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Introduction


Students’ Union reserves the right to review, revise, amend or replace the content of this Handbook, and introduce new policies from time to time to reflect the changing needs of the organisation and to comply with new legislation.

Students’ Union may at any time engage external consultants to conduct any part or all of the procedures relating to employment issues. This may include sharing any information about employees which may be obtained relating to their employment with the Students’ Union.  Employees are assured that any consultant involved will be bound by confidentiality throughout the process and will not divulge any details to other external parties unless required to do so by law.

The contents of Part 1 the Handbook are contractual therefore employees must ensure they have read and fully understood the contents.  The policies and procedures in Part 2 of the Employee Handbook are non-contractual but contravention of these policies and procedures could result in disciplinary action.  

Any queries should be referred to an employee’s Manager in the first instance. 

[bookmark: _Toc150349580][bookmark: _Toc174623735][bookmark: _Toc187215641]
PART 1     TERMS AND CONDITIONS OF EMPLOYMENT

[bookmark: _Toc187215642][bookmark: _Toc150349581][bookmark: _Toc174623736]Personal Details

Employees are responsible for ensuring that their personal information contained in Students’ Union records is kept up to date.  If an employee changes their name, address, marital status, or telephone number, they must notify their Manager immediately.  Employees are also required to notify their Manager of any changes to their medical status which may affect their work.
[bookmark: _Toc187215643][bookmark: _Toc150349582][bookmark: _Toc174623737]Pay

An employee’s rate of pay, together with the frequency, date and method of payment is detailed in their individual Statement of Terms and Conditions of Employment.

Employees will be issued with an itemised payslip.  The employee is responsible for checking their payslip to ensure that it is correct and reporting any under or overpayments to their Manager immediately.

If an employee fails to notify Students’ Union of an overpayment received that they are not entitled to, this will constitute serious misconduct.  

When an employee leaves their employment with Students’ Union, any loans, overpayment, or pay in respect of holidays taken in excess of entitlements or any other amounts owing to Students’ Union will be deducted from any final pay due to the employee.   If the amount due to Students’ Union exceeds the final amount due to the employee, it is a condition of the employee’s employment that they must pay back the balance immediately, unless Students’ Union has agreed to any alternative arrangement.

Enquiries relating to the deductions of income tax, national insurance or pension should be made to the employee’s Manager.

Salaries will be reviewed annually.  The Employer will be under no obligation to increase salaries upon such review.
[bookmark: _Toc187215647][bookmark: _Toc150349583][bookmark: _Toc174623738]Job Description

Job Descriptions, where issued, will provide details of an employee’s principal responsibilities, duties, performance standards and accountabilities.  However, employees are required to be flexible and may be asked to undertake reasonable duties or tasks that are not specified within their Job Description.
[bookmark: _Toc187215648][bookmark: _Toc150349584][bookmark: _Toc174623739]Probationary Period

[bookmark: _Toc187215649]New employees will be employed on a 6-month probation period.  For employees who are not employed on an annual basis, the probationary period will be measured across the equivalent of a 6-month period.  During the probationary period, an employee’s performance will be reviewed on a regular basis to assess their performance in their role within the business.  

If, at the end of an employee’s probationary period, Students’ Union still has concerns regarding their standard of performance, Students’ Union reserves the right to extend the probationary period or terminate employment. 


[bookmark: _Toc150349585][bookmark: _Toc174623740]Hours of Work

An employee’s hours of work are detailed in their Statement of Terms and Conditions of Employment.

Employees are expected to be at their place of work, ready to commence work at their start time.   If an employee is running late for work, they must, wherever possible, telephone their Manager to alert them of their delay and the anticipated time they expect to arrive at work. 

If an employee is late, they will be required to work the time period they were late. 

Employees must obtain prior consent from management if, for any reason, they wish to arrive later or leave earlier than their agreed start and finish times or if they wish to alter their working hours on a particular day.  Such requests will be considered and made as deemed appropriate in the interests of the business.  Any arrangements made without prior management consent may lead to disciplinary action. 

If an employee is late on more than 3 occasions in any month, this may result in disciplinary action.

Employees may be required to work hours in excess of their contracted hours.  Additional hours would only be worked if authorised in advance by a member of the Senior Management Team.

Employees will not receive any payment for hours worked in excess of normal hours of work.

Only if authorised and approved in advance, employees working more than an additional 15 minutes in any day/shift, may take the additional time worked as time off in lieu, taken at a time convenient to Students’ Union and approved by a member of the Senior Management Team. 

[bookmark: _Toc187215651][bookmark: _Toc150349586][bookmark: _Toc174623741]Notice Periods

[bookmark: _Toc187215652]The periods of notice to be given on either side to terminate employment are detailed in an employee’s Statement of Terms and Conditions of Employment.

Notice must be in writing and submitted to the employee’s Manager. 

Students’ Union reserves the right to pay salary in lieu of notice.  If being paid in lieu of notice, the pay will be the employee’s basic rate of pay and not include any benefits such as holidays or bonus. 

Students’ Union reserves the right to require the employee not to attend work and/or not to undertake all or any of their duties of employment during any period of notice of termination, whether given by the employee or Students’ Union.  During this period, Students’ Union will continue to pay the employee’s salary and provide any contractual benefits.  Employees are not permitted to undertake any other form of employment, whether paid or unpaid, during the notice period, unless Students’ Union has given prior permission in writing.  Students’ Union reserves the right to require the employee to work from home or undertake alternative duties during this period.

Students’ Union reserves the right not to pay any contractual entitlements which exceed statutory requirements during any notice period whether given by the Employer or employee, whether the notice is worked or paid in lieu.  This will include such contractual entitlements as enhanced holiday entitlement, Occupational Sick Pay, etc.  This does not affect employees’ statutory rights.  

Students’ Union reserves the right to require that employees take any outstanding holiday during their notice period.

In the event of dismissal for gross misconduct, no notice will be given or payable. 

[bookmark: _Toc150349587][bookmark: _Toc174623742]Holidays
a) [bookmark: _Toc187215653]Holiday Year
The holiday year runs from 1st September to 31st August with the exception of Sabbatical Officers’ whose holiday year runs from 1st June to 31st May. 
[bookmark: _Hlk36209709][bookmark: _Hlk36211705]Holiday must be taken in the year in which it is accrued and cannot be carried forward into the following holiday year.  In exceptional circumstances and at the sole discretion of the Chief Executive, holidays (of up to 1-week equivalent) may be carried forward into the following holiday year on the condition that in each holiday year, an employee still receives their statutory holiday entitlement. Different rules apply where an employee has been on maternity leave, adoption leave, shared parental leave or long-term sickness absence. See individual Policies for further details.
b) [bookmark: _Toc187215654]Entitlement
An employee’s holiday entitlement is detailed in their Statement of Terms and Conditions of Employment. 
Holiday accrues at the rate of one twelfth of the full annual holiday entitlement on the 1st of each month in advance.
A part time employee’s annual holiday entitlement is on a pro rata basis. 
c) [bookmark: _Toc187215655]Payment for Holiday Periods
Payment for holidays will be specified in individual statement of terms of employment.
d) University Holidays 
The University will normally close down between Christmas and New Year.  This can be between 1 and 3 days depending on which day Christmas falls.  The days the University is closed will be advised on publication of the University Semester Timetable each year and will be awarded as additional holidays, in excess of the employee’s holiday entitlement.
e) [bookmark: _Toc187215656]Holiday Requests
Holiday dates for all employees must be carefully organised to avoid work disruption. 
Part-annual and Semester only employees are expected to minimise holiday requests during term times.   
Holiday requests must be submitted on a Holiday Request Form to the employee’s Manager with at least 2 weeks’ notice prior to the start of the holiday.  For holidays of 2 weeks’ duration, holiday requests must be submitted with at least 4 weeks’ notice prior to the start of the holiday. 
Employees must not make firm holiday arrangements, including booking a holiday, without prior management confirmation that their holiday has been authorised.
If an employee’s holiday request is declined and the employee takes the time off anyway, this may be regarded as a wilful disregard of a management instruction and could be taken as an act of gross misconduct.  Disciplinary action would be taken up to and including dismissal.
Regardless of an employee’s holiday entitlement, holiday exceeding two consecutive weeks is allowed only in exceptional circumstances and with the authorisation of the Chief Executive. 
Requests for annual holiday entitlement will normally be granted on a ‘first come first served basis’.  Depending on the needs of the business, Students’ Union reserves the right to limit the number of employees who may be permitted to take holiday at any one time.  The granting of holiday requests will be subject to adequate cover being available and the needs of the business.
If an employee takes unauthorised holiday, they may be subject to disciplinary action.

f) Annual Leave Restricted Period

Ordinarily no holidays will be permitted, except in exceptional circumstances, throughout Welcome Week. This restriction also applies to the three days prior to and the three days following the official dates for Welcome Week. Staff members who wish to request a holiday during this period due to exceptional circumstances must submit their request to the Chief Executive for written approval.
g) [bookmark: _Toc187215657]Leaving Students’ Union
When an employee leaves Students’ Union, they will be entitled to be paid for holiday accrued but not taken at the date of termination of employment.
If an employee leaves Students’ Union, for whatever reason, and has taken more holidays than they have accrued in that holiday year, an appropriate deduction will be made from their final pay.
Students’ Union may require an employee to take all or part of any outstanding holiday entitlement during a period of notice to terminate employment.
h) [bookmark: _Toc187215658]Sickness and Holiday
If an employee is taken ill during a period of authorised holiday, they may normally be permitted to retake the holiday at a later date. In addition, if an employee is absent from work due to sickness immediately prior to a period of authorised holiday and their sickness continues into the authorised holiday period, they may be permitted to delay their holiday. 
  Any retake or delay to a holiday will only be permitted with the authorisation of a member of the Senior Management Team.  The employee must have followed the correct absence reporting procedures and also must have provided a medical certificate from a doctor or hospital. When an employee decides to retake their holiday, they will be required to follow the normal holiday request procedure.
i) Accrual of Holiday During Periods of Sickness
[bookmark: _Toc187215660]When an employee is absent from work due to sickness, they will continue to accrue holiday entitlement.
When an employee returns to work, they will be permitted to take any accrued holiday subject to the conditions contained above and according to the business needs.
Employees should note that, if they have not been able to use their holiday entitlement due to sickness, they will only be permitted to carry forward the balance of the four weeks (or pro-rate for part time staff) as specified under the Working Time Regulations into the next holiday year.
j) Travel Delays
Guidance is contained within the Policy - Attendance at Work - Guidelines During Inclement Weather or Extreme Circumstances which is contained in Part 2 of this Employee Handbook. 
In the event of there being any delays to the return of employees to work following a period of holiday caused by travel disruption, employees must make contact with Students’ Union immediately and keep their line manager up to date with the situation.
If any employee is unable to return to work as planned, any time off will be regarded as unpaid leave subject to following the correct procedures.  Alternatively, and if possible, employees may wish to make up the time lost or take this as further holiday.
If the employee fails to make contact, this may be regarded as unauthorised leave and may be subject to disciplinary action being taken on the employee’s return to work.
[bookmark: _Toc150349588][bookmark: _Toc174623743]Public Holidays

[bookmark: _Toc187215661]Employees will be entitled to 7 public holidays per year.

The public holidays that are recognised are:

	New Year's Day
	January 2
	Good Friday 

	
Easter Monday 
	Christmas Day 
	Boxing Day 

	
31st December 
	
	



These public holidays are in addition to employees’ annual holiday entitlement.

Employees who work part time are entitled to public holidays on a pro rata basis.  

Where a recognised public holiday falls on a Saturday or a Sunday, alternative dates will be substituted for these.  Employees will be advised of these as early as possible.

Employees may be required to work during recognised public holidays, depending on the needs of the business.  Employees will be given as much notice as possible of such a requirement.

If an employee is required to work on a public holiday, they will be entitled to receive double their basic hourly rate for the hours worked and paid time off in lieu.  Where employees are entitled to receive time off in lieu for working on a public holiday, the time off in lieu must be taken at a time convenient to Students’ Union and approved by management.   

[bookmark: _Hlk36219448]If the Company closes for specific holidays and you have already used your full entitlement or not accrued enough leave, you will not be paid for these days and they will be regarded as ‘authorised unpaid leave’.
[bookmark: _Toc150349589][bookmark: _Toc174623744]Sickness Absence Reporting Procedure

If an employee is unable to attend work for any reason, they should contact their Manager as soon as possible but in any event no later than 30 minutes before their normal start time on their first day of absence. If the manager is unavailable a message must be left with another responsible member of staff.  If an employee is unable to notify Students’ Union personally, then someone may contact Students’ Union on their behalf but this is only in extreme circumstances, otherwise notification of absence must be in person. 

A text or e-mail message to report absence is not permitted.

Full details of all procedures relating to absence, including attendance review procedures, are contained in the Absence Management Policy in this Handbook.
	,
[bookmark: _Toc150349590][bookmark: _Toc174623745]Pensions

Students’ Union operates a National Union of Students Pension Scheme (NUSPS) which employees may be entitled to join providing they meet the qualifying conditions.

Membership of the Scheme is subject to eligibility criteria and employees will be subject to the rules of the scheme in place from time to time. 

Students’ Union will consult with employees about statutory changes to their pension so that they can make an informed choice about the implications for their pension.  

Students’ Union reserves the right at any time to review, vary or withdraw the Scheme and will give reasonable notice of any change.

Employees will also be provided with information about statutory pension schemes as part of their joining information when they start working with Students’ Union.  

Full details of pension schemes are available from the Chief Executive. 

