any earlier warning which result in disciplinary action, then the
earlier warning will be taken into account in deciding an appropriate remedy to
the latest disciplinary offence. To confirm, any further act of misconduct,
whether of a similar nature or not, is likely to result in a further, more
significant warning being given and/or progress up the disciplinary process.





An example might be if somebody had a first written warning for persistent
lateness/unauthorised absence, and there was a further substantiated
occurrence within the 12 month life of the earlier warning, then the action may
be a final written warning. If there was a third occurrence then this may lead
to an employee’s dismissal.

The disciplinary action will be appropriate to the disciplinary offence. Some
offences will be so significant that by themselves they could lead to a final
written warning or dismissal.

There may be circumstances where the misconduct is so serious, namely
those incidents described as gross misconduct where the outcome will be
dismissal. However, in the event that a final written warning is issued as an
alternative to dismissal, then this warning will remain on the personal file for 2
years from the date of the decision.

Warnings will be spent, insofar as they are not taken into account for further
disciplinary action after the period specified in the warning i.e. they will not be
taken into account when deciding whether the offence merits disciplinary
action and/or when considering what sanction should be given, however,
warnings can be taken into account when deciding whether or not to accept
an employee’s arguments about mitigating circumstances.

In the event of an employee being dismissed as a result of the persistent
commission of minor offences the dismissal will be with notice. Dismissal for
gross misconduct will be immediate and without notice.

Appeals

Any employee subject to an oral warning, written warning or dismissal may,
within 14 days of the date upon which the written notification was sent to the
employee, appeal against the decision. The appeal should be in writing,
specify the grounds of the appeal and be sent to the Human Resources
Director. In all cases the appeal will be heard as far as is reasonably
practicable by a more senior person than the person who conducted the
disciplinary meeting, accompanied by a representative from Human
Resources Team. In the case of a Senior Management Team member or the
Chief Executive, an appeal will be to a panel of the Board.

No person who has been involved in the decision to impose a disciplinary
sanction, or dismissal, against a particular employee shall hear that
employee’s appeal.

The appeal shall be by way of re-hearing and shall follow the same procedure
as the disciplinary meeting. The employee shall have the same right of
representation as at the disciplinary meeting.

At the completion of the appeal hearing the decision may be announced and
confirmed in writing, or may be notified in writing normally within 7 calendar
days. No further right of appeal will be available for the employee.





Where an appeal against a decision to dismiss is unsuccessful, the dismissal
shall stand from the date when the original decision was given to the
employee. An unsuccessful appeal shall not have the effect of extending any
notice period, or, in the case of summary dismissal rendering Impact liable to
pay any remuneration to the employee for the period between dismissal and
appeal. In the event that an appeal against dismissal is successful the
employee shall be fully reinstated and any back pay paid to them.

Other Information
Dealing with Ill Health Absence

When dealing with absence a distinction should always be made between
absences on grounds of medically certificated long term illness, and those
which may call for disciplinary action. All unexplained absences should be
investigated promptly and the employee asked to give an explanation. If, after
investigation, it appears that there were no acceptable reasons for the
absence the matter should be treated as a conduct issue and be dealt with
under this disciplinary procedure. It is important that the employee is told
what improvement in attendance is expected and warned of the likely
consequences if this does not happen.

Where the absence is due to medically certificated long term iliness the issue
becomes one of capability and Impact will take a sympathetic and considerate
approach to these sorts of absences. In deciding what action to take in these
cases Impact will take into account, the likelihood of an improvement in health
and subsequent attendance (based where appropriate on professional
medical advice), the availability of suitable alternative work, the effect of past
and likely further absences on the organisation, how similar situations have
been handled in the past and whether the illness is a disability as defined in
the Equality Act 2010.

Dealing with Poor Performance

Individuals have a contractual responsibility to perform to a satisfactory level
and should be given every help and encouragement to do so. Impact has a
responsibility for setting realistic and measurable standards of performance
and for explaining these standards carefully to employees.

Where employees are found to be failing to perform to the required standard
the matter should be investigated before any action is taken. Where the
reason for sub-standard performance is found to be a lack of the required
skills the employee should, wherever practicable be assisted through training
or coaching and given reasonable time to reach the required standard.
Where the substandard performance is due to negligence or lack of
application on the part of the employee then disciplinary action will normally
be appropriate. Failures to perform to the required standard will normally be
dealt with through this procedure with suitable adjustments.





An employee will not normally be dismissed because of a failure to perform to
the required standard unless warnings and an opportunity to improve (with
reasonable targets and timescale) have been given. However, where an
employee commits a single error due to negligence and the actual or potential
consequences of that error are, or could be, extremely serious, warnings may
not be appropriate. The disciplinary procedure may be followed and summary
dismissal is a possible outcome in those circumstances.

Capability Procedure
Introduction

Clear policies and procedures are necessary for promoting good employee
relations as well as fairness and consistency in the treatment of individuals.
They enable organisations to influence the conduct of staff and deal with
problems of poor performance and attendance, thereby assisting
organisations to operate effectively. Policies set standards of conduct and
performance at work; procedures help ensure that the standards are adhered
to and also provide a fair method of dealing with alleged failures to observe
them.

It is important to ensure that all staff know what standards of performance are
expected of them. Managers should also know and be able to apply the
policies and procedures they are required to follow in relation to unsatisfactory
performance.

This capability procedure should not be viewed primarily as a means of
imposing sanctions. Rather it should be seen as a way of helping and
encouraging improvement amongst staff whose standard of work is
unsatisfactory. The procedure deals with issues of capability. However, a
distinction must be drawn between incapability and lack of performance that is
attributable to a wilful refusal to work satisfactorily. The latter is a matter of
conduct that will be dealt with through the disciplinary procedure.

The general principle that is adopted throughout this procedure is that
managers at Impact will provide every opportunity for employees to improve,
where they are not performing at an acceptable level. The approach will be
sympathetic and supportive aimed at providing all reasonable means of
assistance for the employee to reach the required standards. This may be
through additional training and development, coaching, work shadowing or
intensive management support. Only as a last resort will the procedures
contained within this document, which set-out how issues of unsatisfactory
performance will be addressed, after all other methods have failed, be
implemented.

Who does this procedure apply to?
This capability procedure applies to:

e all Impact employees;





e issues of poor or inadequate performance by employees;

e Instances where there has been a failure to meet the required standard
of work, whether for reasons of capability, negligence or lack of
application.

What are Capability Issues?

Capability is defined as “the quality of being capable”, and also refers to
ability. The word capacity is sometimes interchanged, which is defined as
“the ability or power to contain, absorb, or hold, or the ability to understand or
learn”. In a work setting both capability and capacity normally refer to an
individual’'s ability to fulfil a job role. An unacceptable level of performance at
work comes within the ordinary meaning of lack of capability.

Employers go to considerable effort to recruit, select, induct and train new
employees. Under normal circumstances all new employees will undergo a
detailed induction process. This process follows on after the provision of a
detailed job description, which sets out the main competencies required for
each job. This document is provided at the time of recruitment to each post.
The purpose of providing this document and of undertaking detailed induction
processes is to ensure as far as reasonably possible that every employee is
clear about organisational expectations for the job, the context of where it fits
in, and more specifically, what the manager expects of the new employee in
terms of job role, scope and performance expectations.

Occasionally, the match between organisational expectations and employee
performance breaks down and the employee is unclear of expectations.
Whilst normal line management arrangements should be able to deal with any
problems within this context occasionally they also may fail. In the event of
that occurring, or if a situation moves beyond normal line management then
recourse is available to refer to these capability procedures.

Line Management

As a norm all Impact employees will have regular line management, “one to
one’s” with their manager. These should occur every 4-6 weeks, but in
exceptional circumstances may occur more frequently where necessary. The
timings will normally be by agreement between the employee and manager.
Impact expects that both manager and employee will have prepared for the
meeting, and both parties will bring items for discussion. Standard items for
discussion should include: workload; progress against routine tasks and
responsibilities; and progress against other targets and priorities. Further
dialogue should cover any items raised which have hindered or impaired
achievement of tasks, targets and priorities. Both parties should explore the
reasons for non achievement, checking out if this is due to external factors,
outside the control of the employee, or lack of training and development which





means that the employee has some gaps in knowledge, capacity or ability due
to training and development needs that need tackling.

Such gaps sometimes occur and may be due to changes in skill and
knowledge requirements, brought about by external changes which vary the
requirements of the employee. This could also be due to legislative changes,
e.g. new health and safety provisions etc. Alternatively, the changes may be
within the organisation due to re-organised ways of doing things, or the
introduction of new technology. These types of changes will also bring about
training and development needs to fulfil new requirements.

In some instances, deficiencies may emerge due to changed organisational
expectations e.g. increased expectations about accountability and personal
responsibilities.

Appraisal Processes

In addition to routine line management, an annual formal appraisal takes
place during January/February.

The appraisal should not reveal any surprises to employees. If there have
been any issues that required attention during appraisals, then these should
have been raised during routine line management meetings during the course
of the year.

The competency framework attempts to set out the main competencies
required of Impact employees. It provides a means for both employees to be
clearer about organisational expectations, and at the same time allows
managers to assess whether staff possess the necessary competencies to
fulfil their job roles.

The Procedure in Operation
Managing Capability Informally

It is likely that issues of capability will arise during normal work activities and
will initially be dealt with through the normal line management process. Every
manager who needs to deal with an instance of poor performance faces the
problem of having to describe to the employee concerned how he or she is
failing to cope adequately with aspects of work. If the employee has been
issued with a detailed job description then it should not be difficult to discuss
the perceived inadequate performance in specific terms. However, in the
absence of precise standards which can be quoted, the reasons for the
manager’s dissatisfaction with the employee’s performance and how the
employee is falling short of the requirements of the job should both be
explained to the employee. This would probably involve highlighting some
area of concern with an employee, either in a day to day activity or at a one to
one line management meeting. These situations arise every day and are a
normal part of working life. The sort of questions that a manager may need to
ask, to determine whether a problem exists or not, may be:





e What are the indications that the employee is not measuring up to the
requirements of the job?

e Have there been complaints about or criticism of the employee’s work
from colleagues, suppliers, customers or members of the public?

e Are there factual grounds to indicate inadequate performance, such as
poor results?

e Does the manager’s own observation of the employee at work indicate
dissatisfaction with his or her performance?

e Has the employee asked for help to overcome a problem?

If the area of concern is not resolved then it will need to be returned to by the
manager, and addressed by the manager speaking to the employee about
why the problem has not been resolved. This meeting will need to focus
particularly on how the employee is thought not to be performing satisfactorily,
ascertaining whether the employee accepts that there is a problem and, if so,
whether he or she will respond to positive moves and suggestions to aid
improvement. In general responses from employees in these circumstances
may fall into one of four categories, namely:

e The employee accepts that there is a problem and leaves it to the
Manager to suggest what could be done (e.g. better instruction on how
to do the work; training or retraining; closer supervision; a move to
other work). This response by the employee is more likely to occur
when the employee is unable to cope with a technical problem, or
perhaps lacks sufficient knowledge to do the work adequately;

e The employee expresses doubt about whether there is a problem, but
indicates willingness to respond to any suggestions the manager may
make. This leaves it to the manager to suggest possible solutions,
discuss the merits of them with the employee and seeks the
employee’s agreement to the most appropriate.

e The employee acknowledges the problem (or volunteers concern about
it) and asks for help to resolve it;

e The employee denies the existence of any problem

This process require a non-threatening and non-critical approach by the
manager with the aim of helping the employee to find a solution, with the
manager trying to unearth as many aspects as possible of the problem, as
perceived by the employee through:

e a sensitively-handled discussion free from interruption conveying the
manager’s undivided attention and aimed at establishing trust between
the manager and the employee,

e encouraging the employee to describe the problem,

e probing the employee’s description of it through the use of open-ended
and non-negative questions (e.g. questions beginning with how, what,





where, when and why), although some specific/direct questions may
need to be asked,

e being alert to how to persuade the employee to elaborate on any
generalities in his or her answers or statements which may conceal
details of the problem, without encouraging the employee to explain
why he or she is worried about it,

e being alert to factors possibly contributing to the problem (e.g. the
employee’s relationships with colleagues; fears of inadequacy, failure,
lack of promotion or career development, or redundancy; insufficient
training; domestic problems),

e the avoidance of censure,

e shaping the discussion so that the real problem is unearthed, the
factors contributing to it are explored, possible solutions are identified
and discussed, and if possible an action plan to help the employee
overcome the problem is agreed (e.g. possibly involving one or more
training events, general assistance, supervision by someone skilled in
the work, encouragement, monitoring outcomes and subsequent
discussion of progress).

During this meeting the manager should agree the arrangements for
monitoring the employee’s continuing performance. The manager's aim
should be for the employee’s performance to be monitored and assessed as
objectively as possible and as frequently as appropriate, bearing in mind the
nature of the employee’s duties and the length of time which would be
reasonable to allow for improvement. A record of this meeting should be kept
and a copy given to the employee.

The manager needs to agree a reasonable period of time to enable any
agreed actions to take effect. This may be for the employee to attend a
training course, and upon return to apply the learning to eliminate the
identified gaps. It might equally be to see a reduction in the number of
complaints, if the problem has been related to a poor attitude. Dependant on
the seriousness of the problem and the length of time that may be necessary
to attend training, assimilate information and then implement revised
practices, the period is likely to be anything between 3 to 6 months. In some
cases, for example if it related to poor health and safety practices, changes
could be required immediately and sustained. This will be monitored on a
monthly basis. In other cases which require formal training, e.g. typing skills it
could be as long as 12 months. The manager needs to confirm with the
employee what period is being allowed for the demonstration of improved
performance upon completion of the activities agreed to address the
deficiency area. The manager also needs to confirm the potential outcome if a
sustained improvement has not been demonstrated at the end of the agreed
period (see below).

At the end of the monitoring period the manager will arrange a meeting with
the employee to discuss the situation and how to progress. It is hoped that at
this time sufficient improvement will have been made and the employee’s
capability will cease to be monitored except via the normal performance
management systems i.e. Line Management meetings. However if there are





still concerns regarding the employee’s capability the manager may choose to
either:

e Extend the monitoring period (maximum of 6 months)

e Commence a formal capability process

Formally Managing Capability

If an attempt to improve an employee’s performance informally has not
resolved the issue a manager can begin a formal capability process. This will
mean a formal meeting is arranged between the line manager and employee.
At this point the employee has the right to be accompanied to the meeting as
outlined in the disciplinary procedure, “being accompanied at the hearing”
section. A HR Representative may also be present. The required
improvements must clearly be outlined at this meeting as well as the potential
outcome(s) of not meeting the specified criteria. The formal monitoring period
will normally be 3 to 6 months, however the manager may agree a longer
period e.g. 6 to 12 months if this was felt to be appropriate. Written
confirmation of these discussions will be issued in agreement with the Human
Resources Team and a copy placed on their personal file. Regular update
meetings between the manager and employee should be held throughout and
recorded.

Following the end of the formal monitoring period a meeting is arranged
between the line manager and employee. It is hoped that at this time sufficient
improvement will have been made and the employee’s capability will cease to
be monitored except via the normal performance management systems i.e.
Line Management meetings. However, if there are still concerns regarding the
employee’s capability the manager can progress to a further formal capability
hearing. At this point the meeting will be chaired by one of the managers
listed in the “who will be involved in the disciplinary, grievance or capability
process” section. The employee has the right to be accompanied to the
meeting as outlined in the disciplinary procedure, “being accompanied at the
hearing” section. The meeting will follow the same outline as a disciplinary

hearing.

At or following the meeting the chair will inform the employee of their decision.
This could either be to impose no sanction or to issue a written warning with
specific improvement actions with an identified time scale which would
normally be 3 to 6 months.

If the employee’s level of improvement still remains unsatisfactory at the end
of the period agreed for improvement, and the manager is able to reasonably
form a view that the employee is incapable of doing the work that he or she
was employed to do, and then the manager should in consultation with
Human Resources:

e consider whether any suitable alternative employment is available to be
offered to the employee;





e If so, make the offer in writing, explaining why it has been made and
the possible consequences of refusing it, and give the employee
sufficient time to consider the offer and, if so wishing, to discuss it with
their trade union representative.

e If no offer of alternative employment is able to be made, or if one has
been made and has been rejected by the employee, a further formal
interview with the employee will be appropriate. Again, the employee
should be informed of it in advance and the reasons for it. The meeting
will be chaired by the manager, (and if that is not a member of SMT,
the appropriate Director of the service area), and a member of the HR
Team will also be present. The employee will have the opportunity to
be accompanied by their trade union representative, if any, or another
employee of Impact.

At the meeting the history of the case should be covered along with the
employee’s explanations (if any) which should be listened to and considered
before a decision is made. The range of options open to the chair are:

e Whether to allow further time for improvement;

e Whether to issue a further caution and allow further time for
improvement; or,

e Whether to dismiss the employee for lack of capability

If dismissal is decided upon it should be with notice, or with pay in lieu of
notice.

At the time notice is given the employee will be informed of the right of appeal
within the organisation.

If this procedure is being applied to a member of the Senior
Management Team, then it will work as follows:

e A Director will be seen by the Chief Executive, who, if necessary may
be accompanied by an external HR adviser. If the meeting is to
address capability issues for the Chief Executive, then it will be before
a panel of 3 Board Members). Again, the members may be supported
by an external, independent HR specialist if required.

Appeals

Any employee subject to a written warning or dismissal on grounds of
capability may within 14 days of receiving the written confirmation of the
decision give written notice of appeal against the decision. The notice shall
specify the grounds of the appeal and shall be sent to the Human Resources
Director. In all cases the appeal shall be heard by the Chief Executive,
accompanied by a representative from Human Resources, unless he has
taken the original decision in which case the appeal shall be heard by 3
members of the Board.





In all cases the appeal will be heard as far as is reasonably practicable by a
more senior person than the person who conducted the capability hearing,
accompanied by a representative from Human Resources Team. Any appeal
by the Senior Management Team or the Chief Executive, would be heard by
either a panel of 3 Board Members who had not taken part in the original
capability hearing, or an independent advisor selected by the Board to carry
out the appeal on their behalf.

No person who has been involved in a decision to impose a capability warning
or dismissal shall hear an appeal.

The appeal shall be by way of re-hearing and shall follow the same procedure
as the final capability meeting. The employee shall have the same right of
representation as at the final capability meeting.

At the completion of the appeal hearing the decision may be announced, or
may be notified in writing within 7 calendar days. No further right of appeal
will be available for the employee.

Where an appeal against a decision to dismiss is unsuccessful, the dismissal
shall stand from the original date, at the expiry of the notice period was
effective. An unsuccessful appeal shall not have the effect of extending any
notice period, nor rendering the employer liable to pay any remuneration to
the employee for the period between dismissal and appeal. In the event that
an appeal against dismissal is successful the employee shall be fully
reinstated and any back pay paid to them.

The person or panel hearing an appeal may decide to impose a lesser
sanction than the one agreed by the original decision-maker at the final
capability meeting.

Other Information
Capability Issues Following a Lapsed Warning/ Process

Following the completion of an informal or formal capability process if
capability issues arise again within a 12 month period the line manager will
have the option to progress directly to the next stage of the process e.g. an
employee has successfully completed an informal capability process but
issues have arisen again can begin a formal capability process without having
to complete the informal process again or if a formal capability process has
been completed but issues have arisen again can go straight to holding a
capability hearing.

The appropriateness of this would need to be discussed with a member of the
HR Team.

Dealing with Absence





When dealing with absence a distinction should always be made between
absences on grounds of medically certificated illness, and those, which may
call for disciplinary action. All unexplained absences should be investigated
promptly and the employee asked to give an explanation. If, after
investigation, it appears that there were no acceptable reasons for the
absence the matter should be treated as a conduct issue and be dealt with
under the disciplinary procedure. It is important that the employee is told what
improvement in attendance is expected and warned of the likely
consequences if this does not happen.

Where the absence is due to medically certificated illness the issue becomes
one of capability and Impact will take a sympathetic and considerate approach
to these sorts of absences. In deciding what action to take in these cases
Impact will take into account, the likelihood of an improvement in health and
subsequent attendance (based where appropriate on professional medical
advice), the availability of suitable alternative work, the effect of past and likely
future absences on the organisation, how similar situations have been
handled in the past and whether the illness is a result of disability as defined
in the Equality Act 2010.

The procedure for dealing with absence is separate to this main capability
procedure.

Who will be involved in the Grievance, Disciplinary or
Capability Process

The Role of Human Resources

The Human Resources Director and Senior Human Resources Officer are the
organisational experts on the implementation of the ACAS Code of Practice
on discipline and grievance handling and Impact’s disciplinary, grievance and
capability procedures and as such are available for independent advice to all
Impact managers and employees.

The HR Team, however, have a clear management support role in the day to
day management of the disciplinary, grievance and capability procedures, so
any employee seeking independent advice if the threat of e.g. disciplinary
action is an issue, should seek advice from their trade union representative or
a third party. Managers are encouraged to seek advice on any disciplinary,
grievance and capability issues to ensure that any proposed response fits
within the agreed organisational procedures for dealing with such issues.

A member of the HR Team will normally draft all disciplinary/grievance related
correspondence between Impact and individual employees and attend all
formal hearings. The role at hearings will be to support the “decision-maker”
through taking notes, but also to ask questions of any party during a hearing.
The HR representative will also ensure that the agreed procedures are
adhered to during each process.