There is no default retirement age.  If an employee wishes to retire from Students’ Union, they should follow the same procedures as if they were resigning.  With regard to accessing any pension, the employee should contact the pension provider who will advise on what procedures they should follow. The employee may wish to do this prior to giving any notice to Students’ Union of their intention to leave its employment.

[bookmark: _Toc150349591][bookmark: _Toc174623746][bookmark: _Toc187215669]Special Leave
a) Bereavement

In the case of a close relative of an employee, a Line Manager may, at her/his discretion, award up to 3 days’ compassionate leave, with pay, to allow the member of staff to attend the funeral.  If the member of staff has the responsibility of making the arrangements for the funeral, the Chief Executive may, at her/his discretion, award up to a maximum of 5 days’ paid leave according to the circumstances. 

Any decision to allow additional compassionate leave either paid or unpaid will be made at the sole discretion of the Chief Executive depending on the circumstances of the case.  This will not set a precedent for future compassionate leave for any other employee.  

[bookmark: _Hlk36211785]In the event of the death of a child under the age of 18 please refer to the Parental Bereavement Leave Policy. 


b) Jury Duty

If an employee receives notification that they are required to attend Jury Service, they must notify their Manager immediately.  Employees will be paid for time off to attend Jury Service but may be required to claim and obtain the maximum reimbursement for loss of earnings which would be repayable to Students’ Union.
c) Called as Witness in Court Case

There is no statutory right for time off to attend court as a witness.  However, if an employee is called as a witness in a court case, Students’ Union will permit the employee to take the time off as paid leave.  The employee should inform their line manager as soon as they have received notification from the court of the requirement to attend court so that they can discuss how this will be managed, including the length of time required.  

d) [bookmark: _Toc235844703][bookmark: _Toc236465514][bookmark: _Toc236465584]Doctor, Dentist and Hospital Appointments

Employees are required to arrange doctor or dentist appointments outside working hours.  Where this is not possible, employees may request the time off from management.  Appointments that have been authorised during work time must be made at a suitable time in order to minimise disruptions to Students’ Union.

Employees will be paid for this time with any time lost being required to be made up. 

Employees will be required to produce an appointment card if requested by their Manager. 

This does not apply to antenatal appointments (see Maternity Policy).

e) Absence due to Adverse Weather Conditions

Guidance is contained within the Policy - Attendance at Work - Guidelines During Inclement Weather or Extreme Circumstances which is contained in Part 2 of this Employee Handbook. 

Where, after all reasonable attempts have been made, employees are unable to attend work because of extreme weather conditions, they must contact Students’ Union to explain the situation.  
In these circumstances, Line Managers may come to an agreement with that individual to allow them to:

1. take a day’s annual leave, or
2. elect to have a day’s authorised leave without pay, or
3. work at home, or 
4. make up the time/hours lost within one month of the occurrence.

f) [bookmark: _Toc350868863]Time off for Religious Observance

Although there is no legal or contractual right to religious leave or time off to pray, Students’ Union will consider all such requests sympathetically.  Employees should make any requests for time off for religious observance to their line manager as early as possible.

  Time off for religious observance will normally be taken from rest periods or annual holiday entitlement.  At Students’ Union’s discretion, employees may be permitted to take time off which is not part of their holiday entitlement.  If this time off is paid, then the employee will require to work additional hours at another time in order to make up this time.

If employees wish to take the time off as part of their holiday entitlement, the request should be made in accordance with Students’ Union’s annual holiday procedures.  For avoidance of doubt, Students’ Union rules relating to annual leave will apply

Further details can be found in the Equal & Diversity Policy.

[bookmark: _Toc150349592][bookmark: _Toc174623747]Statutory Time Off
a) Time off in a Redundancy Situation

Employees are entitled to reasonable amount of paid time off to look for other work or make arrangements for retraining if they are under notice of dismissal for redundancy provided, they have worked with Students’ Union for two years continuously.

b) Time off to Receive Antenatal Care

Pregnant employees are entitled to take reasonable time off with pay during working hours to receive antenatal care.  

Fathers and partners of pregnant women are entitled to unpaid time off to attend two ante-natal appointments.

Intended parents in a surrogacy case who meet the conditions set out under the Human Embryology and Fertilisation Act 2008 will also have the right to unpaid leave to attend up to two antenatal appointments.

Full details of employees’ entitlements are contained within the Maternity Policy, Adoption, Parental Leave and Shared Parental Leave Policy which are set out in this Employee Handbook.

c) [bookmark: _Toc150349593]Family Friendly Leave

This refers to Maternity, Paternity, Adoption, Parental Leave and Shared Parental Leave and Time off for Dependants, details of which are set out in this Employee Handbook.

d) [bookmark: _Toc150349594]Time off for Public Duties

An employee is entitled to ask for time off work for specific public duties although there is no statutory right to be paid for this time off.  The amount of time off which is permitted will be what is considered reasonable in the particular circumstances.

The public positions for which there is a right to time off are:
· A Justice of the Peace
· A member of a local authority e.g. local councillors
· A member of a statutory tribunal
· A member of a police authority
· A member of a board of prison visitors
· A member of a relevant health body e.g. NHS trusts and health authorities
· A member of a relevant education body e.g. managing or governing bodies of local authority educational establishments, grant maintained schools, school councils, colleges of further education.
· A member of the Environment Agency or the Scottish Environmental Protection Agency.

[bookmark: _Toc150349595][bookmark: _Toc174623748]Code of Conduct

a) [bookmark: _Toc150349596]Dress and Appearance

Employees are expected to have high standards of appearance and hygiene at all times and to project a smart, positive Union image as appropriate to the employee’s role. 

Managers will provide new employees with guidelines on the required standards of dress.

b) [bookmark: _Toc150349597]Personal Telephone Calls

A reasonable amount of personal telephone calls on any Union telephone are permitted but these must be kept to a minimum and outgoing calls may only be made for short local calls.
Personal mobile telephones must remain on silent during working hours.  Employees are permitted to use their mobiles but only for emergency purposes or essential communications.  Any use of mobile phones must not disrupt the running of Students’ Union. 

c) [bookmark: _Toc150349598]Smoking

In line with current legislation, smoking is not permitted anywhere on Students’ Union premises, including stairwells.

Smoking is only permitted in the designated smoking areas outside. 

Smoking on union premises is a severe disciplinary offence.

Any time taken by employees for a smoking break must be made up to ensure that employees work their contracted hours of work. 

Employees should note that electronic cigarettes are included in this policy and therefore smoking of these devices is not permitted as detailed above.

d) [bookmark: _Toc381781450][bookmark: _Toc150349599]Use of Own Car for Business Purposes

If employees are authorised by Students’ Union to use their own vehicle for business use, employees must ensure that the appropriate insurance for the vehicle is in place.  

Employees must also ensure that the vehicle is roadworthy at all times and appropriate checks on the vehicle e.g. tyre pressure, are made. There is also a requirement to provide evidence of the correct motor insurance on an annual basis to their line manager.

e) [bookmark: _Toc150349600]Personal Property & Right of Search

Employees are advised not to bring unnecessary personal property to work.  Employees are solely responsible for their possessions whist on Union premises and must keep them in a safe place at all times.  

The Students’ Union will not accept liability for damage to, or loss of, property, clothing or vehicles, or their contents, whilst on Union premises.


In order to maintain the safety and security of our workplace, The Student’s Union reserves the right to conduct searches of employees, their vehicles and their belongings. These searches will be carried out fairly and with respect for privacy.

A search may include, but is not limited to, personal items such as bags, lockers, desks, vehicles, and electronic devices on Student’s Union or University premises or where our business is conducted.

Searches will be conducted by authorised staff members. Employees will be informed of the reason for the search and asked to give their consent before proceeding.

While we aim to obtain consent, refusing a reasonable request for a search may lead to disciplinary action.

Findings from any search will be kept confidential and shared only with those who need to know.

Employees have the right to request that a colleague or union representative be present during the search, if possible."

If an employee refuses a request to search, The Students’ Union will consider contacting the police where appropriate and it may constitute a disciplinary offence. 

It is Student’s Union policy that all employees must consent to a search. A refusal to be searched may be treated as gross misconduct and could result in the employee’s dismissal.

f) [bookmark: _Toc150349601]Union Property and Equipment

Except for use on authorised Union business, employees are not permitted to make use of Students’ Union’s photocopier, fax, postal or other services without a Manager’s prior permission. 

Employees must not remove Union property or equipment from Union premises unless for use on authorised Union business or with the permission of management.

If an employee damages property belonging to Students’ Union, either through misuse or carelessness, Students’ Union reserves the right to make a deduction from the employee’s pay in respect of the damaged property.

On termination of their employment, employees must return all Union property, such as keys, laptops (with details of passwords), documents or any other items belonging to Students’ Union. This list is not exhaustive.

g) [bookmark: _Toc150349602]Confidentiality

During employment and after leaving, an employee is required to keep all information obtained during their employment with Students’ Union confidential.  This includes information about Students’ Union business or customers.  The only exception is if they are required to disclose information required by law or (for current employees), they are required to disclose information in the proper course of their duties. 

h) [bookmark: _Toc150349603]Standards and Conduct

Employees are required to meet all the standards of performance required of their job role.

Employees must give their full co-operation to their colleagues and to management, and ensure that all employees, members of Students’ Union, customers and members of the public are treated with dignity and respect.

Employees must comply with all reasonable management instructions and ensure that their actions comply with Students’ Union’s operating policies and procedures.

Employees are required to conduct themselves in an appropriate manner at all times whilst at work and when representing Students’ Union at social events or at events organised by Students’ Union. Employees should ensure that they conduct themselves in an appropriate manner at all times at any social events not organised by the Student’s Union which could have infringe upon our Disciplinary Rules and Procedures and/or have a negative impact upon or bring the Students’ Union.

Employees must ensure that they act in a manner which safeguards Students’ Union’s public image and preserve positive relationships with its members, customers and members of the public.

Employees are required to ensure that they behave in a way that does not constitute unlawful discrimination or bullying and harassment. 

Employees must not post any comments on blogs or social media networks which could be regarded as derogatory about work colleagues, customers or members of Students’ Union. 

Any queries received from the media must be referred immediately to management. Employees must not attempt to deal with such queries themselves.

Employees are not permitted to undertake any activity outside their employment with Students’ Union which may be considered as competing with Students’ Union.

Employees are required to seek permission from management before taking on any other employment, whether paid or unpaid, while employed by Students’ Union.


i) [bookmark: _Toc150349604]Health and Safety 

Employees are required to learn about Students’ Union’s health and safety procedures, put them into practice, and ensure that safety equipment and clothing are always used as and when necessary.


In particular, employees are provided with Students’ Union’s Health and Safety at Work Staff Workbook which employees are required sign to confirm they have read and understood the policies and procedures.  A copy of this signed page is kept in the employee’s personal file. 

During their probationary period, employees must complete the compulsory on-line Health and Safety training, details of which will be provided at Induction by the employee’s Line Manager. Employees must complete any other Health and Safety training as required.

All accidents, however small, must be reported as soon as possible, making an entry in Students’ Union’s Accident Book.  Further information is contained in the Health and Safety Policy. 


j) [bookmark: _Toc295822191][bookmark: _Toc150349605]Business Gifts

An employee who is given a gift or corporate hospitality of any sort over the value of £25 by a business contact (e.g. a customer or supplier, whether actual or potential) must disclose the fact of the gift and its nature to his or her Line Manager.  

Failure to disclose gifts will constitute a disciplinary offence. If the gift in question is of significant value and, for example, the recipient is in a position to influence business dealings with the donor, the offence may be treated as gross misconduct.

Further guidance is contained within the Anti-Bribery Policy held within this Employee Handbook. 


k) [bookmark: _Toc295822192][bookmark: _Toc150349606]Bribery

In respect of Bribery, Students’ Union has a straightforward and unconditional code of professional conduct.  Therefore, employees may not directly or indirectly, either in their own country or abroad, offer or grant unlawful benefits in connection with any products or services on behalf of Students’ Union.  This includes either monetary ‘kickbacks’ or any other type of benefit (including but not limited to free products, favours or the promise of future business).  Disciplinary action will be taken against any employee found to be breaching this code of conduct.

Further guidance is contained within the Anti-Bribery Policy held within this Employee Handbook. 

[bookmark: _Hlk71014959]
[bookmark: _Hlk495673014][bookmark: _Hlk69904729]
l) [bookmark: _Toc36823070][bookmark: _Toc150349607]Keyholding/Alarm Setting

If you are an allocated key holder, you must ensure that all procedures and guidelines are followed when securing the building prior to leaving.  The keys and any alarm codes must be kept safe at all times.  You must not give the keys or alarm code to any third party unless authorisation is obtained from a Manager.  Any loss or damage caused as a result of your failure to follow procedures or your negligence in ensuring the safekeeping of the keys and alarm code will result in disciplinary action which could lead to your summary dismissal.  We also reserve the right to deduct the cost of any loss, repair or replacement from any monies owing to you.


[bookmark: _Toc150349608][bookmark: _Toc174623749]
PART 2      STUDENTS’ UNION POLICIES AND PROCEDURES
[bookmark: _Maternity_Leave_and_Maternity_Pay][bookmark: _Toc350868885]
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Absence Management Policy

INTRODUCTION 
 
The University of Stirling Students’ Union recognises the considerable commitment which many staff, in all categories of employment, demonstrate on a day-to-day basis.  But those of us working in the University community, whatever the role, are not immune to sickness.  Like other large organisations, therefore, we need a positive approach to sickness management.  This approach must above all be supportive, ensuring that staff are treated in a manner which is fair and appropriate, whilst recognising the need for the Students Union to continue to function effectively. 
 