At the conclusion of the hearing the decision-maker may also seek advice
from the HR representative on the presented facts of the case; any
appropriate precedents for similar disciplinary offences/grievances raised etc
that have occurred previously; and on any earlier disciplinary sanction that the
individual may have which is still valid and needs to be taken into account in
reaching a decision. But, the final decision (whether re disciplinary action or
grievance resolution etc) rests solely with the decision-maker.

The HR Director will receive all appeals and will oversee the arrangements for
appeal hearings with the appropriate people.

Investigating Officers/Managers

All staff responsible for the supervision of other staff — normally this will be the
immediate line manager of the person to be investigated. In some
circumstances this may be inappropriate or there may be a time issue and
another line manager may be asked to undertake an investigation.

Meeting Chair

The only staff authorised to undertake the chairing of a disciplinary, grievance
or capability meeting are as follows:

Asset Manager

Housing Manager

Care and Support Manager

Social Enterprise Manager

Capital Projects Manager

Business Systems Manager

Finance Manager

Audit and Performance Manager
Neighbourhood Manager

Senior Finance Officer

Senior Human Resources Officer

Senior Systems Development Officer

Young People’s Service Manager (Carlisle and Eden)
Young People’s Service Manager (South Lakes)
Human Resources Director

Operations Director

Finance Director

Community Investment Director

Chief Executive Officer

If the case that is to be heard involves suspected gross misconduct, which is
a dismissible offence if substantiated, then it should only be chaired by a
member of the Senior Management Team.

Appeal Chair





All employees affected by disciplinary action or who have submitted a formal
grievance will have one right of appeal. A person more senior than the
person who conducted the disciplinary meeting/grievance hearing/ capability
hearing will normally hear an appeal. Any person who has been involved in an
original decision to take disciplinary action/grievance resolution can take no
part in the decision making in an appeal process. (Although they may be
involved in presenting the management case.)

In some cases where the original disciplinary action has been heard by the
Chief Executive then the appeal will be to a panel of the Board.

At appeal the Chair’s decision will be final.

Preventing Bullying at Work Policy
Impact’s Commitment

Impact Housing Association fully supports the right of all people to be treated
with dignity and respect at work. We are committed to promoting a working
environment free from all forms of harassment and bullying and agree that
appropriate steps should be taken to achieve this.

Bullying is improper and inappropriate behaviour which causes stress and
undermines the health and safety of people at work. It will not be tolerated
within this organisation. As an employer Impact recognises that it has a
responsibility to protect employees against bullying at work, and to follow the
Health and Safety Executive's guidance in Stress at Work.

All employees will be made aware of Impact’s policy forbidding the bullying of
any employee by another and will be expected to comply with this policy.
Appropriate disciplinary action, including warnings, compulsory transfers
(without protection of wages or salary), and dismissal for serious offences,
may be taken against any employee who violates this policy.

Definition and Examples of Bullying

Bullying is where an individual abuses a position of power or authority over
another person. It can take many different forms. The following are
examples, but not an exhaustive list, of inappropriate behaviour covered by
the policy aimed at preventing bullying:

Shouting at an individual to get things done.

Humiliating an individual in front of their colleagues.

Picking on one person when there is a common problem.

Conduct that denigrates, ridicules or humiliates an individual, especially
in front of their colleagues.

Conduct which is intimidating, physically abusive or threatening.

e Victimisation, where a person is treated less favourably than another,
for example because he or she has brought proceedings, given





evidence or complained about the behaviour of someone who has
been harassing or discriminating against them or others.

e Consistently undermining someone and their ability to do their job.

e Making threats or comments about job security without foundation

e Preventing individuals progressing by blocking internal training/
promotion without reason.

Definition and Examples of Harassment

Harassment can take many forms from the most obvious abusive remarks to
extremely subtle use of power. The key issue being the impact of this
behaviour on the person receiving it and the feeling of violating that persons
dignity or creating an intimidating or hostile, degrading, humiliating or
offensive environment for them. The following are examples of harassment,
but are not an exhaustive list:

e Making unwanted remarks about i.e. someone’s race/ sex/sexuality
disability etc

e Unwanted physical contact

e Unwanted sexual advances

e Jokes of an offensive nature about i.e. someone’s race/ sex/sexuality
disability etc

e Spreading malicious rumours

Bullying and harassment are not necessarily face to face, they may be by
written communications, visual images (for example pictures of a sexual
nature or embarrassing photographs of colleagues) etc.

Preventing Bullying

Impact has duties to ensure both the physical and psychological health, safety
and welfare of employees at work under health and safety legislation. This
includes raising awareness of what bullying and harassment in the workplace
is. This is done via our internal policies and via training days for staff.

We must also assess causes of stress at work and introducing measures to
reduce or prevent stress. The Health and Safety Executive's list of source of
stress includes: harassment and bullying; inconsistent managerial style;
autocratic management; failure to listen to and take account of staff views.
Such causes of stress will be taken into account when the employer carries
out their risk assessment for stress.

Duties of Line Managers

Line managers are responsible for preventing bullying at work and for taking
appropriate action to eliminate it if it occurs. They should ensure that all
incidents are dealt with promptly and fairly, in strict confidence. Failure to do
so will be considered a failure to fulfil all the responsibilities of the post.





Managers must also ensure they treat staff equally and fairly and where
possible be consistent in their approach to dealing with staff. Communicate
reasons for i.e. preventing leave or attendance on a training course clearly
with the employee. This is to ensure they understand the reasoning behind
this and do not feel singled out.

Who can you speak to about Bullying?

Impact recognises that there can be difficulties in raising the issue of bullying.
The following are examples, but not an exhaustive list:

e |f the immediate manager is doing the bullying.

e If the employee is reluctant or too embarrassed to raise the matter with
their manager, or feels the manager may lack the skills, knowledge or
sensitivity to deal with complaints of bullying.

e If the employee finds the prospect of using the formal complaints
procedures intimidating.

Impact is concerned to ensure that such potential difficulties are overcome
and that allegations of bullying are raised so that they can be acted upon.

Impact already has in place a Whistle-Blowing Policy that could be used by
any employee wishing to talk to someone outside of the usual line-
management arrangements about what they believe to be bullying behaviour.
The normal contact for the Whistle Blowing Policy would be Mike Muir, the
Chief Executive. If as an employee you would feel uncomfortable in
approaching Mike, then there are three alternative points of contact available.
These are:

¢ the HR Director, Steve Holliday or,
e the Senior Human Resources Officer, Pam Stainton, or
e the Performance and Value For Money Manager, Jane Hall

Contact Officers

In addition to the above contacts, Impact has recently introduced a formal role
of Contact Officer; to provide staff with an independent point of contact should
any member of staff feel that they are being subjected to bullying or
harassment.

The main role of contact officers is to:

e Provide sympathetic assistance to employees with complaints of
bullying.

e Explain to them how the procedures for making a complaint operate.

e Establish the main details of any complaint.

e Channel the complaint to the appropriate manager for action if the
employee decides to take the matter further.





Contact Officers will discuss cases in complete confidence and will not divulge
information to any other person without the agreement of the employee.

An employee who comes to a Contact Officer to talk about bullying is under
no obligation to take further action. The Contact Officer is there to help
employees decide what they want to do. Employees who are recipients of
bullying are not obliged to refer their complaints to Contact Officers; it is
entirely up to them whether they do so. However, the nomination of Contact
Officers is an additional means of ensuring that such employees are not
discouraged from bringing forward complaints.

The current contact officers, together with their contact details are as
follows:

Pauline Mitchell Paulinem@impacthousing.org.uk
Graham Wilson Grahamw@impacthousing.org.uk
Viv Cook Vivc@impacthousing.org.uk

Trade Union Representatives

Trade union representatives are able to assist their members who have been
bullied, including supporting them in taking complaints. Impact encourages all
members who are concerned about bullying to speak to their trade union
representatives.

The internal Unison staff representatives are:

¢ Simon Macdonald, Shop Steward
e Damien Morris, Shop Steward
e Denise Waller, Health and Safety Representative

Impact allows trade union representatives paid time off to attend union
provided training courses on bullying.

Impact will support the union's activities on raising awareness and tackling the
issue of bullying amongst their members.

Impact recognises that stress at work in general is contributing to workplace
bullying, and is committed to jointly agreeing with the trade union ways of
tacking stress and implementing the Health and Safety Executive's guidance
set out in Stress at Work.

Impact adopts a consultative approach with staff in discussing issues that will
impact on the workplace. We also through the JCNG consult with the Unison
representatives over any organisational proposals which could have potential
implications for staff - for example on changes to staffing, terms and
conditions, new legislative changes and policies and procedures that will
cover employees.
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Impact is committed to preventing any bullying, harassment or victimisation of
trade union activists or members because of their trade union activities.

Complaints Procedure

An individual can deal with bullying in various ways, ranging from asking the
person to stop their bullying behaviour, to informal discussions with one of the
Contact Officers, or to making a formal complaint.

Some people are unaware that their behaviour in some circumstances is
bullying or harassing. If it is clearly pointed out to them that their behaviour is
unacceptable, the problem can sometimes be resolved. With this in mind, this
policy includes informal as well as formal action to deal with complaints of
bullying.

Informal Action against Alleged Bullying

If possible, an employee who believes that he or she has been subject of
bullying should, in the first instance, ask the person to stop the harassing or
bullying behaviour and make it clear what aspect of their behaviour is
offensive and unacceptable and the effect it is having on them. This can be
done either verbally or in writing. If the bullied person feels unable to
approach the person responsible directly, this initial approach can be made
with a colleague, line manager or a trade union representative, or by a line
manager.

If an employee feels unable to adopt the above approach, or if the bullying is
of a very serious nature, they can make an appointment with a Contact
Officer. They will provide informal advice in confidence both with regard to
the nature of any harassment and the means of combating it. No further
action will be taken without the consent of the employee making the
complaint. If the problem relates to a line manager, and the employee would
not be able to seek the consent of the line manager, to have time off to meet
with a contact officer, then perhaps the initial meeting should be in an
employee’s own time. Meetings will not normally take place in an Impact
Office, and will normally be outside the workplace, e.g. in a café. In the
absence of an identified venue, the contact officer could talk to Pam Stainton
in HR to determine an appropriate location. Pam could also arrange payment
for any location where a fee is charged.

An approach can be made by or with a contact officer. The employee will
need to confirm this request to the contact officer in writing

Confidential advice is also available to other employees who themselves may
not be the subject of bullying but are concerned about the bullying of others.

Formal Complaints Procedure against Alleged Bullying

If informal action does not result in the bullying behaviour ceasing, or if an
employee wishes to make a formal complaint, or if it is considered that the





behaviour might constitute a disciplinary offence, the formal complaints
procedure should be initiated and a formal report under Paragraph 3 of this
procedure should be made. Throughout this procedure, the complainant and
the person against whom the complaint is made will have the right to trade
union representation or to be represented by a friend or colleague, and to
seek informal advice from the Contact Officer.