One of our key aims is to encourage all staff to behave with diligence in discharging the duties associated with their role in the Students Union.  We therefore need robust policies on sickness management that recognise the differing tasks and activity patterns of various staff. 
 
Unfortunately, absence of staff due to sickness has a direct impact upon the Students Union including replacement costs; disruption to work, increased workload for colleagues which can lead to increased tensions, anxieties, stress and low morale. 
 
Higher than normal levels of absence may also be indicative of problems within the work environment.  As an employer committed to the wellbeing of its staff, the Students Union is concerned to take all reasonable steps to ensure that any staff health issues, and any associated factors in the work environment, are identified at an early stage and that appropriate action is taken to address these. 
 
For those reasons, the Students Union has put in place this Policy governing the management of absence due to sickness. 

There are a number of key players whose roles are key to this policy. These are individual employees, those assigned line management responsibilities, Union HR & and the Occupational Health Service.  This policy document explains the complementary role of each of these players. 
  
Above all, the Students Union recognises that it has a responsibility to ensure that their employees work in a healthy community, and that, for those who have an illness, appropriate measures are taken to manage sickness absence and the smooth return to work of such individuals.   
 
Appropriate training will be provided for Managers to equip them with the skills and knowledge to implement the policy in a fair, sensitive and effective manner. 


THE ROLE OF THE EMPLOYEE 
 
Notification of Absence 

It is a condition of employment that staff who are unable to work due to illness, injury or some unforeseen circumstance must notify their Manager on the first day of absence no later than 30 minutes before their normal starting time for work.  If the manager is unavailable a message must be left with another responsible member of staff.  In some instances, cover will need to be arranged to cover an absence e.g. in the case of staff who work shifts, so notice of absences is required at the earliest possible opportunity.  
 

It is important for employees to keep in regular contact with their Managers thereafter if the absence is for more than one day.   Sufficient details should be given on the telephone regarding the nature of the illness or injury to give some indication as to when a return to work is expected.  If an employee is unable to notify Students’ Union personally, then someone may contact Students’ Union on their behalf but this is only in extreme circumstances, otherwise notification of absence must be in person. 
 
Self-Certificates/Medical Certificates 

If the period of absence is between 0.5 - 7 calendar days, you should complete the combined return to work/self-certificate form on your return to work. Students’ Union Secretary has a supply of these forms. This should then be forwarded to your Manager who will have a return to work discussion with you.  If the absence is for more than 7 calendar days, then in addition to the self-certification form, you must provide a medical certificate signed by a registered medical practitioner.  This certificate should be forwarded as soon as possible to your Manager who will subsequently forward it on to Students’ Union Secretary.  All certificates will be treated as confidential. It is important that the full period of absence is covered by medical certificates.  Should you wish to return to work prior to the expiry of the period covered in the medical certificate, a note from your doctor is required stating that they consider you fit to do so.  Failure to submit medical certificates on time to cover a period of absence may result in disciplinary action being invoked. 
 
Unauthorised Absence 

A failure to report sickness absence (or any other absence without prior permission from your manager) within the specified period of time, will normally be regarded as unauthorised absence. This may be considered as a disciplinary matter and dealt with under the appropriate disciplinary procedures and/or payment will be deducted from salary to cover amount of time lost due to unauthorised absence. 

Doctor’s Dentist’s and Hospital Appointments 

Employees are required to arrange doctor or dentist appointments outside working hours.  Where this is not possible, employees may request the time off from management.  Appointments that have been authorised during work time must be made at a suitable time in order to minimise disruptions to Students’ Union.

Employees will be paid for this time with any time lost being required to be made up. 

Employees will be required to produce an appointment card if requested by their Manager. 

This does not apply to ante natal appointments (see the Maternity Leave and Maternity Pay Policy). 

Sickness during a Period of Annual Leave 

If an employee is taken ill during a period of authorised holiday, they may normally be permitted to retake the holiday at a later date. In addition, if an employee is absent from work due to sickness immediately prior to a period of authorised holiday and their sickness continues into the authorised holiday period, they may be permitted to delay their holiday. 
  
Any retake or delay to a holiday will only be permitted with the authorisation of a member of the Senior Management Team.  The employee must have followed the correct absence reporting procedures and also must have provided a medical certificate from a doctor or hospital. When an employee decides to retake their holiday, they will be required to follow the normal holiday request procedure. The certificate should be dated from the first day of the employee’s illness, as retrospectively dated certificates will not normally be accepted for the purposes of reclaiming annual leave, other than in exceptional circumstances.  Employees will not be reimbursed for Public, University or Floating day holidays.

Accidents at Work 

Any injuries that occur as a result of an accident at work must be reported to your manager at the time of the accident or the earliest possible opportunity thereafter and no later than the end of that working day.  An entry must be made using the Students Union Accident Reporting Form (located in the duty manager’s office or Union reception) by the injured person or a person acting on their behalf.     Further information is contained in the Health and Safety Policy. 
 
Sick Pay Entitlement 

Entitlement to sick pay will be as set out in the employee’s statement of terms and conditions of appointment.  For those staff whose entitlement is comprised of a period at full pay and a period at half pay, the Chief Executive will be responsible for writing to the staff member informing them when there is to be a change in their pay e.g. reducing to half sick pay or reducing to no pay on the expiry of their full/half sick pay entitlement.  It should be noted that when calculating periods of full pay and half pay, any sickness absences in the preceding 12-month period are taken into consideration. Payment is without prejudice to the Company’s right to terminate an employee’s employment with the Company on the grounds of incapacity prior to the expiry of their rights to this payment.
 
THE ROLE OF THE MANAGER  

It is the responsibility of Managers to inform the Chief Executive of any cases of sickness absence that cause concern at the earliest opportunity. 

Managers are required to take reasonable steps to manage the workload of staff who are on sick leave to prevent the individual returning to a large volume of e-mails.  

Accurate records are not only mandatory for the purposes of statutory sick pay but are essential for monitoring sickness absence.  Records must be completed for every member of staff by you as the Manager or a designated record keeper.  Such records should show dates of an employee’s absence, but in order to respect employee confidentiality, wherever possible, no staff other than the line manager shall be made aware of the reasons for absence. In addition to this the Line Manager must forward direct to Students’ Union Secretary, any combined return to work/self-certification forms after the return to work discussion has taken place.  It should be noted that all such information is confidential and will not be given out to any other staff member without the prior consent of the employee to whom the information applies. 
 
There are three stages to the absence management policy, and they are explained fully below.   
 
In order to allow Managers to conduct this process, Students’ Union Secretary will produce monthly absence reports identifying trigger points for individuals.
 
Stage 1 - Return to Work Discussion
 
Good management practice, a duty of care and the requirements of this policy require that Managers undertake the following steps to manage attendance.  An employee will be seen briefly by their Manager on his/her return to work following a period of absence.  The purpose of such a discussion is to encourage communication between staff and managers regarding employee welfare at work and to identify any underlying issues or concerns at an early stage and to hopefully have them resolved without cause for further absence.  

The discussion should focus on the following points: 
 
· To enquire into the reason for absence 
· To allow the employee an opportunity to explain their absence 
· To demonstrate to the employee interest and concern for their welfare; 
· To ensure that they have not returned to work too early; 
· To update the employee on any work related events or issues that they may have missed as a result of their absence. 
· To identify at an early stage any underlying reasons for absence and ensure that appropriate assistance and support is given; 
· To assist in the monitoring and review of an individual’s sickness record and identify any patterns that may be emerging; 
· To take into account the Equality Act 2010 and consider whether it may be relevant to the case. 

Details of such meetings should be recorded and forwarded to Students’ Union Secretary for recording and retaining in HR files and, as the form is combined with the self-certificate, this will ensure that contractual sick pay is paid.  

Stage 2 - Guidance and Support Interview 

Once you have identified that there is a cause for concern regarding attendance levels, you should discuss the matter with the Chief Executive and arrange a guidance and support interview with the employee in which the frequency, reasons and amount of absence should be discussed.  

The employee should be invited to attend this interview and be given the opportunity to bring someone along with them, either a Trade Union representative or work colleague (someone employed within the Students Union).  Although this is a formal interview, you should deal with the situation sympathetically and cover the following:
 
· You should advise the employee that they have reached a certain trigger point (see Trigger Points under Poor Attendance below)
· You should alert the employee to the fact that their absences are cause for concern.   
· You should try to ascertain whether there are any mitigating circumstances such as personal or work-related problems which may be easily resolved 
· You should also refer to the previous return to work discussion forms in the case of frequent absences.  
· An action plan may be devised to avoid the problem recurring in the future. 
· Discuss referral to Occupational Health 
  
If the nature of the illness is such that it prevents the employee coming into the Students Union to discuss the matter, then you should make a home visit (or if this is not convenient for the member of staff, agree to meet at an alternative venue), normally with an HR Adviser, taking with you a copy of any Referral to Occupational Health and any other relevant paperwork. 


Poor Attendance 
 
Trigger Points - (all absences) 
Patterns of poor attendance may vary, making it difficult for managers to identify what constitutes poor attendance. 
 

The following levels are recommended as trigger points after which time a guidance and support interview should take place and consideration be given to an Occupational Health referral: 

i. 4 separate episodes of absence of one day’s absences or more over a period of 6 months  
ii. 4 weeks’ continuous absence, with no immediate or known prospects of a return to work. 

Frequent Short-Term Sickness Absence 

Frequent short-term sickness absence can be defined as frequent absences of short-term duration i.e. a few days at a time.  Such absences will normally be caused by genuine underlying health problems or problems in the work place, but it is also possible in some cases there may be an abuse of the sick leave provision.  It is important that the cause of absence is established with the employee at the return to work discussion stage and that any underlying factors are established and addressed by the manager and or employee if possible. 

If it is decided that it is necessary to take action, then the Disciplinary Procedures will be followed to help the employee improve their attendance.

[bookmark: _Hlk36213397]Long Term Sickness

Long-term sickness absence is defined as any absence lasting four consecutive weeks.  You should adopt a sympathetic and understanding approach at all times when dealing with staff on long-term sickness absence and keep in regular contact with them.  Such staff may already be concerned about their future employment and regular contact could facilitate their return to work. 
 
The need to review long-term sickness absences is of the utmost importance.  Failure to do so can mean the employee being unaware that their sick pay is due to reduce to half pay or expire.  Notification of any change to pay will be confirmed to employees in advance, in writing by the Chief Executive. 

If an employee is absent from work for a period four-weeks, Students’ Union will normally make arrangement to see the employee either at work or at home to obtain information regarding the employee’s progress with their health issues and may ask for permission to obtain a doctor’s or consultant’s report.   The employee has the right to refuse this permission but it is important to note that the reason for the request is to help Students’ Union manage the situation and help the employee return to work as soon as possible.  It should also be noted that any decision regarding ongoing employment will be based on the information available to Students’ Union at that time and so it is important for Students’ Union to have as much information as possible so that the correct decision is made. 

Once Students’ Union receives the report from the doctor or consultant, Students’ Union will meet with the employee to discuss the contents of the report and the next steps.

Students’ Union will take all the necessary steps to try and accommodate any recommendation in the report to facilitate the employees return to work.  However, if it is clear from the report the employee is unlikely to be able to return to their job and there is no suitable alternative, Students’ Union may have to consider dismissal on the grounds of ill-health.  

If dismissal is considered, Students’ Union will write to the employee, giving them advance notice of a formal meeting to discuss the situation.  The employee may, if they wish, be accompanied at this meeting by a work colleague or a trade union representative.
 


Before reaching a decision, Students’ Union will take into account the nature of the employee’s illness, any advice Students’ Union have received from the employee’s doctor or consultant as to the employee’s return to work and future capabilities.  If the employee’s absence is for a reason related to a disability, Students’ Union will also explore any ways of accommodating this by making reasonable adjustments.


Monitoring Absence

If it is decided that it is necessary to take action, then the disciplinary procedures will be followed to help the employee improve their attendance.  Any sanction may also include that the employee will not be paid Occupational Sick Pay for a specific period of time.

Pattern of Absences 

Particular note should be taken as to whether there is any pattern to the absences e.g. coinciding with weekends, bank holidays or rest days.  Note should also be taken as to the cause of the absences e.g. if the reason given is frequently relating to one illness, this could suggest a particular health problem.  If, on the other hand, the reasons cover a variety of illnesses, this could suggest poor health overall, low resistance to infection or abuse of sick leave provision. 
 
Stage 3 – Identify What Route 
 
Once you have exhausted the above procedure you need to decide in conjunction with the Chief Executive what the next appropriate stage is.  This could be referral to Occupational Health where you believe there is a genuine underlying reason for the employee absence.  This can be achieved through a management referral. 

Referrals to the Occupational Health Service 
 
Management Referrals 
 
In situations where an employee is being referred to The Occupational Health Service, it is important that the employee is fully aware of the reasons for their referral.  Managers should meet informally with employees to discuss the referral.   At this meeting, you should give the employee the Referral to Occupational Health - Staff Information Sheet and answer any questions that they may have at that time.  You should then contact the Chief Executive to make the appropriate arrangements for the referral.  The letter of referral to The Occupational Health Service will be sent by the Chief Executive. The more information that The Occupational Health Service has about the case, the easier it is for them to carry out an accurate assessment which will be of most help to all involved.  Occupational Health will then contact the member of staff direct with details of an appointment date and time. 
 
Following the assessment, with the consent of the employee, The Occupational Health Service will send a report to the Chief Executive.  The Chief Executive will then consider the report from The Occupational Health Service and consider the range of options available with the referring Manager.  The confidentiality of clinical details given by doctors or specialists will be respected in accordance with the Access to Medical Reports Act (1988).  Unless necessary, staff not directly concerned will not be informed of personal details concerning medical history, domestic life etc. without specific consent from the employee.   In some cases, a review of progress will be required and subsequent appointments with The Occupational Health Service will be made.  Reports will be kept in personnel files within the Chief Executive’s Office. 
 