An employee who believes that he or she has been the subject of bullying
should formally report the alleged act to their line manager, the Contact
Officer or a senior manager.

All complaints will be handled and investigated in a timely and confidential
manner. Confidentiality will be maintained in so far as it consistent with
progressing the investigation of a complaint. Employees shall be guaranteed
a fair and impartial hearing. Impact will nominate a senior member of staff to
undertake a thorough investigation of the complaint. This officer will normally
be drawn from the list of Managers able to carry out disciplinary or grievance
hearings, listed above.

As a first stage in the investigation, the investigating officer will arrange to
interview separately both the complainant, and the person against whom the
complaint has been made, with a representative if requested. The
investigating officer will also interview any other persons who has information
to offer on the complaints

A detailed response will be given in writing to the complainant by the
investigating officer. The investigating officer may need to consult with other
senior managers to confirm the appropriate response to what has occurred.
In most cases this would only be with a member of the SMT. This may
involve the SMT member having sight of the various documents relating to the
complaint. Only with the agreement of the complainant will the alleged bully
be provided with copies of any statements made. If the investigation is likely
to take a longer period of time, i.e. more than one or two weeks, the
complainant will receive regular feedback on progress. Ideally, this will be at
least every two weeks.

If the investigation reveals that the complaint appears to have substance,
prompt action designed to stop the bullying immediately and prevent its
recurrence will be taken. In such circumstances, if temporary relocation
proves necessary, the alleged bully and not the complainant will be relocated
unless the person complaining requests otherwise.

Where disciplinary action is considered necessary such action will be
considered strictly in accordance with Impact’s Disciplinary Procedure.

Employees shall be protected from intimidation, victimisation or discrimination
for filing a complaint or assisting in an investigation. Retaliating against an
employee for complaining about or assisting in an investigation of bullying is a
serious disciplinary offence.





Any decisions taken under this procedure do not preclude any employee from
pursuing a grievance in the normal way under the staff grievance procedures.

The complainant and the bully have the right to appeal against both the
processing and the outcome of a complaint within 10 working days of the
written notification of the outcome.

Appeals should be submitted in writing to the HR Director, Nook Street,
Workington, Cumbria, CA14 4EH. The appeal letter should contain details of
the reasons for submitting the appeal.

Appeals will either be heard by a member of the Senior Management Team,
or if the original decision was taken by one of the Director’s, the Chief
Executive. If the original decision was taken by the Chief Executive then the
appeal will be heard by three members of Human Resources Committee.

In the event that a complaint is received that relates to the Chief Executive,
then the Board shall appoint an independent person who shall not be
employed by Impact to carry out the investigation. The independent
investigator will report back to representatives of the Board. This will normally
be a panel of 3 Board representatives, including the Chairman of the Board,
the Chair of the HR Committee and a third Board Member, who will then
determine any action to be taken.

Information and Training Regarding Bullying

Information and training about bullying and about this policy will be given to all
employees, including supervisors and managers and new staff. This will
include information on what constitutes bullying and, for managers, on what
their responsibilities are.

Contact Officers and the managers responsible for investigating complaints
will be given training for this role.

This policy on bullying will be published in the following ways:

e By being accessible to all staff on Impact’s computer network;

e By being integrated into the latest staff handbook, which is provided to
all staff, and is updated annually, with new copies being provided at the
annual Staff Day.

The policy will be brought to the attention of contractors and agency staff.
Outside contractors will be required to comply with the policy as part of their
contract.

Support for Bullied Staff
Impact recognises that bullying can affect job performance and cause stress.

Where bullying causes deterioration in job performance, this will be treated as
a health problem and the person will be encouraged to seek help under the





terms of this policy. There will be no discrimination against individuals
suffering from bullying or stress caused by bullying.

Counselling will be offered by independent and trained counsellors. This
service will be strictly confidential between the counsellors and member of
staff. No details or records will be disclosed without the written permission of
the members of staff concerned.

Employees who have been bullied will be offered paid time off to attend
counselling sessions. In addition, names of stress counsellors and how to
contact them will be publicised, so that staff can make arrangements for
counselling outside their working hours if they wish (this is for staff who do not
want to ask for time off which could draw attention to their need for
counselling).

Support for Alleged Bullies

In some instances, staff who are alleged bullies may not be aware of the
effects of their behaviour on others. In these circumstances it may be
appropriate to provide support and development opportunities to these staff
as part of follow-up action to any complaints of bullying.

If however, you are accused of bullying then you may choose to gain your
initial support from a trade union representative. The reason for this is that
Impact’s priority is for the safeguarding of all staff against bullying.

Trade Union Membership and Other Rights
Who can join the Trade Union?

All members of staff have the right to become a member of a Trade Union if
they wish. This may be any union not just Impact’s recognised Union currently
Unison (see below).

Trade Union Recognition Agreement

Since the 1st April 1997, Impact has had a Union Recognition Agreement with
Unison. Copies of this Agreement are held both with the Union and the Chief
Executive and please refer to these for full details. For the purposes of this
Handbook the following details are noted here:

This Agreement is based on Unison having membership totalling no less than
30% of all Impact employees, including Part-Time and Fixed Term Staff,
including cleaners but excluding Bank Relief Staff.

Impact recognises the right of any of its employees to join the Union and the
right of Unison to represent the Union members and to negotiate on their
behalf. This agreement gives Unison sole negotiating rights for all terms and
conditions of employment and all matters concerning the employees.





Impact undertakes to advise all new employees that Unison is the recognised
Trade Union Organisation to represent them.

This agreement does not remove an individual employee’s right to invoke the
Grievance Procedure.

Unison will elect a shop steward from amongst its members employed by
Impact and covered by this Agreement. The shop steward will act on behalf
of the Union members in Impact, including helping to process grievances
between members and Impact, and to process variations to this Agreement.

The appointment of the Shop Steward shall be subject to endorsement by
Unison’s appropriate full-time Official, and recognised by Impact.

Both parties recognise that it is in their mutual interest that Union
representatives understand their duties and rights; hence they should receive
appropriate training as approved by the Union.

The Company agrees that time off from work with pay, shall be given to Union
representatives undertaking approved training, subject to prior agreement with
the appropriate management.

It is agreed that a Joint Consultation and Negotiating Group will be set up as
the main body for consultation and negotiation between Impact and the Union.
Its constitution is set out in Appendix 2 of the Union Recognition Agreement.

Impact will allow Union Meetings to take place in work time on a cycle of no
less than 8 weeks. All Union Members may be released for such Meetings
with an appropriate period in advance of the Meeting to allow for travel to the
appointed Meeting place, which will be classed as working time. Please note
that if the meeting takes place outside your normal working hours you will not
be eligible to claim lieu time or overtime.

Whether the meeting takes place within your usual working hours or not you
will not be entitled to claim travel expenses.

In certain circumstances, for example when issues covered by this Agreement
are under discussion, more frequent Meetings may be allowed. The need for
more frequent Meetings will be agreed by the Human Resources Director and
the Shop Steward.

Membership of another Trade Union

There is no eligibility to attend union meeting during work time. If you wish to
attend a union meeting which takes place in your working time then you will
need to arrange to take lieu time, annual leave or unpaid leave with your Line
Manager. Again travel expenses will not be paid.





However we would permit reasonable paid time off to meet with your Trade
Union representative if you are part of a formal process e.g. disciplinary,
grievance, absence management etc to discuss this.

Other Rights

A member of staff may at any time inspect their own personal file which is
held by Impact. This can be done by contacting the Human Resources Team
who will make the necessary arrangements to provide access to the file within
24 hours of the request.
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Time Off In Lieu Notes

General notes:

The process is exactly the same whether you wish to add lieu time to your bank of
time to take or you wish to take lieu time from your bank of time owed back to you.

Lieu time can only be added to your lieu time bank in 15 minute slots i.e. you can
book 2 hours, 2 hours and 15 minutes or 2 hours and 45 minutes but you cannot
book 2 hours and 20 minutes or 2 hours and 35 minutes etc.

You can book a minimum of 30 minutes off at a time when taking your owed lieu time
and if you do not have enough lieu time in your ‘bank’ Select will not allow you to go
into minus figures and will cancel your request.

If you are booking a full day lieu time it is important to deduct your normal work break
from this i.e. someone who works 9am to 5pm on a Monday is entitled to a 30 minute
lunch break, they would therefore book off 7.5 hours not the 8 hours they are at
work. Unlike holiday requests Select does not recognise your working pattern.

Step by Step guide:
To view your total Toil and your Toil History-

Log into Select and click on the ‘your absence zone’ (bottom left). On the absence
menu Toil History and Request Toil will appear.
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In Toil History you can view how much time off in lieu you have built up in total on the
first tab and by clicking the Toil History Tab behind you can see each Toil addition
and subtraction.
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To add in Time owed back to you or to book Toil-

Log into Select and click on the ‘your absence zone’ (bottom left). On the absence

menu Toil History and Request Toil will appear. Click ‘Request Toil'.
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After clicking ‘Request Toil' the below form will appear. Complete this and add your
reason’s for requesting time off in lieu or for adding in overtime to your lieu time bank
to take at a later date. It is very important you choose the right ‘Toil Type’'. If you

have worked additional hours and are adding time to your lieu time bank to use at a
later date choose the option ‘add’. If you are requesting to take time off in lieu and

use some of the hours owed to you choose the option ‘take’.
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If you are happy that the form is complete click save and continue (on the right hand
side).

You will then see a preview of your request, this will show you at the bottom of the
page how much Toil you have requested and what amount you will have in your
bank following your request being approved by your Line Manager.
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cord:

Once you have previewed the form click complete (on the right). If you have not
clicked complete within 3 minutes Select will do this automatically.

Once completed the request will be sent to your Line Manager who will approve or
decline it. You will receive an email to confirm this.

Line Managers Notes:

Following one of your team entering a lieu time request you will receive an email
from Select and a task to authorise this will be waiting in your task list. Click the task
and action this task (on the right hand side).

You will then be presented with a copy of the form filled out by the employee. The
Toil type highlights whether they wish to ‘take’ lieu time out of their bank or to ‘add’
more into it as they have worked additional hours.

If they are requesting to add lieu time to their bank they should have completed the
employee notes section to explain why this is.
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When you have read the form you can make comments in the box as to why you are
accepting or declining the request (this will be automatically forwarded to the
employee in an email) and then click accept/ decline on the right to complete the
task.

Your member of staff will then receive an email to notify them of your response.

At any time you can view the Toil records for your staff in the Managers Menu in the
‘Their Absence’ Zone under Toil History. You can also add in Toil requests if your
team member takes lieu time at short notice.
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Frequently Asked Questions

How do | request training?

You will normally discuss your training needs in Line Management or appraisal
meetings. However if an event you are interested in attending comes up between
these meetings you can speak informally to your Line Manager or fill out a training
request form and send it to them.