In cases where a member of staff is returning to work after a significant period of sickness absence, it may be appropriate for them to be referred to The Occupational Health Service simply to ensure that they are fit to return to work and/or fit to resume full-time hours.  

The report may also, if appropriate, make reference to rehabilitation, a phased return or any reasonable adjustments such as alterations to the workplace or a change of working hours as required under the terms of the Equality Act 2010. 
 
Occupational Health may discuss and recommend a phased return to work where the employee is fully fit to return to work but needs some time to readjust to full time working again. The recommendation could include the employee working shorter days or having later starting times, earlier finishing time or altering a shift pattern to help with the initial return to work.  Any recommendations would be discussed with the Chief Executive, the employee and their Manager before being agreed, at the discretion of the Chief Executive, and implemented.  The Students Union would re-instate full pay where sick pay had been reduced or exhausted for a period of no more than six weeks to facilitate a phased return to work.  If after this six-week period the employee wished to have an extension considered to the phased hours, then they will be paid on the basis of hours worked and not full pay.   
 
If an employee contracts or develops any ongoing illness or medical condition which may affect their work, this should be reported to their line manager immediately.  If the employee is unable to carry out their contractual obligations due to a medical condition, Students’ Union reserves the right to review the employee’s continued employment.

Self-Referrals 
 
It should be noted that staff can self-refer to the Occupational Health Service if they have concerns about work-related health issues.  Appointments can be made by telephoning the Occupational Health Service direct.  Self-referrals do not form part of Management’s role therefore no feedback will be sent to the Manager unless the employee agrees to this.  All discussions will be kept confidential by The Occupational Health Service. 

Continuing Unsatisfactory Attendance 

Where it is considered by The Occupational Health Service, following consultation with an employee’s GP, that there is no underlying health reason for continued absences, this will be discussed with the employee by their Manager.   
 
The employee shall be given a second and final opportunity to improve their attendance record against the expected standards.  A monitoring period of between 3-6 months shall be set, as deemed appropriate by the Manager.  Progress will be reviewed monthly.  If, at the end of the monitoring period a sufficient standard of attendance has been achieved, then this will be conveyed to the employee by their Manager.  If, however, there has not been any sustained improvement in the employee’s attendance, a further meeting shall be arranged.  The causes and frequency of the absence will again be discussed and, if necessary, a further health assessment may be obtained.  Continuing poor attendance may lead to disciplinary action including eventual dismissal. 
 
In cases of long-term sickness absence of up to a year, the Students Union will determine the future of the employee prior to the anniversary of their absence, or earlier, if this is appropriate, based on the advice from The Occupational Health Service.  The Students Union will be aiming firstly for a successful return to work but, where this is not possible, then other arrangements including ill-health retirement, redeployment or capability dismissal will be considered.   
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Adoption Leave Policy 
(Incorporating surrogacy leave)


1. Introduction

The Students Union recognises the importance of supporting all staff in their obligations to their families.  This Adoption Leave Policy has been designed to explain the benefits of the Students Union Scheme and to set out your obligations under it.

2.	Statutory entitlement

All employees are eligible for 52 weeks adoption leave irrespective of their length of service or hours of work.  This is to be made up of 26 weeks of ordinary adoption leave (OAL) and 26 weeks of additional maternity leave (AAL).  These rights are available to employees who:

· Have been newly matched with a child for adoption by an adoption agency
· Are intended parents of a child born through a surrogacy arrangement, who will be subject to a Parental Order
· Are prospective adopters who are fostering a child under the “Fostering for Adoption” Scheme.

If you are a couple adopting you can decide who will take the paid adoption leave.  The other partner may be eligible to take paid paternity leave under the Student Union’s Paternity Leave Policy.

As a result of the Sex Discrimination Act 1975 (Amendment) Regulations 2008, employees will enjoy the same terms and conditions on Additional Adoption Leave (AAL) as they enjoy during Ordinary Adoption Leave, except salary (other than adoption pay).  Therefore you are entitled to benefit from your normal terms and conditions of employment, except for salary, for the whole duration of your adoption leave.

3.	Adoption/Surrogacy pay

This section details the different payments that you may be eligible for dependent on your length of service.  You should work out how long you have worked at the Students Union and find the appropriate option from those listed below.

Please note:  In the case of a surrogacy arrangement, the qualifying service is 26 weeks continuous service with the Students Union at the end of the qualifying week (i.e. the 15th week before the Expected Week of Childbirth) and returning to work.




	Type of Leave
	Option
	Service
	Leave Entitlement
	Payment

	Occupational Adoption Leave
	Option 1
	26 weeks continuous service with the University of Stirling Students Union at the end of the week in which notice of the match is given and returning to work.
	52 weeks
	. First 16 weeks full pay (to include Statutory Adoption Pay) 
 . next 23 weeks Statutory Adoption Pay at £184.03* per week or 90% of your weekly salary if this is less than £184.03* per week.                            . the remaining 13 weeks will be unpaid.

	Occupational Adoption Leave
	Option 2
	26 weeks continuous service with the University of Stirling Students Union at the end of the week in which notice of the match is given and returning to work.
	52 weeks
	. First 8 weeks at full pay (to include Statutory Adoption Pay)                                            . next 8 weeks at half normal full pay plus Statutory Adoption Pay                           
. next 8 weeks at half normal full pay only (inclusive of Statutory Adoption Pay)                       . the remaining 15 weeks at Statutory Adoption Pay at £184.03* per week or 90% of your weekly salary if this is less than £184.03* per week.
. The remaining 13 weeks will be unpaid.

	Basic Adoption Leave
	Option 3
	Less than 26 weeks continuous service with the University of Stirling Students Union at the end of the week in which notice of the match is given and returning to work.
	52 weeks
	. You will not be entitled to Statutory Adoption Pay                      . You may be eligible for Adoption Allowance through the Department of Work and Pensions, for which the Payroll Team will need to complete a SMP1 form on your behalf which you will then send to your local DWP to claim any allowances.

	Resignation
	Option 4
	26 weeks continuous service with the University of Stirling Students Union at the end of qualifying week (i.e. the 15th week before your Expected Week of Childbirth) and not returning to work.
	52 weeks
	. First 6 weeks at 90%             . Remaining 33 weeks at Statutory Maternity Pay of £184.03* per week or 90% of your weekly salary if this is less than £184.03* per week.
. The remaining 13 weeks will be unpaid.


· SAP subject to legislative change each year in April. 

Please note:  If you are eligible and opt for the University of Stirling Students Union enhanced adoption package (Option 1 or 2) this is subject to you returning to work at the University of Stirling Students Union after your Adoption Leave for a period of 3 months.  If you do not return to work then you will be required to repay the enhanced element of any Adoption/Surrogacy Pay received.

You are entitled to a maximum of 52 weeks leave: however you are free to choose a shorter period to suit your own circumstances.

	
4.	Notification Process

4.1	To claim adoption/surrogacy leave you must notify the Union Secretary in writing (please use the adoption leave notification form at the end of this document) within 7 days of being notified by the adoption agency that you have been matched with a child for adoption.  In the case of surrogacy arrangement, leave can only start from the date of birth. 

For Adoption Leave

You should advise us of:
· The expected date of placement
· The date on which you intend to start your adoption leave.

And you should produce:
· A matching certificate from the adoption agency.

The earliest adoption leave can start is 14 days prior to the expected date of placement.  The latest date leave can start is the date of placement itself.  If you plan to start your adoption leave before the actual placement date, you must be sure that the placement will be going ahead on the agreed date, as it is not possible to stop and start leave again at a later date if the placement is delayed.

For Surrogacy Leave

You should produce the following:
· The birth mother’s MATB1 form and
· Parental Order within 6 months of the child’s birth.

4.2	Within 28 days of receipt of your written notification and receipt of your matching certificate form, the Union Secretary will write out to you confirming details of your adoption leave dates and pay entitlements.

4.3	If you decide to change the date on which your adoption leave commences you must notify the Union Secretary in writing at least 28 days before your proposed new start date.

5.	Adoption Care Appointments

Up to 5 days paid leave will be available for the purpose of attending official meetings or conducting visits prior to the official date of the adoption.  You should provide your Line Manager/Union Secretary with as much notice as possible and you may need to provide evidence of meetings, appointments, visits, etc.

6.	Returning to work

You are encouraged to remain in contact with your Manager and colleagues at the Students Union, however in terms of returning to work:

6.1	You do not need to give notice of your return to work unless you wish to return before the date stated on your adoption/surrogacy leave letter.  If you wish to return earlier, you must inform your Line Manager in writing, with a copy to the Union Secretary, confirming the date you wish to return.  This should be received at least 8 weeks before your revised return date.

6.2	You are entitled to return to the same job on terms and conditions that are not less favourable than those you had before you went on adoption leave.  If that is not practicable because of re-organisation within your department, you will be offered suitable alternative employment in the same way as if you had not been absent on adoption leave.

6.3	You may wish to think about returning to work on a part time, job share or more flexible working basis.  Part time working is when the number of working hours expected of you is less than that of a full time equivalent employee.  Job share is when two people share the duties and responsibilities of one full time post.  Flexible working arrangements can vary but may include annualised hours, term time working, differing starting and finishing times etc.  

Requests for flexible working patterns will be considered under the Flexible Working Policy.  If you are interested in any of these options you should contact your Manager as soon as possible for a general discussion and at least 8 weeks before you expect to return to work.  This will allow your Manager to consider whether it is possible to accommodate your request.  If a change to your working arrangements is agreed then you will be issued with a new contract.  If a change cannot be accommodated then your Manager will explain the reasons for this decision in writing.

6.4	If you decide not to return to work you should give your Line Manager the required notice as detailed in your contract of employment.  If you are unsure of your contractual notice requirements, please contact the Union Secretary.

6.5	If during your period of Adoption Leave you were paid occupational adoption pay including SAP and do not return to work for a period of at least three months after the end of your Adoption leave, you will be asked to repay the occupational element of your adoption pay.  This is equivalent to 10 weeks full pay received from the Students Union less the SAP element.

7.	Other Terms and Conditions during Adoption Leave

During your adoption leave there will be no change to your core contractual rights or terms and conditions except for the purposes of pay.  Detailed below is some information relating to your terms and conditions during your period of adoption leave: 

7.1	Annual Leave

Throughout the period of adoption/surrogacy leave you will continue to accrue annual leave.   You will normally be allowed to take this accrued leave at the end of your adoption leave period subject to the operational needs of your department.  If you are on adoption leave over the span of two annual leave years then you may carry that leave forward for up to three months from the end of your adoption leave.  If you decide not to return to work then any annual leave due will either be offset against your contractual notice period or paid in your final salary payment.  You should liaise with your Line Manager for confirmation.

7.2	Other Holidays
	
All public and university holidays that fall in the period of maternity leave will be accrued. Accrued holidays will be dealt with as per the provisions for annual leave detailed in 7.1 above.

7.3	Increments & Pay Awards
In accordance with your contract of employment, where appropriate your salary will be reviewed and you will be advised in writing of any pay change.  There is no automatic entitlement to an annual increase in your pay.

7.4		Pension

During paid adoption leave you will continue to pay contributions on any pay received (even on a reduced salary) and continue to enjoy full pension rights.  During any further period of unpaid Additional Adoption leave, no contribution can be deducted since you are not receiving a salary.  

8.	Keeping in Touch

During adoption/surrogacy leave, the employer and the employee may make reasonable contact with each other.  Reasonable contact will vary according to individual circumstances and should be agreed between both the employer and employee.  You can work for up to 10 days, by mutual agreement with your Line Manager, during your adoption leave without it impacting on the adoption leave or it affecting your right to Statutory Adoption Pay.

The idea behind this is to allow you to keep in touch with colleagues and your Line Manager during your leave.  Keeping in Touch Days (KIT days) can simply be used for you to undertake normal contractual duties or it could be used for allowing the employee to attend a scheduled conference, training, team meetings, away days or performance & development reviews.

The days do not have to be worked consecutively and you will be paid at your normal rate of pay or the appropriate rate for the work you undertake on these days.  Working part of a day will count as one day’s work.  You will be paid per day irrespective of the total number or hours worked during a KIT day.  The payment is calculated by taking your average monthly salary and dividing it by the total number of calendar days in that specific month.

Payment for KIT days will not exceed full pay and will only be made for work undertaken that is agreed.  Staff in receipt of Occupational Adoption Pay receive normal pay so no additional payment will be made for working a KIT day, instead this should be taken as leave.

	KIT days do not extend the adoption pay periods in any way.

All payments will include Statutory Adoption Pay where applicable.  Line Managers will be responsible for advising the Union Secretary of any work undertaken by the employee in order that the necessary KIT day payments can be made.

KIT days are optional and the Students Union has no right to force you to work your KIT day entitlement.  KIT days may be undertaken at any stage during adoption leave, except during any annual leave period that is used directly after your adoption leave.

Your Line Manager may also make reasonable contact with you during your adoption leave period, regardless of whether you do any work or not, for example to discuss your return to work.
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PURPOSE

The purpose of this policy is to:

1. set out the Student Union’s responsibilities, and of those working for the Students Union on bribery and corruption; and
1. provide information and guidance to those working for Students’ Union on how to recognise and deal with bribery and corruption issues.

POLICY STATEMENT

It is the Students’ Union’s policy to conduct all of its affairs in an honest and ethical manner.  Students’ Union takes a zero-tolerance approach to bribery and corruption and is committed to acting professionally, fairly and with integrity in all Students’ Union’s business dealings and in all its relationships wherever Students’ Union operates.

Students’ Union is committed to implementing and enforcing effective systems to counter bribery and will uphold all laws relevant to countering bribery and corruption in all the jurisdictions in which Students’ Union operates.  However, Students’ Union remains bound by the laws of the UK, including the Bribery Act 2010, in respect of Students’ Union’s conduct both at home and abroad.

For individuals bribery and corruption are punishable by up to ten years’ imprisonment.  In corporate terms, if Students’ Union is found to have taken part in corruption Students’ Union could face an unlimited fine, be excluded from tendering for public contracts and face damage to its reputation.  Students’ Union therefore takes its legal responsibilities in this area very seriously.


KEY RISKS

Students’ Union has identified that the following are particular risks for the organisation.

· Financial uncertainty – reduced government funding
· Receipt of financial donations
· Purchase of Goods and Services by Students’ Union, particularly the award of tenders and contracts
· Giving/Receiving of Gifts and Hospitality which are intended to be or could be perceived as bribes.

WHO IS COVERED BY THE POLICY

This policy applies to all employees (whether permanent, fixed-term or temporary), consultants, contractors, trainees, seconded staff, casual associated staff and agency staff, volunteers, interns, agents, or any other person associated with Students’ Union (collectively referred to as associated staff in this policy).


WHAT IS BRIBERY?

A bribe is an inducement or reward offered, promised or provided in order to gain any commercial, contractual, regulatory or personal advantage.


	Examples:

Offering a bribe

You offer a potential benefactor tickets to a major event, but only if they agree to make a financial donation to Students’ Union.

This would be an offence as you are making the offer to gain a commercial and contractual advantage.  Students’ Union may also be found to have committed an offence because the offer has been made to obtain business for Students’ Union.  It may also be an offence for the potential benefactor to accept your offer.

Receiving a bribe

A supplier of Students’ Union gives your nephew a job but makes it clear that in return they expect you to use your influence in our organisation to ensure Students’ Union continues to do business with them.

It is an offence for a supplier to make such an offer.  It would be an offence for you to accept the offer as you would be doing so to gain a personal advantage.






GIFTS AND HOSPITALITY

This policy does not prohibit normal and appropriate hospitality (given and received) to or from third parties.

Gifts, other than items of very small intrinsic value such as a gift worth less than £25, should not be accepted.  Modest hospitality is an accepted courtesy of business relationships.  

Recipients should not allow a position to be reached whereby they might be, or might be deemed by others to have been, influenced in making a business decision as a consequence of accepting such hospitality.  

In any case where it is difficult to determine what is and what is not acceptable in gifts or hospitality, the offer should be declined or advice sought from the Chief Executive, who will maintain a register of gifts received where the value is greater than £25.  Members of staff in receipt of such gifts are obliged to notify the Chief Executive promptly.  Staff should always ensure that their immediate superior is aware of any gifts or hospitality received.

Students’ Union appreciates that the practice of giving business gifts varies between countries and regions and what may be normal and acceptable in one region may not be in another.  The test to be applied is whether in all the circumstances the gift of hospitality is reasonable and justifiable in the United Kingdom.  The intention behind the gift should always be considered.



WHAT IS NOT ACCEPTABLE?

It is not acceptable for you (or someone on your behalf) to:

1. give, promise to give, or offer, a payment, gift or hospitality with the expectation or hope that a commercial advantage will be received, or to reward a commercial advantage already given;

1. give, promise to give, or offer, a payment, gift or hospitality to a government official, agent or representative to “facilitate” or expedite a routine procedure;

1. accept payment from a third party that you know or suspect is offered with the expectation that it will obtain a commercial advantage for them;

1. accept a gift or hospitality from a third party if you know or suspect that it is offered or provided with an expectation that a commercial advantage will be provided by Students’ Union in return;

1. threaten or harass against another worker who has refused to commit a bribery offence or who has raised concerns under this policy; or

1. engage in any activity that might lead to a breach of this policy


FACILITATION PAYMENTS AND KICKBACKS

If you are asked to make a payment on behalf of Students’ Union, you should always be mindful of what the payment is for and whether the amount requested is proportionate to the goods or services provided.  You should always ask for a receipt which details the reason for the payment.  If you have any suspicions, concerns or queries regarding a payment, you should raise these with your Line Manager or the Chief Executive.

‘Kickbacks’ are typically payments made in return for a commercial favour or advantage.  All associated staff must avoid any activity that might lead to, or suggest, that a facilitation payment or kickback will be made or accepted by Students’ Union.


YOUR RESPONSIBILITIES

You must ensure that you read, understand and comply with this policy.

The prevention, detection and reporting of bribery and other forms of corruption are the responsibilities of all those working for Students’ Union or under Students’ Union’s control.  All associated staff are required to avoid any activity that might lead to, or suggest, a breach of this policy.

You must notify your line manager as soon as possible if you believe or suspect that a conflict with this policy has occurred or may occur in the future.  For example, if a client or potential client offers you something to gain a commercial advantage with Students’ Union or indicates to you that a gift or payment is required to secure their business.  Further “red flags” that may indicate bribery or corruption are set out in the Schedule.

Any employee who breaches this policy will face disciplinary action, which could result in dismissal for gross misconduct.  Students’ Union reserves the right to terminate Students’ Union’s contractual relationship with other associated staff if they breach this policy.


HOW TO RAISE A CONCERN

You are encouraged to raise concerns about any issue or suspicion of malpractice at the earliest possible stage.  If you are unsure whether a particular act constitutes bribery or corruption, or if you have any other queries, these should be raised with your Line Manager or the Chief Executive.  


WHAT TO DO IF YOU ARE A VICTIM OF BRIBERY OR CORRUPTION

It is important that you tell your Line Manager or the Chief Executive as soon as possible if you are offered a bribe by a third party, are asked to make one, suspect that this may happen in the future, or believe that you are a victim of another form of related unlawful activity.


PROTECTION

Associated staff who refuse to accept or offer a bribe, or those who raise concerns or report another’s wrongdoing, are sometimes worried about possible repercussions.  Students’ Union aims to encourage openness and will support anyone who raises genuine concerns in good faith under this policy, even if they turn out to be mistaken.


COMMUNICATION

Students’ Union’s zero-tolerance approach to bribery and corruption must be communicated to all suppliers, contractors and business partners at the outset of our business relationship with them and as appropriate thereafter.

WHO IS RESPONSIBLE FOR THE POLICY?

The Trustee Board has ultimate responsibility for ensuring this policy complies with Students’ Unions legal and ethical obligations. Finance and Resources Committee (FRC) provides a channel for formal reporting and appraisal of the system of managing corruption and bribery issues.

The Chief Executive has day to day responsibility for implementing this policy and for monitoring its use and effectiveness and dealing with any queries on its interpretation.  Management at all levels are responsible for ensuring those reporting to them are made aware of and understand this policy.

MONITORING AND REVIEW

The Chief Executive will monitor the effectiveness and review the implementation of this policy, regularly considering its suitability, adequacy and effectiveness.  Any improvements identified will be made as soon as possible.  Internal control systems and procedures will be subject to regular audits to provide assurance that they are effective in countering bribery and corruption.

All associated staff are responsible for the success of this policy and should ensure they use it to disclose any suspected danger or wrongdoing.

This policy does not form part of any employee’s contract of employment and it may be amended at any time.






Schedule      Potential risk scenarios: “red flags”


The following is a list of possible red flags that may arise during the course of your working for Students’ Union that may raise concerns under various anti-bribery and anti-corruption laws.  The list is not intended to be exhaustive and is for illustrative purposes only.

If you encounter any of these red flags while working for Students’ Union, you must report them promptly to your Line Manager or to the Chief Executive 

1. you become aware that a third party engages in, or has been accused of engaging in, improper business practices;

1. a third party insists on receiving a commission or fee payment before committing to sign up to a contract with Students’ Union, or carrying out a government function or process for Students’ Union;

1. a third party requests payment in cash and/or refuses to sign a formal commission or fee agreement, or to provide an invoice or receipt for payment made;

1. a third party requests that payment is made to a country or geographic location different from where the third party resides or conducts business;

1. a third party requests an unexpected additional fee or commission to “facilitate” a service;

1. a third party demands lavish entertainment or gifts before commencing or continuing contractual negotiations or provision of services;

1. a third party requests that a payment is made to “overlook” potential legal violations;

1. a third party requests that you provide employment or some other advantage to a friend or relative;

1. you receive an invoice from a third party that appears to be non-standard or customised;

1. a third party insists on the use of side letters or refuses to put terms agreed in writing;

1. you notice that Students’ Union has been invoiced for a commission or fee payment that appears large given the service stated to have been provided;

1. a third party requests or requires the use of an agent, intermediary, consultant, distributor or supplier that is not typically used by or known to Students’ Union; and

1. you are offered an unusually generous gift or offered lavish hospitality by a third party.

[bookmark: _Hlk36206714]Bribery 

Bribery and corruption are punishable for individuals by up to ten years' imprisonment and if the Company are found to have taken part in corruption the Company could face an unlimited fine, be excluded from tendering for public contracts and face damage to our reputation. The Company therefore take its legal responsibilities very seriously.

In this policy, third party means any individual or organisation you come into contact with during the course of your work for the Company, and includes actual and potential clients, customers, suppliers, distributors, business contacts, agents, advisers, and government and public bodies, including their advisors, representatives and officials, politicians and political parties.

What is bribery?

A bribe is where an inducement or regard is offered or promised in order to gain a commercial, contractual, regulatory or personal advantage.

One example of offering a bribe would be that you offer a potential client tickets to a major sporting event but only if they agree to do business with the Company.

An example of receiving a bribe would be that a supplier gives one of your relatives a job but makes it clear that in return they expect you to use your influence within the Company to ensure that the Company  continues to do business with them.  

Employee Responsibilities

Employees must ensure that they have read, understand and comply with this policy.  We all have a responsibility to ensure that any form of corruption is prevented, detected and reported.  

If you suspect that a conflict with this policy has occurred or may happen in the future, then you must notify either your line manager or ………………. as soon as possible.  

If you believe that you are a victim of bribery or corruption you should inform your line manager or ………………….. as soon as possible.

Protection

The Company aim to encourage openness and will support anyone who raises genuine concerns in good faith under this policy even if it turns out that they were mistaken.

If you believe that you have been subjected to detrimental treatment, then you should inform your line manager immediately.  If you find that the matter has not been remedied, then you should raise this using the Grievance Procedure contained in this Handbook.
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Attendance at Work 
[bookmark: _Guidelines_during_Inclement]Guidelines during Inclement Weather or Extreme Circumstances
It is recognised that there may be times when it is problematic for staff to travel to work.  This may be when their normal mode of transport is not possible due to inclement weather[footnoteRef:2] or public transport strikes or other circumstances which are beyond the staff member’s control (domestic situations should be dealt with under the Time Off for Dependants Policy).  Although it is anticipated that such problems will be rare this policy has been written to provide guidelines should such circumstances arise. [2:  ‘Inclement weather’ is defined as snow, ice, fog, floods, which render extremely hazardous journeys by road, by both public and private transport] 

Guidelines for Staff
Generally, individuals choose where they live and how they travel to work. If they travel to work by car and are unable to get to work because of the weather or another reason e.g. national fuel shortage or some other exceptional circumstance, it is expected that they will make every effort to attend work by making alternative arrangements e.g. public transport.  Likewise, if their preferred mode of transport is by bus or train and there is a public transport strike, they are expected to make every effort to make alternative travelling arrangements e.g. car-sharing or taxi.  
· It is expected that every member of staff will make every reasonable effort to get to work.
· During inclement weather, buses may be running but unable to reach some areas.  It is not unreasonable to expect someone to use an alternative nearby bus stop on an open route.
· It is essential to phone your Line Manager/Union Secretary to let them know if you are going to be late or unable to attend work as soon as reasonably possible and no later than one hour after your expected starting time. Clearly there may be times when this is not possible, and allowances will be made in circumstances when there is no access to a phone.  However, contact should be made as soon as reasonably practicable in such instances.
· Failure to notify your Line Manager/Union Secretary that you are unable to attend work without a reasonable explanation would count as unauthorised absence and therefore be unpaid. Furthermore, it could constitute a disciplinary offence which may result in formal disciplinary action being invoked.  
· If you do arrive late because of inclement weather or other such extreme circumstances, you will not normally be expected to make up the time lost.  Likewise, if you wish to leave work early because of the weather you should consult with your Line Manager.  In the case of worsening or particularly hazardous conditions, at the discretion of the Line Manager, you may be able to leave work earlier than usual without having to make up any time lost. 
· There may be circumstances where your inability to attend work is caused by a need to provide emergency care for family purposes e.g. in the event of school/nursery closures, illness or other family situation. In such circumstances guidance should be sought from the Time Off for Dependants Policy (below).