Training requests can be completed through Select HR, for instructions on how to do
this please refer to the Select Staff Handbook. (hyperlink)

How do we identify development needs?

It is expected that the Induction, Appraisal and Line Management process will
identify the skill, knowledge gaps and training needs of members of staff at a formal
level. Managers need to ensure these are clearly identified and communicated to the
HR Team. From this the Human Resources Team will be able to identify common
development needs and be able to plan how these gaps and needs will be met.

Other training and development needs may emerge on an “ad-hoc basis and your
manager will need to bring these to the attention of Human Resources, normally via
a training request form.

What development opportunities are available to me?

Impact signed the Skills Pledge in 2009, the aim of the Pledge is to support all
employees to develop their functional skills, including literacy and numeracy. It also
entails working towards relevant and valuable qualifications to at least NVQ Level 2
and possibly above.

Impact is committed to a training and development programme that addresses
individual training and development needs and the wider organisational learning
needs. The programme will include:

0] opportunities to gain appropriate nationally recognised qualifications, whether
this be through internal or external training;

(i) opportunities to participate in skills training, relating to the competency
requirements of individual positions and the wider organisational needs;

(i) opportunities to be involved in “in-house” development programmes, e.g.
Equality and Diversity, Management Development and Customer Care.

(i)  Opportunities to improve your literacy, numeracy and IT skills.

Will | be able to stay overnight? And where can | stay?





The decision as to whether overnight accommodation is appropriate is based on
where you live in relation to the event location, and start/finish times in relation to an
estimated time you will need to leave home. General guidance regarding travel to
and from an event on the same day is if the event is being held an area stretching
from Glasgow & Edinburgh in Scotland to Manchester, Liverpool, York, Leeds, it is
not unreasonable for staff as a “one off” to be able to travel and attend the event in
the same day.

As Impact is a registered social landlord and charitable organisation we have a duty
to ensure “value for money” as far as possible. If an event is being held in a hotel,
the training provider has often negotiated special rates for guests attending the
event, so this should be checked out in the first instance. If this is not the case, it is
expected that staff shop around for reasonably priced good quality accommodation,
i.e. Travel Inn, Travel Lodge, Ibis, Holiday Inn etc.

With regard to other subsistence allowances you will be eligible to claim whilst
attending an external training event, these have been revised as follows:

Breakfast — (if not included in the cost of the accommodation or provided for as
additional payment at the accommodation) — £5.00*

Lunch - £5.00 (if not included as part of the course)

Tea/ Coffee/ Cold drinks - £4.00

Dinner - £13.00*

Out of Pocket Allowance - £3.63

*However, as has always been the case for breakfast/dinner, if you decide to eat in
the accommodation restaurant you will be eligible to claim the cost of the breakfast/
dinner there, i.e. their evening meal menu (not a la carte!), plus one drink, or their
usual breakfast menu — either continental or cooked. We would expect the cost of
dinner in the hotel to be no more than £20.00/£25.00, and breakfast to be between
£5.00 & £12.00.

Will my travel costs be paid?

Yes Impact will always reimburse you for travel (less your normal home to work
mileage). However we do ask that where possible you travel with a contract hire car
user/ essential car user or car share to reduce the impact we have on the
environment and ensure value for money. The out of County rule will also apply.

We encourage staff to look into whether travelling by public transport is a suitable
option. If a member of staff does decide to use public transport, then they will be
responsible for organising and making the initial payments for any travel, i.e.
train/bus tickets. Claims for payment should be made after attendance on the event,
on the Monthly Travel Expenses Claim Form.

What do | do if | cannot attend a training event on the day?





Contact the course provider as soon as possible or if you are unable to get in touch
with them your Line Manager or a member of the HR team if your Line Manager is
unavailable.

Why do | have to evaluate the training courses | attend?

It is extremely important to evaluate training courses attended to ensure value for
money and quality training is being obtained. This is your opportunity to let us know if
there were issues with the venue, provider, course content etc so that we can
change these for future events.

When do appraisals take place?

Appraisals take place annually in January/ February.

What happens to the training needs | enter on my appraisal?

You and your Line Manager will need to agree when you attend the one off unique
training courses you have identified and discuss the appropriateness of this with HR.

HR will also look at the training plan identified for the whole organisation to ensure
that some of the courses identified in your appraisal are ran in-house if several
people have highlighted this development area.

Introduction

This section is designed to help answer any questions you may have during any part
of the process, however, please do not hesitate to contact either Heather Wilson or
Gill Brookes in the HR Team in the first instance or any other member of the HR
Team if either Heather or Gill are unavailable. Heather — x 2144 (internal dial) or
01900 842144. Gill —x 2132 (internal dial) or 01900 842132.

Reasons for training our staff

@) Impact as an employer recognises the contribution staff make to the success,
achievements and perceptions of the organisation. Impact has clear and specific
targets and objectives set out in the business plan, expanded in the organisational
annual plan and “cascaded” down through team and individual targets and
objectives.

(b) Impact recognises that for the organisation to achieve all of its targets and
objectives, it needs to ensure that all members of staff are trained to fulfil the
requirements that the organisation places upon them. Impact is therefore committed
to the concept of the “Learning Organisation”.

(©) Impact achieved the Investors in People accreditation in October 2000 with
subsequent reaccreditations in 2003, 2006 and 2009. Impact achieved the Investors





in People Gold Award in 2009 and was one of the first north west companies to
receive the award. Investors in People requires organisation’s to establish and
demonstrate clear links between the organisational aims and objectives, individual
competency requirements and training and development needs and plans for
addressing them.

Different Types of Training Events

The course a member of staff attend are categorised as internal or external and
mandatory or non-mandatory.

External Training Event

We define an external training event as a “one off” event, whereby a member of staff
has either sourced or requested a particular type of training or attendance at a
conference which is specific to their particular job role, usually attending by
themselves, or on occasions with another member of staff. Such events can be held
within Cumbria, but often tend to be nationally held events. This is usually non-
mandatory training, unless specified otherwise by the organisation.

Internal Training Event

We define an internal training event as “in-house” training, which HR have sourced
and “bought in” from specialist organisations, ie. Welfare Benefits Update Training,
Housing Law etc or which is provided by staff within the organisation, ie. I.T. staff,
Greenways to Work staff. HR arrange the venue and co-ordinate attendance by
delegates if there are several dates/venues. Internal training can often be
“‘mandatory” training, ie. required by all or particular staff groups.

Mandatory Training

Mandatory training as organisationally required can be either training that every
member of staff has to complete, eg. Equality & Diversity, Preventing Bullying at
Work Policy Training, or that particular groups of staff have to complete as defined
by their job role, ie. Supported Housing or Housing Staff, being required to attend
Protection of Vulnerable Adults Policy Training, Child Protection Policy & Procedure
Training, Energy Efficiency Training, or IFS Staff Attending Manual Handling Training
etc.

Co-ordination of this training is managed by the HR Team and Line Managers as
appropriate.

Non-Mandatory Training

Non-Mandatory Training is optional training that will enhance a member of staff’s
skills or knowledge to enable them to carry out their job role more effectively, but is
not a mandatory requirement.





Training Needs/ Training Requests

You and your Line Manager will need to agree what training is appropriate for your
role. This will normally be done via Induction, Appraisal and Line Management
meetings; however you can raise specific training needs with your Manager at
anytime.

When your employment commences you will be added to a waiting list of internal
courses that all staff are expected to attend such as Preventing Bullying in the
Workplace, Equality and Diversity etc. These will be arranged by HR and you will be
notified of potential dates.

If the course is an external course you will be required to fill out a training request
form and this will be authorised by your Line Manager and the Senior HR Officer.

Professional Qualifications/ Modular Training

Facilities for part time study and training may in appropriate cases, be made
available to staff who wish to take a professional, technical or other approved
gualification directly relevant to the job. Any member of staff wishing to do so should
first discuss the matter with their Line Manager and then HR. Where leave of
absence is granted to enable staff to attend approved day time classes, Impact shall
give the following assistance:

. pay their full salary;

. reimburse all prescribed course fees and other approved educational
expenses e.g. registration/exemption fees, examination fees (first attempt only),
purchasing/borrowing approved equipment, books (expenditure up to a certain limit)
all at the discretion of Impact;

. reimburse the cost of approved additional expenditure incurred on travelling
and subsistence.

Agreement on suitable training courses/ professional qualifications should be
identified through annual Appraisal Meetings and agreed with the Line Manager and
the Human Resources Team. If a member of Staff is unhappy with a decision, they
have recourse to the Grievance Procedure.

Examination Success

A member of staff, on receiving the results of examination successes should notify
their Line Manager and when available provide copies of their certificate to Human
Resources.

Study Leave

Subject to budgetary restrictions and staff cover implications etc staff will be
supported to attend courses which are relevant to their jobs. Typical courses would
entail day release or distance learning but it is unlikely that Impact could participate
in block release courses. Some of these courses may require the member of staff to
study or complete assignments away from the event.





For a course which is agreed to be relevant and useful for a member of staff's job
then staff would be entitled to take time off to attend a day release course. Staff
would be entitled to take this time off when they are actually on their course, but not
during vacations or other periods where they are unable to attend classes. Staff
studying for a course by distance learning are entitled to between 1 and 3 working
weeks study leave (depending upon the nature and duration of the course) in
addition to the leave outlined in (c) and (d) below. Clearly this does not cover the
complexity of all courses and staff should not have to suffer significantly simply
because they are learning from home.

Subject to the needs of the service, staff will generally be entitled to attend
residential or other special courses agreed by the Association which occur during the
week. They may be entitled to time off in lieu for weekend courses and to travel
costs. Where courses start in the afternoon and carry through into the evening, staff
will be entitled to time off from work for only that period which occurs during normal
working hours. For scheme-based staff there may need to be special arrangements.

Permission may be given to leave work early (at a reasonable time) when essential
in order to attend evening classes.

All of the above is subject to the needs of the service, and will be negotiated
between the members of staff, their Line Manager and the Human Resources Team.

Where a course has exams at the end of it, leave with pay to attend examinations
will be granted. Staff are allowed to take the whole day as 'examination’ leave,
except where the examination paper takes place in the morning and there are no
further papers to be taken during that examination period for that course of study.
After that examination staff may either come into work or take annual leave or lieu
time. If, given the location of the examination centre and the member of staff's
normal place of work it is not reasonably practicable to return to work, staff will be
allowed time off with pay. Staff must agree what is the appropriate course of action
to take with their Line Manager before taking exam leave.

For NVQ Level 4 and 5, and for courses of study leading to professional
gualifications e.g. CIH, CIPD, CIMA etc 1 working week's study leave may be
agreed.

For NVQ Level 2 or 3, GCSE etc 3/5 of a working week may be granted.

However, each case should be discussed on its merits with the member of staff, Line
Manager and the Human Resources Team.

Travel to an Event & Travel Claims

Travel to an Internal Training Event

Internal training event venues are arranged by the HR Team, taking in to
consideration who is attending and where they are based, to minimise travel by staff
as much as possible, as well as considering other value for money factors, such as
venue costs.





As has always been the case and in line with the environmental and value for money
agenda, staff are asked to travel together to an event, and where possible, in the first
instance with contract hire car/essential car users. Delegate lists of who is attending
a particular event will be available to all the delegates, and will highlight contract
hire/essential car users and how to contact them.

Staff can only use their own car to travel to an event if they are registered as a
“business users”, ie. have a current driving licence check, and have submitted their
car documents, ie. current car insurance, confirming they are insured for business
use and current MOT certificate, if the car has one or vehicle registration document if
not. Car user status is recorded on the Select HR system for each member of staff,
under a member of staff’'s Personal Details, selecting the “Car” tab. “Non Driver”
definition means that a member of staff is not registered as a “business user”, and is
therefore not permitted to use their car in connection with any business use during
the course of their work, including travel to and from a training event, even if they are
not intending to claim any travel expenses. (For any further clarity or guidance
please contact Heather Wilson x 2144 or Steve Holliday x 2141.)

Travel Claims

The “driver” to an internal event is eligible to claim the return travel to that event,
which may include diversions if picking up & dropping off other staff (this should be
recorded on the travel expense form), less their usual home to work return mileage,
at their usual mileage rate, ie. contract hire car, essential or casual car user rates
(from 1st April 2012 110 miles maximum can be claimed at casual car user rate then
the rest must be claimed at contract hire car user rate). Any claims should be made
on the usual Monthly Expenses Claim Form, noting clearly the date, venue and title
of the event attended, any home to work return mileage deducted and final return
mileage claimed. Free car parking is available at the majority of training venues,
however, if there are car parking charges, then a receipt must be submitted with the
Monthly Expenses Claim Form, noting clearly in the Expenses section of the form
the details and costs of the charges incurred.

Travel to an External Training Event

External training events are often held outside Cumbria, and staff have a choice, to
either:

1. Use public transport
2. Drive to the event if they are a “business user”

Use of public transport is encouraged by the organisation to reduce our impact on
the environment, but its appropriateness will be determined by accessibility of
departure station in relation to a member of staff’'s home and departure station, and
training venue from arrival station, as well as public transport times in relation to
course start and finish times and therefore, journey start and finish times.

Details/links to rail travel websites are:





http://www.nationarail.co.uk- for train times/journey planning/train tickets
http://www.virginrail.co.uk- for train tickets

Details/links to bus travel websites are:

http://www.nationalexpress.com— for bus times/journey planning

In line with value for money, we request that staff book any train/bus tickets as early
as possible in order to secure best rates for discount tickets.

If a member of staff does decide to use public transport, then they will be responsible
for organising and making the initial payments for any travel, ie. train/bus tickets.
Claims for payment should be made after attendance on the event, on the Monthly
Travel Expenses Claim Form (H:\forms\Travel Expenses Claim Form) and will be
paid via monthly salary. However, for larger amounts we are happy to complete an
additional BACs payment as soon as we are provided with an expense claim form
and a receipt or confirmation of booking which will mean the member of staff is
reimbursed immediately.

Travel to a train/bus station — car parking claims

Staff will be eligible to claim any return mileage from home to their departure train
station, less their usual home to work return mileage, as well as any car parking
charges they may incur at the station. Any claims should be made on the usual
Monthly Expenses Claim Form, noting clearly the date, venue and title of the event
attended, any home to work return mileage deducted and final return mileage
claimed, as well as submitting the receipt for car parking charges, noting clearly in
the Expenses section of the form the details and costs of the charges incurred.

If staff decide to drive to the event, staff must be “business users” as laid down in the
Car Allowances section of the Handbook, from the 1st April 2012 Car Users and
Essential Car Users will be able to claim 110 Miles of their round trip at their normal
mileage rate and then Contract Hire Car Rate for the remainder of the journey.

Overnight Accommodation & Subsistence Allowances

The decision as to whether overnight accommodation is appropriate is based on
where you live in relation to the event location, and start/finish times in relation to an
estimated time you will need to leave home. General guidance regarding travel to
and from an event on the same day is if the event is being held an area stretching
from Glasgow & Edinburgh in Scotland to Manchester, Liverpool, York, Leeds, it is
not unreasonable for staff as a “one off” to be able to travel and attend the event in
the same day.

Occasionally, accommodation is included as part of the event, ie. National Housing
Federation Conferences. This is included and booked by HR as part of the overall
booking.



http://www.nationarail.co.uk/

http://www.virginrail.co.uk/

http://www.nationalexpress.com/



If you will require overnight accommodation and this is not included as part of the
event, then staff will be responsible for booking this.

As Impact is a registered social landlord and charitable organisation we have a duty
to ensure “value for money” as far as possible. If an event is being held in a hotel,
the training provider has often negotiated special rates for guests attending the
event, so this should be checked out in the first instance. If this is not the case, it is
expected that staff shop around for reasonably priced good quality accommodation,
ie. Travel Inn, Travel Lodge, Ibis, Holiday Inn Express, Campanile, Jury’s Inn,
considering the location of any accommodation in relation to the venue and other
amenities, ie. restaurants, if the accommodation has no restaurant/evening meal
service available. If staff are not sure of the location of any accommodation, then
they should research this on the internet in terms of assessing the reputation of the
area.

Check these websites:

Travel Lodge — http://www.travelodge.co.uk or ring 08700 850950

Premier Travel Inn — http://www.premiertravelinn.comor ring 0870 242 8000
Ibis Hotels — http://www.ibishotel.comor ring 0208 283 4550

Holliday Inn Express — www.hiexpress.co.uk

Jurys Inn- www.jurysinns.com

Late deals websites:

www.wotif.com
www.lastminute.com
www.laterooms.co.uk

With regard to other subsistence allowances you will be eligible to claim whilst
attending an external training event, these have been revised as follows:

Breakfast — (if not included in the cost of the accommodation or provided for as
additional payment at the accommodation) — £5.00*

Lunch - £5.00 (if not included as part of the course)

Tea/ Coffee/ Cold drinks - £4.00

Dinner - £13.00*

Out of Pocket Allowance - £3.63

*However, as has always been the case for breakfast/dinner, if you decide to eat in
the accommodation restaurant you will be eligible to claim the cost of the breakfast/
dinner there, i.e. their evening meal menu (not a la carte!), plus one drink, or their
usual breakfast menu — either continental or cooked. We would expect the cost of
dinner in the hotel to be no more than £20.00/£25.00, and breakfast to be between
£5.00 & £12.00.

Overnight Travel Claims & Overnight/Subsistence Claims
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With regard to claiming the cost of any travel and accommodation, this should be
included in your usual monthly expenses claim for the month you attended a course
in, or you may complete a separate one just for the training if you prefer. To ensure
that this claim is included in your following month’s salary, please ensure it is
forwarded to the Finance Team by the 6th day of the following month. Please note
that you must remember to submit the receipt/tickets as proof of amount paid
regarding any claims you make.

Please note that these are maximum amounts and if, for example, tea costs only
£2.50, you would only be re-imbursed that amount. Again, you must ensure that
receipts are submitted.

Again, dependent on timings in relation to claim submission dates for salaries, ie. the
6th of the month to be paid on the 15th of the month, in relation to the date of the
event eg if you attend a course on the 10th September and would need to wait until
the 15th October to be re-imbursed for any expenses, arrangements can be made
for this to be reimbursed earlier if necessary if you provide copies of receipts/
booking confirmation and an expenses claim form.

Finally, if arranging your own travel & accommaodation is going to be a problem for
you, please contact a member of the Human Resources Team, tel: 03448 736 390 to
discuss this further.

Treatment of Travelling Time & Lieu Time to Attend a Training Event

Staff may be required to attend ad-hoc seminars / training events, on behalf of the
Association, but with an element of individual benefit as well, which requires possible
early departures and late returns for the staff involved. In some instances, this may
require staff to travel on a Sunday, when an event has an early start on a Monday.
On these occasions, if Sunday is not a normal working day, or if travelling time is
outside normal working hours, or is longer than the normal home to work travel time,
then Impact will compensate with lieu time, the full period of travel time undertaken
“out-of-hours”. As an example, if an office-based staff member is required to attend
a training event in London, which requires a departure the previous day. A train
leaves Carlisle at approximately 15.00, arriving in London at approximately 18.50.
Lieu time should be given for travelling time outside normal working hours, i.e. for the
1 hour 50 minutes after 5pm, but no further lieu time would be allowable for time
spent in London during the evening. Similarly, if on the return journey the employee
doesn’t arrive back to Carlisle until 21.30, then that time is claimable against lieu-
time, less the normal home to work travel time.

Equally, if an employee is attending an event commencing in Liverpool at 9am,
which requires them to depart from home at 6.30am, to reach the event in time, then
they are eligible to claim the full 2 %2 hours lieu time for the one way journey, less
their normal home to work travel time. This is because our general rule is that staff
should normally not have to travel for more than 2 hours on the same day, to reach
an event — prior to 9am, or after 5pm. The alternative being that they could have
travelled the day/evening before and incurred overnight costs, that would have been
chargeable to the Association. We therefore try to be reasonable in the treatment of





travel time for attendance at events away from the normal place of work, whilst
recognising that there is almost always some benefit to staff in attending training
events. In return, we expect staff to be reasonable and flexible in meeting
organisational requirements.

Personal Safety whilst Attending Training

Your personal safety is our key concern, whilst attending a training event we do not
expect you to book accommodation somewhere where you would not feel safe or to
take a mode of transport that you believe would put your personal safety at risk.

Pre plan your travel as far as is feasible i.e. when you get off the train/ bus etc how
will you reach your accommodation and training venue? Ensure that you are not
rushing between connections as there can be long waits for the next one to arrive.
Even if you have prepared thoroughly for your journey, circumstances outside of
your control can occur meaning delays, diversions and cancellations that affect your
travel arrangements therefore ensure you have a contingency plan available.

Be aware that in many larger cities pick pocketing is rife. Ensure you keep all
valuables close to your body and bags zipped up and with you at all times.

If you are travelling alone then agree with a colleague that you will phone them at a
set time to let them know you have arrived at your accommodation or training venue
and then again to let them know you are beginning your journey back home. Please
refer to Impact Housing Lone Working policy for full details of the Buddy Scheme.

Training Evaluation

It is extremely important to evaluate training courses attended to ensure value for
money and quality training is being obtained. This is your opportunity to let us know if
there were issues with the venue, provider, and course content etc so that we can
change these for future events.

From these evaluations HR provide the trainer with feedback to improve their
delivery of future course and where required can take forward any complaints raised

and request reimbursement from the company and/ or change the provider for future
courses where appropriate.