Severe Weather
· In the event that weather conditions deteriorate during the working day and it appears that staff may have difficulty in travelling home, the University Secretary’s office will consider whether staff should leave work early. This will be communicated to all areas including the Student Union.  Information from the AA, the police and local radio will be taken into consideration when making such a decision.  No loss of pay to staff will be involved.
· In the event that weather conditions do not improve resulting in absence of more than one day, staff members should maintain regular contact with their Line Manager.
· Although Students’ Union will not be unreasonable should extreme circumstances prevent a member of staff attending work, alternative arrangements will be required should a regular or consistent pattern of time–off as a result of inclement weather occur. This may be due to the member of staff living a considerable distance from work or in a remote area.  In such cases, consideration should be given to a combination of paid, unpaid or annual leave being used during absences.
Guidelines for Line Managers
Line Managers should ensure that staff are clear what reporting arrangements apply in the event that a member of staff within their area anticipates difficulty getting to work or late arrival. 
There is a wide range of factors which can apply and a decision as to how time off should be categorised is a local one for Line Managers to determine. However, consistency and fairness are very important. While accepting that staff should not take unreasonable risks in attempting to get to work in difficult or extremely hazardous[footnoteRef:3] conditions, there should not be a disincentive to staff that do make a particular effort. Staff are expected to make reasonable efforts to find alternative means of getting to work which do not, in the case of inclement weather, cause a health and safety risk.  The following factors should be taken into account by the Line Manager when exercising discretion in these circumstances.  These include: [3:  Extremely hazardous’ is defined as those conditions in which the police and/or appropriate motoring organisations advise people not to make unnecessary journeys or indeed travel at all.
	] 

· Staff should check if public transport is running or if alternative travel arrangements are possible e.g. taxi, walking and car sharing.  In cases where alternative transport is available staff will be expected to make use of it.
· Where inclement weather or other exceptional circumstance prevent staff from attending work, working from home shall be considered. This is dependent on the nature of employment and whether other circumstances permit this to happen.
· Where it is known that the member of staff has mobility problems special care should be taken in reaching a decision relating to attendance and pay. The Chief Executive will advise on such cases.
When a member of staff has not been able to attend work at all due to inclement weather, or other extreme circumstances out with their control, Line Managers may come to an agreement with that individual to allow them to:

a) take a day’s annual leave; or
b) elect to have a day’s authorised leave without pay; or
c) work at home; or 
d) make up the time/hours lost within one month of the occurrence
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Anti-Bullying, Harassment and Stalking

Students’ Union is committed to providing a working environment for all its employees that is comfortable and free from all forms of bullying, harassment and stalking.  Students’ Union adopts a zero-tolerance approach towards bullying, harassment or stalking from employees, clients, customers or suppliers.  Any employee who is found to have harassed, stalked or bullied a colleague will be subject to disciplinary action, up to and including summary dismissal.

Some acts of harassment or stalking may be deemed to be so serious they may amount to unlawful assault, giving rise to civil or criminal liability.  Liability for acts of harassment can be assigned to the Students Union, the perpetrator or any individual who has not followed correct procedures.

Employees should note that this policy includes ‘virtual bullying, harassment and stalking’.  Any derogatory comments made by employees on social networking sites such as Facebook, twitter etc about work colleagues or the Students Union may be subject to investigation and, if deemed action may be taken up to and including dismissal.

Bullying

Bullying is the misuse of power or position that is considered intimidating, offensive or malicious and which undermines a person’s ability, confidence or self-esteem leaving them feeling hurt, frightened, angry or powerless.

Examples of bullying include:

· Sadistic or aggressive behaviour over time
· Verbal or physical threats and intimidate
· Offensive or abusive personal remarks
· Humiliation or ridiculing
· Criticism in public which is designed to humiliate
· Persistent unjustified criticism
· Persistent negative comments
· Treating colleagues as children, not as adults
· Undermining staff by replacing their areas of responsibility unreasonably or without justification
· Exclusion from meetings
· Picking on one person when there is a common problem
· Reducing someone’s effectiveness by withholding information
· Constantly changing work deadlines or work guidelines in order to cause someone to fail 
· Setting unattainable targets
· Consistently not giving credit where it is due
· Consistently claiming benefit from someone else’s work
· Belittling someone’s opinion
· Making false allegations
· Monitoring work unnecessarily and intrusively
· Undervaluing work done
· Removing areas of responsibility without justification or consultation
· Imposing unfair sanctions. 



Harassment

Harassment is any conduct either verbal, non-verbal or physical.  Harassment is defined in the Equality Act 2010 as:

Unwanted conduct related to a relevant protected characteristic, which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that individual. 

The Equality Act 2010 defines harassment related to gender, sexual orientation, gender reassignment, race which includes colour, nationality ethnic or national origins, religion or belief, age or disability as unlawful. 

Harassment is also conduct that is:

· Unreciprocated
· Unwanted
· Considered to be offensive
· Affects the dignity of men and women at work

Harassment can take many different forms:

· physical conduct ranging from unwelcome touching to serious assault
· unwelcome sexual advances
· demeaning comments about a person's appearance,
· unwelcome jokes or comments of a sexual or racial nature or about an individual's age
· the use of obscene gestures
· the open display of pictures or objects with sexual or racial overtones, even if not directed at any particular person, e.g. magazines, calendars or pin-ups.
· written abuse such as letters, faxes, emails or web site, or graffiti (these may be anonymous)
· explicit behaviour such as mimicking the effect of a disability
· covert or disguised behaviour such as social isolation or exclusion from social activities, non-co-operation and implicit threats
· pressure for sexual favours or pressure to participate in political/religious groups incidents associated with work such as stalking, pestering or spying
· verbal abuse such as anonymous answer phone messages, threats, shouting, offensive language or innuendo, slander, telling offensive jokes, name calling or spreading malicious rumours

Conduct may be harassment whether or not the person behaving in that way intends to offend.  Something intended as a 'joke' may offend another person. 

Such behaviour is unacceptable if:

It is unwanted, unreasonable and offensive to the recipient
It is used as the basis for employment decisions
It creates a hostile or ineffective working environment

Everyone has the right to decide what behaviour is acceptable to him or her and to have his or her feelings respected by others.  Behaviour which any reasonable person would realise would be likely to offend will be harassment without the recipient having to make it clear in advance that behaviour of that type is not acceptable to him or her, e.g. sexual touching.


It may not be so clear in advance that some other forms of behaviour would be unwelcome to, or could offend, a particular person, e.g. certain 'banter', flirting or asking someone for a private drink after work.  In these cases, first-time conduct which unintentionally causes offence will not be harassment, but it will become harassment if the conduct continues after the recipient has made it clear, by words or conduct, that such behaviour is unacceptable to him or her. 

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

Bullying or Harassment is not:

The legitimate, constructive and fair criticism of an employee’s performance or behaviour at work.  An occasional voice raised, or argument is not bullying.  Strong management is reasonable and legitimate provided that employees are treated with dignity and respect.  

Stalking

Stalking is also covered by legislation although it is not legally defined.  There are a number of examples of behaviours given in the legislation which are associated with stalking, for example:

· following a person,
· contacting, or attempting to contact, a person by any means,
· loitering in any place (whether public or private),
· watching or spying on a person.

Harassment that includes one or more of the above features is not automatically stalking. The course of conduct, assessed in the round, must fit the generally received interpretation of the word 'stalking'.

It should be noted that stalking on social media sites will be treated in the same way as and other form of stalking and is completely unacceptable.

The Procedure for Dealing with Complaints of Bullying, Harassment or Stalking

Discrimination, harassment and stalking can be very challenging to handle.  There is no one way of handling suspected or alleged issues.  

If the Students Union has grounds to believe that an employee may have been bullying, harassing or stalking another employee, whether or not there has been a formal complaint, the Students Union will instigate an investigation into the allegations. 

Employees are encouraged to report any incidents of bullying, harassment or stalking that they experience, witness or notice on social media sites so that the Students Union can investigate and resolve the matter.  Any employee who believes that another employee's conduct amounts to bullying, harassment or stalking has the absolute right to complain to their line manager.  If the employee believes they are being bullied, harassed or stalked by their line manager then the employee is entitled to go to the next level of management if applicable.

Any complaints should be raised using the Students Union’s Grievance Procedure which is detailed as a separate policy.  The Students Union will take all such complaints seriously and an employee who makes a genuine complaint of bullying, harassment or stalking will be protected and will not be penalised or victimised in any way.


The Students Union reserves the right to suspend or temporarily redeploy either the employee suspected of bullying, harassment or stalking or the employee raising a complaint of bullying, harassment or stalking during the investigations, if it is considered in the interests of the individual(s) or the Students Union to do so.  Suspension in these circumstances does not constitute disciplinary action and will be on full pay.

As soon as possible following the conclusion of the investigation, the Students Union will inform the employee suspected of bullying, harassment or stalking as to the outcome.  The Students Union will decide at that point whether or not it is appropriate to instigate disciplinary action against the employee. 

Any disciplinary proceedings will be in line with the Students Union’s Disciplinary Procedure and will be conducted by a different manager from the person who conducted the investigation.

If it is concluded that there was no discrimination, bullying, harassment or stalking this will be the end of the matter.  If it is concluded that a false claim has been maliciously made against the employee, the person or persons responsible may be subject to disciplinary action.

Harassment or Bullying from a Third Party

If an employee experiences any discriminatory behaviour, bullying, harassment or stalking from a third party such as customers or clients, they should raise the matter immediately with their line manager or any other Manager present at the place of work.  The matter will be treated seriously, and the Manager will carry out a full investigation.
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Capability Policy

Employees have a contractual responsibility to perform to the standards required of their job role and The Students’ Union will provide all reasonable support and encouragement to assist in the achievement of this. 

Students’ Union recognises that employees need regular and constructive feedback on their work performance.  It is also recognised that employees have the opportunity to give their own views both on their own performance and issues which affect it.  Students’ Union therefore has a formal Performance Development Review (PDR) process in place to maximise the performance of each employee.  The PDR also addresses each employee’s potential so that they can achieve a high level of job satisfaction with their efforts being focused on their contribution towards Students’ Union reaching its objectives.

If any employee receives an overall performance rating of 4 “basic level”, that is considered below the standards expected in their role.  The Line Manager will use this Capability Policy to manage the situation. 

It may also be the case that an employee is already progressing through the Capability Policy to manage poor performance.  In these situations, the PDR will take place as normal as it is important to plan for the year ahead and work towards improving performance to an acceptable standard. 

If an employee’s performance is below the standards expected in their role, this will have a detrimental effect on Students’ Union.  In these circumstances, it is the responsibility of management to bring this to the attention of the individual and work closely with them to improve their performance to an acceptable standard.  

If it is identified that a sub-standard performance is due to negligence or lack of application on the part of the employee, that is a conduct issue and will be dealt with through Students’ Union’s Disciplinary Procedure.  Where sub-standard performance relates to a lack of the required knowledge, skills or ability, this will be dealt with as a capability issue and dealt with through the procedure identified in this policy. Issues relating to attendance will be dealt with through the Absence Management procedures.


The procedure identified in this policy will: 

· Ensure that a fair and reasonable process is applied where an employee is experiencing performance difficulties.
· Ensure that the cases of poor performance are handled appropriately with any underlying reasons taken into account
· Ensure that employees are offered support and appropriate training within a performance review framework.
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Informal Procedure

1. When there is evidence that an individual is not performing to the standards required of their job, the employee’s manager will investigate the circumstances without delay and endeavour to ascertain the reasons for the unsatisfactory performance. 

2. If, following this investigation, the manager believes that the employee's performance does not meet the standards required, an informal discussion with the employee will be arranged.  At this meeting the manager will: 

a. Ensure the individual is clear about the areas in which their performance is below the standards required, providing evidence as appropriate. 

b. Give the individual the opportunity to explain their under-performance and to raise any concerns they may have about the job, or the support and guidance they have received.

c. Ensure that the employee is aware of the standards required for each part of their job about which there is a concern.

d. Explore solutions to the problem with the employee.  This could include additional training, providing a mentor, coaching or some other kind of ongoing support. 

e. Set a reasonable time frame within which improvement is expected and arrange a further meeting at the end of this time to review the situation.  When establishing “reasonable timescales” for improvement, managers must consider the complexity of the tasks involved in relation to the qualifications and experience of the individual.   

The content and outcome of this informal meeting will be confirmed by the manager in writing to the employee, including details of any improvement required, any additional support or training that will be provided, any other agreed actions and the timescale for improvement and review. 

At the end of the improvement time period, the manager will meet with the employee to review the employee’s performance and assess whether they have met the pre-determined standards of performance. If the standards have been met, then no further action will be taken. This meeting will be the investigation stage of the process therefore if the standards have not been met, the Manager will identify the reasons and any mitigating circumstances. If the Manager believes there has been no improvement in the standards, the process will move to the formal procedure.

Formal Procedure

1. 	The employee will be invited to a meeting, usually with a minimum of 48 hours’ notice being given, to discuss the shortfalls in standards. The employee will be given written details of the concerns regarding their performance, ensuring the individual is clear about the areas in which their performance is below the standards required and providing evidence as appropriate. 

The employee will be given at least 3 working days’ notice of the meeting to allow them to prepare properly for the meeting.  The employee will have the right to be accompanied at this meeting by a work colleague or a Trade Union representative.

2.  At the meeting:

· The employee will be reminded of where the required standards are not being met and any other information provided in the pre-meeting letter.  There will be a reference to earlier informal meetings and the steps taken to support an improvement in the employee’s performance.
· The employee will be given the opportunity to explain any shortfalls in their performance and these will be fully discussed.
· After considering all the points raised and any other evidence considered, the manager will decide whether to issue a First Written Warning.
· The manager will ensure that the employee has a full understanding of the required standards of the job function and will be given a clear time period within which their performance must improve.  During the timescale for improvement, the employee’s performance will be reviewed at regular intervals.
· The employee will be advised that failure to meet the standards specified, could lead to disciplinary action which could ultimately lead to dismissal.
· A copy of a First Written Warning will be issued to the employee and a copy retained on their Personnel file for the time specified in the Disciplinary Procedure.
· The employee will be given the right of appeal.