Repayment of Training Costs

Impact reserves the right to request the member of staff to repay any financial
assistance given in the following circumstances:

(@) the person fails to complete the course
(b)  the person leaves Impact during the course

(c) the person leaves Impact within 2 years of acquiring the qualification.





(d) The person takes study leave but does not submit an assignment or attend an
exam.

The basis of calculating the amount to be repaid will be the unexpired period of 2
years, from the date of the completion of the training, i.e. x/24 representing the
uncompleted months of the 2 year period.

Note Nobody will be required to repay any expenses incurred for internally provided
training courses, which were necessarily provided for the development or skills
updating of an employee. This condition only therefore applies to externally provided
training, delivered outside of the organisation.

Appraisals

This scheme is based on one-to-one line management appraisal.

Formal annual appraisals are undertaken by Line Managers once a year during
January/February. In addition there is Line Management contact in the intervening
periods, on average at 4 to 6 weekly intervals. This should cover routine
management issues, but also any areas of concern that need to be raised about
performance, attitude or behaviour. This should mean that no surprises will emerge
at the appraisal meeting that have not been aired on other occasions — i.e. at routine
line management meetings.

The main purposes of the appraisal process are threefold:

. To review what has gone well and not so well over the previous 12 months;

. To identify and prioritise targets and objectives for the forthcoming 12 months;
and

. To identify any training and development, or competency development needs

that the review and planning exercise have highlighted and plan how they are going
to be addressed.

Line Management can operate in different ways in different parts of the organisation.
This is not wrong, and it recognises that different managers have different ways of
operating. As long as it is working and achieving the expected outcomes then a
prescriptive approach is not required. Where it is not working and achieving the
expected outcomes then a review is required.

Appraisal Guidance for Employees

The current expectations of employees are now as follows:
> Everyone will be appraised once a year, in addition to the regular line
management meetings (every 4-6 weeks).

» Normally appraisals will take place between early January and the end of
February. Individual managers will be accountable for ensuring that all of their
appraisals are completed within the agreed timescales. Only managers who
have been given an agreed extension by the HR Director will be allowed to
undertake appraisals after this date.





We have a simplified appraisal process for Cleaners, Bank Staff and volunteers.
The forms can be found on the H Drive in the Forms folder.

Your manager will agree with you a mutually acceptable time and place to
conduct the appraisal meeting. The venue will be private, and you should ensure
that you will not be interrupted during the period agreed. You need to prepare for
the process by completing the electronic appraisal form via Select HR, to view
the guidance notes for this process please look at your Select Guidance notes
(hyperlink). Managers will not complete the form for you - although they are also
expected to be adequately prepared for the meeting as well.

You need to ensure that you provide adequate time to allow for the appraisal. In
most circumstances, this is likely to be between 1 %2 and 2 hours — although you
may need to allow longer, if there are any contentious issues to discuss.

Your preparation should focus on issues that are relevant to the process. This
will normally include a dialogue about;

» What has gone well over the last 12 months? — referring to key tasks, targets
and objectives previously agreed;

» What could have gone better — and what have you learned from these
experiences?

» What are the key targets and objectives that need to be agreed for next year?

What priority do they have, and within what timescales do they need to be

achieved?

How have things gone with the competency development areas from last

year? Which attitudes and behaviours have you attempted to change?

What are the 3 competency areas that you are going to improve your

performance in — over the next 12 months?

Are there any changes to your job description that need to be recorded?

What personal development have you undertaken over the last 12 months,

and did it deliver what was agreed as necessary? and, finally;

What further personal development — if any, is needed over the next 12-month

period?

Your Key Performance indicators to work towards in the next twelve month

period. These individual KPI's should be “SMART"*, and should be relevant,

and understandable, whilst at the same time being challenging.

» There should be a clear “line of sight” between Impact’'s Key Strategic
Objectives / Impact Business Plan / Organisational / Team Annual Plans and
the individual KPI's agreed for each employee. (The so called “golden-
thread”)

» Those staff teams that have been using “SMART” KPI’s for some time do not
need to re-invent the wheel; managers’ just need to be clear that they are
appropriate and meet the new expectations.

» Anyone not sure about what sort of KPI's should be being considered for their
can seek advice from either a more senior manager, or the Audit and
Performance Manager.
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There should not be any surprises, sprung at the appraisal meeting. The appraisal is
a continuation of the line management process, and difficult items should have been
routinely raised during the regular line management meetings. If they haven’t the
appraisal might not be the right event to raise them. If you have concerns about the
appropriateness of raised issues at the appraisal meeting then you should tell your
manager about your concerns. If for any reason you don'’t feel able to do so, please
feel free to contact Pam Stainton or myself to discuss the areas of concern.

The appraisal process along with regular line management meetings, enable you to

develop your relationship with your manager. This is a key objective of the process

and should not be ignored. The softer, relationship issues are just as important as a
focus on tasks, targets and meeting objectives.

In terms of the conduct of the appraisal itself, you can expect the following:

You will be allowed the space to tell your manager about how you perceive things
have been going; equally, your manager is also expected to give you their opinion
about how they perceive things are going;

It is not unusual that these opinions may be different and the appraisal is a forum for
these differences to be explored. However, if there are any areas of concern then
these should have been raised with you prior to the appraisal through the normal line
management meetings.

All of the areas listed at the top of this page will be raised. Prior to the meeting you
need to have:

Completed the new appraisal form;

Thought through what competency areas you should focus on for the next 12
months;

Considered whether there has been any substantial amendments to my job
description that requires amendment;

Ensured you have thought about any issues of concern that you need to raise
with your manager at the appraisal meeting.

Thought about what might be appropriate KPI's / Measurable areas for
improvement — taking account of your job role, for inclusion in this year’s
appraisal process.

YV V. VYV VYV

Appraisal Guidance for Managers

Individual managers will be accountable for ensuring that all of their appraisals are
completed within the agreed timescales. Anyone who thinks that they will not be
able to complete them by the end of February needs to speak to their Service
Director to outline the reasons why. The Service Director will speak to the HR
Director about the possibility of an extension to the normal timescales.

Undertaking appraisals, should not be a daunting process, and can be quite
enjoyable if adequate preparation and thought is put into what needs to be covered.
Our current expectations of managers are as follows:

» All members of each staff team will be appraised once a year, normally
between early January and the end of February. In the event that you are





likely to be recommending the withholding of an annual increment, or
recommending additional payments then HR needs to know, by no later than
the start of March each year.

» We have a simplified appraisal process for Cleaners, Bank Staff and
volunteers. The forms for this can be found in the Forms folder on the H Drive.

» Managers should agree with their individual employees a mutually acceptable
time and place to conduct the appraisal meeting. The venue should be
private, and you should ensure that you will not be interrupted during the
period agreed. You should set up the appraisal via Select HR (see Select
guidance notes for further information) and confirm to each employee, the
need for them to prepare for the process by completing the electronic pre-
appraisal form. Managers should not complete this form themselves -
although you will have the opportunity to view the pre-appraisal form when
completed by the employee and prepare for the meeting.

» Managers need to ensure that they provide adequate time to conduct the
appraisal. In most circumstances, this is likely to be between 1 %2 and 2 hours
— although you may need to allow longer, if there are any contentious issues
to discuss.

» You should focus on issues that are relevant to the process. This will
normally include a dialogue about;

» What has gone well over the last 12 months? — referring to key tasks, targets
and objectives previously agreed;

» What could have gone better — and what has the employee learned from

these experiences?

What key targets and objectives need to be agreed for next year? What

priority do they have, and within what timescales do they need to be

achieved?

How have things gone with the competency development areas from last

year? Which attitudes and behaviours have you attempted to change?

What are the 3 competency areas that you are going to improve your

performance in — over the next 12 months?

Are there any changes to your job description that need to be recorded?

What personal development have you undertaken over the last 12 months,

and did it deliver what was agreed as necessary? and, finally;

What further personal development — if any, is needed over the next 12-month

period?

Key Performance Indicators to meet over the coming year. There should be a

clear “line of sight” between Impact’s Key Strategic Objectives / Impact

Business Plan / Organisational / Team Annual Plans and the individual KPI's

agreed for each employee. If you would like advice on suitable KPI's please

speak to a more senior manager or the Audit and Performance Manager.

Y
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NB - Please don’t leave it until the day before you are due to undertake the
appraisal meeting to be seeking any advice needed. Each employee needs to play a





part in determining appropriate KPI's, and being very clear that their performance will
be assessed against how they do in achieving them.

There should not be any surprises, sprung at the appraisal meeting. The appraisal is
a continuation of the line management process, and difficult items should have been
routinely raised during the regular line management meetings. If they haven’t the
appraisal might not be the right event to raise them. If in doubt about the
appropriateness of raising issues at the appraisal meeting please speak to Pam or
myself.

The appraisal process, along with regular line management meetings, enable you to
develop your relationship with the individual members of the staff team. This is a key
objective of the process and should not be ignored. The softer, relationship issues
are just as important as a focus on tasks, targets and meeting objectives.

In terms of conducting the appraisal itself, you may wish to refer to the training you
have received on appraisals or Impact now has many experienced managers and
dedicated HR staff familiar with our appraisal scheme, and thoughts on how to tackle
different issues. If you would like a different viewpoint about how to raise / tackle an
issue at an appraisal session, please feel free to contact either the Senior HR Officer
or HR Director for some advice. If we can’t directly help you, we will be able to put
you in contact with an appropriate manager, who you can use as a sounding board.
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Introduction

Impact exists in a competitive culture in the housing/care sector of the economy.
The people Impact employ are our most important asset and the major factor in
determining the quality of the service provided. Impact is committed to investing
in people and developing a highly effective and professional workforce that is
capable of meeting the challenges that lie ahead.

The purpose of this handbook is to give employees of Impact guidance and
information about the terms and conditions that govern their employment. It is
important that staff are as clear as possible about these. If you have any
guestions about the information in the handbook then please speak to a
member of HR who will be happy to discuss this further.

The company in its sole and absolute discretion reserves the right to
discontinue, vary or amend any of the schemes highlighted in the handbook
at any time. The majority of these changes are made due to changes in
legislation however where required reasonable notice will be given to the
employee.





The Organisation

Company Background

In 1975 a group of Cleator Moor residents protested against plans to knock their
homes down on Duke Street and Queen Street. As a result of their actions a
Housing Action Area was set up and Impact was born.

We now have 3,000 properties covering the whole of Cumbria and across the
border into Lancaster. Our biggest concentration of houses is in Workington. As
well as a stock of general needs housing we are Cumbria’s biggest landlord of
supported housing with over 500 properties and bed spaces. Additionally we
own and run extra care schemes and a recycling and second hand furniture
service.

We employ 200 staff and have an annual turnover of 1.5m.