3. At the end of the review period, the manager will review progress against the agreed standards for improvement.  This meeting will be the investigation stage of the process therefore if the standards have not been met, the Manager will identify the reasons and any mitigating circumstances. If the employee's performance does not meet the standards specified, or fail to improve, they will be sent a letter inviting them to attend another meeting to again discuss the shortfalls, usually giving a minimum of 48 hours’ notice of the meeting.  The employee will have the right to be accompanied at this meeting by a work colleague or a Trade Union representative.

The meeting will follow the same format as the meeting stated in point 2 above.  However, if the manager does not believe there are any mitigating reason why the employee failed to meet the required standards, a Final Written Warning will be issued.

A copy of the Final Written Warning will be issued to the employee and a copy retained on their Personnel file for the time specified in the disciplinary procedure.  The employee will be given the right of appeal.

4.  At the end of the review period, the manager will again review against the agreed standards for improvement.   This meeting will be the investigation stage of the process therefore if the standards have not been met, the Manager will identify the reasons and any mitigating circumstances.   If the employee's performance does not improve within the given timescale, the manager will follow the procedure as before.  The letter issued to the employee inviting them to attend this meeting will state that an outcome of this meeting could be dismissal.  
The employee will have the right to be accompanied at this meeting by a work colleague or a Trade Union representative.

The meeting will follow the same format as the meeting stated in point 2 above.  However, if the manager does not believe there is any mitigating reason why the employee failed to meet the required standards, the employee will be dismissed from their position with the Students Union.

The employee will be issued with a letter of dismissal with notice and the right of appeal.

At each stage, the employee will have the right to appeal, and will be provided with the time-scale in which to appeal, and to whom they should appeal.  They will be required to put the appeal in writing, setting out the grounds on which it is being made. 


Risk Assessments

Where carrying out a role which presents a Health and Safety risk for the individual and for Students’ Union then Students’ Union will seek independent advice from a trained physician.  Students’ Union will consult fully with the employee however following a risk assessment and supporting information the employee may be removed from their role with immediate effect.

[bookmark: Computers]Students’ Union will continue to monitor and consult with the employee and seek further information.  If, however, Students’ Union is no longer able to allow the employee to perform duties due to ongoing risk then Students’ Union will endeavor to offer the employee an alternative position.  Where this is not possible and subject to consultation with the employee Students’ Union may have no option but to dismiss on the grounds of Capability.  This is subject to following the above procedure. 
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Introduction
The University of Stirling Students’ Union  recognises the challenges that carers face while trying to balance the demands of caring, work, and looking after their own health. As an Organisation, we are committed to doing what we can to help to ensure that the health and wellbeing of employees with caring responsibilities is looked after.
This policy sets out the statutory right of employees to carer's leave to provide or arrange care for a dependant with a long-term care need, and other support that we offer to combine work with care.
The policy does not form part of your contract of employment and we reserve the right to amend it at any time.
Scope
This policy applies to employees employed by us. It does not apply to workers, contractors, consultants or any self-employed individuals working for the Organisation.
Being a carer
A carer is anyone with caring responsibilities who provides care, assistance and support to any other individual who may be seriously ill or unable to care for themselves.
Carers might find it difficult to distinguish their caring role from the personal relationship they have with the individual they are caring for, be it a relationship with a spouse, civil partner, child, parent, or friend. Therefore, some employees may not immediately identify themselves as a carer.
The activities that carers undertake are wide ranging, including but not limited to:
· help with personal care;
· help with mobility;
· managing medication;
· practical household tasks;
· emotional support; and
· help with financial matters or administration.
Requesting support
We recognise that caring can be unpredictable and emotionally upsetting. An employee may acquire caring responsibilities overnight or caring responsibilities may develop over time. 
We realise that caring is a subject that not everyone finds it easy to talk about. However, we urge you to be as open as possible about any particular issues that you are experiencing to ensure that you are provided with the right level of support.
In particular, you are encouraged to speak to your line manager about your caring responsibilities to explore how we can help you with any challenges that you are facing. If for any reason you are unable to approach your line manager, you can speak to the Union Secretary.
Any information disclosed by you during discussions with your line manager or the Union Secretary will be treated sensitively and in strict confidence.
Entitlement to carer's leave
Whatever your length of service, you have a statutory right to take carer's leave to provide or arrange care for a dependant if they have a long-term care need.
In the context of statutory carer's leave, a dependant means:
· your spouse, civil partner, child or parent;
· any person who lives in the same household as you (other than as a lodger, tenant, boarder or employee); or
· any other person who would reasonably rely on you to provide or arrange care.
A dependant has a long-term care need if they:
· have an illness or injury (whether physical or mental) that requires, or is likely to require, care for more than three months;
· have a condition that amounts to a disability under the Equality Act 2010; or
· require care for a reason connected to their old age.
This statutory right to carer's leave applies to a wide range of caring situations, but excludes general childcare, except where your child meets the definition of a dependant with a long-term care need.
Amount of carer's leave you can take
The amount of carer's leave that you can take is up to one week in any 12-month rolling period.
A week of carer's leave is the same duration as your normal working week , meaning that a full-time employee is entitled to five days' carer's leave in any 12-month rolling period. If you are contracted to work four days per week, you will be entitled to four days of carer's leave in any 12-month rolling period, and so on.
You can take the leave in one continuous block, as individual days, or as half days.
If you are caring for more than one dependant, you do not have a separate entitlement to carer's leave for each dependant.
Notice to take carer's leave 
If you need to take carer's leave, you should submit your notice using the Form for an employee to request carer's leave available from the Union Secretary. This form contains a declaration that will need to be signed by you.
We ask that you give as much notice as possible when requesting carer's leave so that we can plan for your absence. In any event, you must give notice in advance that is either twice the number of working days that you wish to take as carer's leave, or three days, whichever is earlier.
All carer's leave must be approved in advance by your line manager.
Pay during carer's leave
You do not have a statutory right to be paid during carer's leave. Therefore, any leave taken as carer's leave is unpaid.
While sums payable by way of salary will cease, all other benefits will remain in place. For example, holiday entitlement continues to accrue. Pension contributions will continue to be paid.
Postponing your carer's leave
While every effort will be made to meet your request, we may postpone a period of carer's leave if we consider that your absence will disrupt the operation of our business.
If a decision is taken to postpone your leave, your line manager will consult with you to find an alternative leave period within one month of the carer's leave period originally requested.
Your line manager will write to you within seven days of receiving your notice, clarifying the reason for the postponement and the revised dates on which the carer's leave can be taken.
Cancelling your carer's leave
You can cancel your carer's leave and take it at a different time as long as you let your line manager know before your leave has started.
You cannot cancel any carer's leave that has already begun.
Returning to work after carer's leave
Following your carer's leave, you have the right to resume working in the same job as before on terms and conditions that are no less favourable than the terms that would have applied had you not been absent. Your continuity of employment is not affected.
Our commitment to you
You have the right not to be subjected to any detrimental treatment (including being unfairly penalised, disciplined or dismissed) because you have taken, sought to take, or made use of the benefits of carer's leave.
If you are told not to take or request carer's leave, or you believe that you have been subjected to detrimental treatment because you have taken or requested carer's leave, you should report the matter to the CEO. In the alternative, you can raise it under our Grievance procedure.
Any such behaviour will not be tolerated and will be treated as a disciplinary offence.
Other types of leave
The statutory right to carer's leave is intended to be for planned and foreseen caring commitments. If you need to take time off to manage any unexpected or sudden problems relating to a dependant and make any necessary longer-term caring arrangements, please see our Time off for dependants policy.
We recognise that you may need a longer period of time off work that goes beyond your statutory entitlement to carer's leave under this policy.
In such cases, we may agree for you to take the time off work as annual leave under our time off policies.
Requesting flexible working
We realise that flexible working can help navigate the challenges of caring while also working. We enable a wide range of flexible working practices within the workplace.
If you feel that you would benefit from a permanent change to your working arrangements to help balance your work and caring responsibilities, we encourage you to look at our  Flexible working requests policy.
We appreciate that the option to work flexibly on a temporary (rather than permanent) basis may be enough for you to balance work and your caregiving responsibilities. This could include working from home, hybrid working or changing your start and finish times.
If you feel that you would benefit from a temporary change to your working arrangement on an ad hoc basis, you should discuss and agree these with your line manager/ the Union Secretary.
We will try to facilitate temporary flexible working arrangements wherever this is possible and will continue to review these to ensure that they meet your needs.
Other support
How we support an employee with caring responsibilities will vary depending on their specific needs and individual circumstances. Support that we may be able to offer include:
· access to a private space to make/receive calls in connection with any caring responsibilities.
· help and support through our employee assistance programme, which offers information and advice on some of the practical issues that carers may face, including claiming benefits and allowances, organising respite care, fundraising and obtaining specialised equipment (for information on obtaining access to the EAP please contact the Union Secretary..
External sources of help
There are various Organisation’s that provide help and support to carers, including:
· Carers UK, which provides help and advice for carers on employment rights, benefits and tax credits, assessments, and other practical matters for carers;
· the NHS website, which provides a wealth of information and advice for carers;
· Grace Care Consulting, which provides advice and support on care, special needs and neurodiversity; al needs and neurodiversity.
· Age UK and Independent Age, which offer information and support to anyone providing informal unpaid care to an older person through a range of local services;
· Contact a Family, which provides support, advice and information to families with disabled children; and
· Carers Trust, which works with other organisations to provide access for carers to breaks, information, advice, education, training and employment opportunities
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Computers, Internet and E-Mail Policy

As all computer equipment and operation of the IT system is owned and managed by the University, Union employees are required to follow the University of Stirling’s IT Use Policy which is set out below:

University of Stirling 

Information Technology Use Policy 

Section 1 

Introduction 

This document is incorporated in Regulations: Information Services (and hence the University Regulations) and should be read in conjunction with that document. 

1.1 Introduction to Policy 
The overall aim of this Policy is to ensure that:
 Required levels of confidentiality are always maintained 
 Information is as secure as its level of confidentiality warrants 
 Integrity of information is always protected 
 Information is always available to those authorised to use the University’s IT systems (“Users”) 
 Users understand what constitutes unacceptable Use of the University's IT 
 Users understand the consequences of unacceptable Use 

1.2 Introduction to Document 
The Policy consists of four Sections as follows:

Section 1 - Introduction 
This Section provides an overview of the Policy, relevant laws and regulations. 

Section 2 - Management Issues 
This Section covers management responsibilities including the handling of incidents, Policy revisions and ensuring that all Users are fully aware of the Policy and its implications. 

Section 3 - Acceptable Use Policy for Individual Use of Information Technology ("Individual AUP") 
This Section sets out what constitutes acceptable Use of the University’s IT by individual Users. All individual Users will be required to read and accept the terms of the Individual AUP. 

Section 4 - Service Provider Policy for Information Technology Service Providers ("Service Provider Policy") 
This Section sets out the framework governing the provision of IT services. It therefore goes beyond the Individual AUP in Section 3 in that it relates to service provision rather than just the Use of IT. The main such provider of IT is Information Services, but it will also cover IT services provided by Schools and by University Services generally, and indeed anyone providing services for others, e.g. operating web and other servers, installing communications equipment, and running systems.

1.3 Relevant Laws and Regulations 
The University’s IT and communications facilities and services must comply with the prevailing laws of the United Kingdom and Scotland; therefore, all Users must comply with the relevant UK and Scottish legislation. 
This Policy takes note of best practice within the sector, as well as relevant legislation and regulations, including the following: 

· Civic Government (Scotland) Act 1982 
· Computer Misuse Act 1990 
· Copyright, Designs and Patents Act 1988 
· Digital Economy Act 2010 
· Electromagnetic Compatibility Regulations 1992 
· Equality Act 2010 
· Freedom of Information (Scotland) Act 2002 
· General Data Protection Regulations
· Health and Safety (Display Screen Equipment) Regulations 1992 
· Home Office Data Handling Requirements for Suppliers 2008 
· Human Rights Act 1998 
· Information Commissioner’s Office Employment Practices Code 2005 
· JANET Acceptable Use Policy 2011 
· Obscene Publication Act 1959 & 1964 
· Protection of Children Act 1978 
· Regulation of Investigatory Powers Act 2000 
· Regulation of Investigatory Powers (Communications Data) Order 2010 
· Telecommunications Act 1984 
· Telecommunications (Lawful Business Practice) (Interception of Communications) Regulations 2000 
· University of Stirling Single Equality Scheme 2009-2012 
· University of Stirling Rules and Regulations: Data Protection 
· University of Stirling Regulations: Information Services 

Any reference to a statute or regulation shall be deemed to be a reference to such statute or regulation as amended, substituted or varied from time to time. 