Impact is a Housing Association, registered as an Industrial and Provident
Society operating under Charitable Rules. We are also registered and
regulated by the Housing Corporation.

We are “owned” by our Members, who have each bought a £1 Share.
Currently, there are just over 100 Members. Their Share receives no dividend
and is non-returnable. Shareholders’ liability is limited to £1. Most of those
Members are individuals; some are tenants some are organisations (staff
cannot become Members). Our Members elect the Board at our Annual
General Meeting.

We make no profits, but we (hopefully) do make surpluses. These are
ploughed back into the Association. If we were ever to cease trading, our grants

and loans would be paid back (to the banks and the Housing Corporation), and
the balance would be distributed to like organisations.

Our Mission

Impact is a Charitable Housing Association based in Cumbiria.
Through Partnership, we serve local Communities.
We strive to meet greatest need.

To do so, we provide high quality Community Investment, Housing and
Support.





Our Values

Meet Greatest Need

Our Values: We believe all should be treated fairly, with respect and dignity,
and have genuine choices in the issues that affect their lives.

Our Commitment: We will endeavour to house and support those people in
greatest need, ensuring equality of service for all. We will deliver services that
enhance people’s independence. We will take on real challenges to further
our values, creating opportunities and new investment.

Provide Good Quality Housing

Our Values: We believe that all people have the right to a decent home.
People should not be disadvantaged simply through their inability to purchase.
Our Commitment: We will maintain our stock to a high standard and use our
resources to provide, as far as we are able, the housing that people want.

Develop Local Communities

Our Values: We believe in the principles of partnership, local democracy and
community empowerment.

Our Commitment: We are accountable to both our residents and their
communities. We will help them to develop their self-confidence and to
influence the services which they use.

Encourage Resident and User Involvement

Our Values: We value and are committed to the involvement of our residents
and service users- both in planning our work and delivering our services.

Our Commitment: We will consult our residents and service users on key
issues which affect them. We will support their involvement in ways which
respond to their needs, including user groups, residents’ associations and the
overall direction and of our organisation.

Work towards Shared Objectives

Our Values: We work through partnership.

Our Commitment: We will work in partnership with other agencies- locally
and nationally, both statutory and voluntary- and in partnership with the local
community.

Staff and Committee Commitment

Our Values: We value the differences and similarities between people. We
work positively and proactively to achieve our charitable objectives.

Our Commitment: We will develop a culture which values people from all
sections of the community and the contribution that they can make to our





work. We will develop highly competent staff and Board who have a high
level of commitment to our organisation and to our shared ethos and
objectives.

Environmental Sustainability

Our Values: We treat our resources with respect and use them with
conscious thought.

Our Commitment: We will use our resources in a way which minimises harm
to the environment. We will actively consider new projects to help the
environment.

Efficient & Effective

Our Values: We will deliver excellent value for money in all that we do.
Our Commitment: We will prioritise and constantly review the use of our
resources to maximise the benefits to our tenants, customers and local
communities.

To find out more about impact’s vision and ambition read the organisation’s
Blue Print:

http://www.impacthousing.org.uk/sites/default/files/documents/Blueprint
%202010.pdf



http://www.impacthousing.org.uk/sites/default/files/documents/Blueprint%202010.pdf

http://www.impacthousing.org.uk/sites/default/files/documents/Blueprint%202010.pdf
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Service Areas

A description of the function of each of the Association’s service areas is given
below:

Human Resources:

The team provide information, advice and guidance to managers and
employees regarding a range of employee relations issues such as absence,
disciplinary, grievance, training etc. The team are also responsible for
administering recruitment and selection for vacancies, training programmes,
Staff events, employee surveys, Equality and Diversity plans etc and help
support managers through programmes of change management and service
improvement i.e. restructuring.

Finance, Audit and Business Systems:

Finance- The finance team is responsible for monitoring; appraising and
developing the organisations finances as well as monitoring budgets and
ensuring the payment of staff, contractors and other creditors.

Audit- the team provide data regarding the organisations performance and
handle complaints from service users, ensuring these are resolved
appropriately.

Business Systems- is responsible for the design, development and
implementation of the organisations Information Technology Service. It also
provides training for new staff and for new software packages as well as
ensuring the security and maintenance of our current systems.

Housing Management:

Neighbourhood Management- The team are responsible for the letting of all
our general needs properties with the aid of the Voids team, Income
Management team and Housing Options team. The team carry out Annual
Tenancy visits and regular community walkabouts to ensure the welfare of our
tenants. The team deal with anti social behaviour in our communities working
in partnership with local Police and Community safety professionals. From all
the information the team gather through walkabouts and partnership working
they put together community plans and work to implement these to improve
the lives of our tenants.

Income Management- are responsible for collecting and managing rent
payments, this can include providing advice and guidance to tenants who are in
arrears or liaising with the Housing Benefit department to ensure tenants
receive the right amount of benefit support. The team also assist the Asset
Management team in the collection of payment for rechargeable repairs.





Housing Options- are responsible for ensuring our properties are let as quickly
as possible to the most suitable tenants. Their day to day responsibilities
include processing housing applications, advising customers of suitable
properties, administering the advertisement and selection process for lettings
and liaising with other housing associations and organisations to ensure the
best solution for service users.

Student Residence- The team manages all aspects of running the student
halls. In the summer holidays the halls convert to a Youth Hostel and self
catering accommodation which the team also manage.

Asset Management:

Responsive Repairs- the team is responsible for the repairs and maintenance
of all our tenanted properties.

Voids- the team is responsible for the repairs and maintenance of all our void
properties, to ensure that they meet the minimum home let standard. They also
carry out option appraisals on our stock, looking at whether we should sell a
property and where appropriate administering its disposal.

Cyclical- the team delivers the planned cyclical maintenance for properties
which includes organising Gas Servicing, Legionella checks, Electric testing,
PAT testing, fire alarm servicing and external decoration and gardening.

Stock Investment- the team is responsible for preparing and managing
planned maintenance on our stock, an example of a planned maintenance
activity would be fitting a new kitchen. The team carry out in house stock
conditions surveys, which include, decent homes, asbestos and energy
efficiency checks to ensure our properties, are maintained to Impact’'s Minimum
Homes Standard. They are also responsible for managing the organisations
adaptations programme e.g. arranging for a stair lift, grab handles or walk in
shower to be fitted etc.

Care and Support:

Extra Care Supported Housing- The team provide support for older and
vulnerable service users to enable them to live independently in our self
contained flats with communal areas for them to socialise.

Floating Support- provide housing related advice and support to people with a
diverse range of needs. Service users can be a tenant of any landlord or live in
their own home to access the service.

Young Peoples Supported Housing- the team support young people who are
homeless, threatened with homelessness or in need of housing whilst they are
looking for employment, training or education. Each resident has a support
worker who works with them to produce and implement a support plan which is
tailored to meet their needs and allow them to progress towards living
independently.





Men’s Supported Housing- The team support men over the age of sixteen
who are homeless, threatened with homelessness or in need of housing whilst
they are looking for employment, training or education. Each resident has a
support worker who works with them to produce and implement a support plan
which is tailored to meet their needs and allow them to progress towards living
independently.

Domestic Violence Support- the team provide advice and support to women
living with domestic abuse throughout Cumbria as well as specialist supported
housing schemes for women fleeing domestic abuse.

Community Investment:

Capital Projects- The team are responsible for the procurement and
development of new schemes or properties. This includes liaising with
contractors, partner agencies and our own staff to ensure the scheme will meet
the needs of service users as well as meeting budget and time restrictions.

Social Inclusion- the team work with young people to provide them with social
and personal education experiences to help them reach their full potential and
play a positive role in the community. Activities include drug awareness talks,
outward bound residentials, volunteering in the community as well as gaining
accredited qualifications.

Social Enterprise- is made up of several smaller departments but the biggest
is Impact Furniture Services the team collect donated furniture and electrical
items with the intention of recycling these in the local community. Staff at
Centre 47 provide room hire for meetings as well as office space for other
organisations. The Greenways to Work team are part of a time limited
European funded project which primarily delivers training on energy advice.
The HALO team work jointly with other agencies to reduce homelessness and
improve the health and lifestyle of supported housing service users.

Communication at Impact Housing

The Company is keen to develop a distinct, open culture in which
communication is key to its foundations. Communication is a two-way process
and feedback of views from employees, along with participation and
involvement, is essential to the success of the organisation. All members of
the Senior Management team operate an open door policy so please don’t be
afraid to raise any questions or highlight any concerns you have with them.

We have also developed several ways of communicating which are
highlighted below.

Team Meetings





All Managers are asked to hold regular team meetings, the frequency of which
may vary, but are usually every 4 to 6 weeks. The aim is to inform staff of any
important developments or information concerning the Company and to give
individuals the chance to air their views and discuss any queries, therefore
ensuring clarification throughout. Managers are also encouraged to gain
feedback at team meetings and feed this back to the Senior Management
Team.

You can expect to have visitors from other teams at your team meeting.
Regular visitors will include the Chief Executive and your departments
Director who will attend to give you business updates and ask you about the
pressures your team are currently under. HR will also visit from time to time to
provide training and updates.

Staff Monthly Briefing

This is a monthly update to all staff sent via email. It holds updates from the
Senior Management team about the future of the organisation, starters and
leaver’s details, recent achievements and general updates on what's
happening in and around the organisation.

Chief Executives Blog

The CEO updates his blog weekly with where he has been or what he has
been doing and you are welcome to write comments or questions for him to
answer.

To access the blog follow the link on the monthly briefing email and register
for updates.

Managers and SMT Days

We hold quarterly Manager and SMT Days looking at the key issues facing
Impact and how to combat them as well as providing a forum for managers to
discuss current issues and have the opportunity to influence new practices
before they are implemented throughout the organisation.

Staff Day

We hold an annual Staff Day (normally in June) which gives all staff members
the opportunity to network and socialise together. The morning session
includes activities such as updates on the challenges facing the organisation,
exercises putting our values into practices and team building activities. The
afternoon session is activity based and allows staff to socialise and build
relationships.

Annual Planning Days

Each team has an annual planning away day (normally held between July and
September) where they look at what plans and projects the team will





undertake in the coming year and what the team’s priorities will be. This is
influenced by the organisations Business Plan.

The Notice Board

In Outlook there is a Notice Board facility where staff are welcome to post
anything of interest. Regular posts include items for sale, requests for help
sourcing items for service users, job vacancies, parties etc.

Staff Questionnaires

From time to time we will send out questionnaires to ask your opinions of new
practices we have put in place or what the current issues are in the
organisation. This helps us to get an up to date picture of morale within the
organisation and ideas on how we can improve.

Trade Union Meetings

The Company supports the system of collective bargaining in every way and
believes in the principle of solving industrial relations problems by discussion
and agreement.

We regularly meet with the Union to discuss issues and the organisations
future. The Union will also organise member meetings from time to time to
update staff.
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