1.4 Definitions 

In this Policy, the following words and phrases shall have the meaning ascribed to them below: 
Data Controller is the person who (either alone or jointly with others) determines the purposes and means of processing of personal data, as defined in the Data Protection legislation;

Device means any network aware digital equipment used to access University password protected services on the University’s network, via a fixed wired or wireless network point owned by the University or via the Internet from any location; digital equipment includes, but is not limited to, PCs, Apple Macs, laptops, data network aware mobile phones, iPhones, iPads etc.; University password protected services include, but are not limited to, email, the Portal, Succeed, CampusNet etc.; 

Head means the Head of an academic School (as defined in Ordinance 48) or Service Director; 
Individual AUP means the Acceptable Use Policy for Individual Use of Information Technology, set out in Section 3 of the Policy; 
Information means any form of information or data capable of being stored or communicated in electronic form, including, without limitation, written, graphical, numerical, voice, music, video and multimedia data, Facebook (and similar social media) postings, YouTube material, Twitter postings, software and html and other programming code; 
Information Centre means the information centre relating to information services at the University; 
Information Technology (IT) means without limitation the computer hardware, software, networks, printers, peripherals and telecommunications equipment and digital services provided by the University for Users; 
IT Security Officer means the person appointed by the Director of Information Services (currently the Manager of Systems and Network Services) or, if absent, the Director of Information Services. The IT Security Officer can be contacted via emailing the Information Centre; 
Malware means any software designed to infiltrate or damage a computer system without the owner’s consent. It includes computer viruses, worms, Trojan horses, spyware, dishonest adware and other malicious and unwanted software; 
Policy means this Information Technology Use Policy, including all Sections included within it; 
Protected Personal Data means any Information about 1,000 identifiable individuals or more; or any Information that links at least one or more identifiable living person with the list of private information data sets appearing in the appendix to this Section (and this data set includes sensitive private data as defined in the Data Protection legislation); 
Provider means a person or organisation supplying or operating any IT or digital service to, or on behalf of, the University; 
Section means a section included within the Policy; 
University means the University of Stirling; 
Use in relation to the University's IT, means any use of such IT in any manner including without limitation use to access, download, upload, process or communicate Information howsoever, and "Using" or "Used" shall be construed accordingly; 
User means any person Using the University's IT; and 
User Managers means the managers of Users, normally Heads, who have a key role in approving requests for their staff and/or students to be granted access to IT and additional services.

Appendix: Definition of Protected Personal Data 
Source: Home Office Requirements for Suppliers: Definition of Protected Personal Data (September 2008) 
Protected Personal Data includes all data falling into either category A or B below: 

A. Any information that links one or more identifiable living person with private information about them 
There should be protection for a data set that includes: 
 One or more of the pieces of information through which an individual may be identified (name, address, telephone number, driving licence number, date of birth, photograph) 

combined with 
 Information about that individual whose release could cause harm or distress, including: 

o Place of work 
o Bank/financial/credit card details 
o National Insurance number 
o Passport number/information on immigration status 
o Travel details (for example at immigration control, or Oyster records) 
o Tax, benefit or pension records 
o School attendance/records 
o Material related to social services (including child protection) or housing case work 
o Conviction/prison/court records/evidence 
o Groups/affiliations/political or other sensitive personal data as defined by the Data Protection legislation 
o DNA or finger prints 

Note this is not an exhaustive list. If in doubt contact the University’s Data Protection Officer. 

B Any source of information about 1,000 identifiable individuals or more, other than information sources from the public domain 
University of Stirling 
Information Technology Use Policy 

Section 2 

Management Issues 
This Section sets out the management of the operation of this Policy. 

2.1 Ensuring User Acceptance of This Policy 
In order for this Policy to be fully effective it is essential that Users are fully aware of and accept the Individual AUP. Students are notified of the Policy and are required to accept it, when they are given access to the network. Staff are notified of the Policy and are required to accept it when they are first given access to the network. Other Users will be deemed to have accepted the conditions on first use of their account. 
Access may be granted to selected IT services for individuals who have a significant connection with the University but who are not members of the University. Such access is at the discretion of the Director of Information Services (or nominated delegate) and will be in accordance with the published guidelines in “Eligibility for University IT Facilities and Services”. Such users must agree in writing to abide by all Information Services‟ regulations and the Individual AUP, and privileges will be withdrawn in the event of any breach. Responsibility for any breaches of law or licence conditions and payment for any damages will be entirely their responsibility. There are regular reviews of permitted usage. 
Copies of this Policy and any changes are published electronically on the University’s website and may be obtained in alternative formats via the Information Centre. 

2.2 Handling Disciplinary Action 
Breaches of any of the Sections of this Policy are potentially disciplinary issues which for Users will be handled by the disciplinary procedures for existing staff and students or the loss of authorisation for IT use for others. Where contractual provisions entered into with any Provider are broken, account will be taken of relevant terms and conditions. 

2.3 Handling Security Breaches 
In Section 3 of this Policy, Users are asked to report any suspicion of a breach of the Individual AUP directly to the Information Centre by email. There will however be instances when, perhaps because of sensitivities, Users report it to a line manager or other senior individual. In these cases, the person receiving the allegation should report it to Information Services either via the Information Centre or if necessary direct to the IT Security Officer or the Director of Information Services. 
Where necessary the IT Security Officer will authorise summary suspension of access to both the accounts under threat and those of the alleged perpetrators. Where these involve access to departmental IT facilities, the IT Security Officer will make such decisions jointly with the relevant Head whenever practicable. The IT Security Officer will normally only act independently of the Head when there is a threat to services outside the department concerned, or where the Head is himself/herself involved in the alleged breach or where time is of the essence and the Head is unavailable. Initial account suspensions will normally be lifted within 2 working days unless a further suspension is approved by the University Secretary (or if absent the Director of Human Resources Services and Organisational Development for a member of staff or the Academic Registrar for a student), or unless it has been decided to take actions under the staff or student disciplinary procedures, in which case the provisions of the relevant procedures will apply. In some cases, the inquiry will involve the investigation of the traffic or content of User accounts in line with Section 3.9 of this Policy. Technical staff will normally only carry out such work on the direct instructions of the University Secretary (or if absent the Director of Human Resources Services and Organisational Development for a member of staff or the Academic Registrar for a student). 
There is guidance available for staff on handling incidents involving social networking services, “Information Services guidance on social networking”. 

2.4 Authorising Access to Information for Academic Purposes 
Section 3.3 of this Policy contains the following statement:
“It is acknowledged that there can be valid academic reasons to access Information that would normally not be allowed under this Policy. In this situation staff and student Users must gain written approval from their Head, and other Users must gain written approval from the IT Security Officer, for these specific activities. Information that is illegal to possess is never allowed and any approval received will not cover or apply to such Information”. 
When the Head or IT Security Officer is granting such approval care must be taken to ensure that it is specific and is not authorising the handling of illegal Information. A copy of this approval must be lodged with the IT Security Officer prior to any Use of the IT in reliance upon it, so that the IT Security Officer will know not to pursue what may be thought to be a breach of the Individual AUP. 
When authorising such requests, the Head should normally consult the IT Security Officer and be aware that he or she may be removing a “safety margin‟ that normally protects Users from stepping over the boundary from “undesirable‟ to “illegal‟ Information. For this reason, the Head or IT Security Officer should normally remind the requestor to be particularly vigilant when working in these areas. 

2.5 Management of the IT Use Policy 
The Director of Information Services will take the lead in an annual review of this Policy, with any revisions being approved by the University Court. 
This version of the Information Technology Use Policy was agreed by University Court on 20 June 2011 and became effective on 1 August 2011. 
University of Stirling 
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Section 3 

Acceptable Use Policy 
For Individual Use of Information Technology 
("Individual AUP") 
The University provides facilities for the creation of and access to a wide range of Information via its IT facilities. This Individual AUP sets out how the User may and may not use IT facilities (whether provided by the University or by the individual) to support their individual work and applies equally to all Users. 
You must read, understand and accept this Individual AUP before you use IT at the University. 
If there is anything you do not understand it is your responsibility to ask the Information Centre to explain. Any breaches of this Individual AUP may result in disciplinary action which may result in dismissal from employment or programme of study, or revocation of your authorisation to Use the IT. Where an illegal activity is suspected to have taken place the University is likely to request the police to investigate. 
If you Use IT for more than individual use, e.g. operating a web server, running a system used by more than one person or configuring network equipment, you must additionally comply with the more detailed “Service Provider Policy‟ at Section 4. 
Copies of this document are available on the University’s web site and from the Information Centre. 
******************************************************************** 
3.1 SCOPE OF POLICY 
a) 	This Individual AUP covers ALL the use of IT and ALL the ways Information is accessed using IT. 
b) 	This Individual AUP applies to ALL Users. 
c) 	This Individual AUP applies to ALL Use of IT wherever such usage takes place and regardless of ownership of the equipment involved. 
3.2 ALLOWABLE USE 
a) 	The University provides IT to support the educational, research, administrative and business functions of the University, including access for personal development to improve individual knowledge, skills and career enhancement. The only other Use allowed is as defined below under “private use‟. 
b) 	Private Use of IT (i.e. use for leisure or other personal pursuits) is allowed by Users subject to the following conditions: 
i) 	the private Use does not inconvenience or distract educational, research, administrative or business Users; 
ii) 	for staff, such private Use does not interfere with their individual work as an employee or impede the work of other Users; 
iii) 	all private Use complies with any relevant legal obligations and constraints, including copyright protection of downloadable files (which includes, but is not limited to, embedding copyright material into digital works); 
iv) 	such private Use does not adversely affect the performance, reliability or availability of the University’s systems for other Users (examples of types of use that may place such loading include the transfer of music and video files, the playing of games over the network or similar network-intensive activities); 
v) 	any personal financial transactions conducted using IT facilities are conducted at the individual’s own risk; 
vi) 	files associated with private Use must not interfere with educational, research, administrative or business activities; 
vii) 	the private Use must not involve activities which may bring the University into disrepute or which involve a misstatement implying that such Use is official Use in accordance with University business or otherwise not in a private capacity; 
viii) the right to private Use may be withdrawn at any time by the University in respect of any User or Users, including without limitation where such right is abused or interferes with the efficient operation of the University; 
ix) 	all private Use is exercised at the User's own risk and the University shall not be liable for any loss suffered by any User is respect of such private Use, including without limitation any loss caused directly or indirectly by any virus or any loss of data or Information of the User or any failure of the IT or loss of availability or functionality of the IT whatsoever; and 
x) 	the private Use is not a prohibited Use in terms of Section 3.3 below. 
c) Private Use specifically excludes: 
(i) 	private commercial activity which breaches licensing conditions or copyright (as described in Section 3.6 below); 
(ii) 	betting and gambling; 
(iii) transfer of music, video and multi-media files where this infringes copyright; 
(iv) playing of games for leisure over a network. 

3.3 PROHIBITED USE 
a) 	Information used by a User must not be offensive, abusive, discriminatory, illegal to possess, damage the University’s interests, or otherwise contravene University regulations. Users should note that possession or dissemination of such Information may be a criminal offence. Users should ensure that their Use of IT complies with all relevant UK and Scottish laws, including, without limitation, laws relating to: discrimination on grounds of age, disability, gender reassignment, marriage and civil partnership status, pregnancy and maternity, sex, sexual orientation, race, religion and belief; libel and defamation; copyright protection. The University does not tolerate the use of its IT Systems to discriminate unlawfully, harass or bully. 
	

Examples of offensive Information include all forms of pornography and violent images. These examples would certainly include: 
i) 	indecent images of children under 16 which it is illegal to possess; and 
ii)	 obscene materials which it may be an offence to publish but not to possess. 
Other examples might be: 
i)	 materials comparable to those available on the top shelf in a newsagent which is neither an offence to publish nor possess but which some may find distasteful; or 
ii) 	materials which could be construed as distasteful to reasonable people. 
b) 	Users should note that Use applies equally to all storage, processing or transmission of Information, examples of which would include viewing of web pages, data files and the content of emails, Facebook postings, Twitter postings, blogs, wikis, podcasts, Instant Messaging sessions and content produced by similar electronic communication tools and services. 
c) 	Alleged breaches of 3.3 a) or 3.3 b) above may result in material and communications being removed from information systems managed by the University; this may be temporarily while an investigation is underway or permanently in the light of the results of an investigation and/or disciplinary action. 
d) 	It is acknowledged that there can be valid academic reasons to access Information that would normally not be allowed under this Policy. In this situation staff and student Users must gain written approval from their Head, and other Users must gain written approval from the IT Security Officer, for these specific activities. Information that it is illegal to possess is never allowed and any approval received will not cover or apply to such Information. 
e) 	The University recognises that Users may accidentally connect to unacceptable web sites or receive unsolicited unacceptable emails. In these cases, audit logs may be used to demonstrate that such visits are rare and short, and hence likely to be unintentional and so not constituting a breach of this Policy. 
f) 	No User is permitted to create or transmit unsolicited bulk or marketing material to Users of networked facilities or services, save where that material is embedded within, or is otherwise part of, a service to which Users have chosen to subscribe or is part of the normal official operating activities of the University. 

3.4 ENSURING SECURITY 
a) 	Passwords must be handled responsibly as they are the „keys‟ to IT facilities and hence are allocated to individual Users and must be kept private to that User. Misuse of a password is a serious breach of security, and will lead to disciplinary action or withdrawal of access to the University’s IT. 
	Each User is responsible for all Use made via a password allocated to such User (including, without limitation, all access to web pages or other Information, all sending of email communications, etc). 
b) 	Users must not disclose their password to anyone by any means whatsoever. Information Services staff will never ask a User to disclose their password. 
c) 	A password which a User becomes aware had been discovered by others must be promptly changed. 
	If at any time a User thinks someone may have discovered their password, perhaps by watching them type it, they must immediately either change it themselves or contact the issuer. If in doubt as to who to contact call the Information Centre in the first instance. 
d) 	When required to change passwords Users must ensure that such changes are made promptly. 
e) 	New passwords must be at least 6 characters long and must not include strings easily remembered by others. Users are advised to use a combination of letters and digits in passwords; it is not good practice to repeat the use of a password, or to use personal names of the User or the User's partner, or children etc as a password. Passwords must never be written down. 
f) 	A Device (such as PC) must never be left logged into a User's personal account (ie a section of the IT system with restricted access protected by a password) unless the Device itself is locked or the location of the Device is physically secure. Users are responsible for ensuring that no one else can use a Device which is logged in under their User ID as such other person could send emails in the User’s name, read confidential files, change private data, or spend a User’s printer credits.   If a Device, whether personally owned or supplied by the University, is synchronised with data stored on a University system (such as email), then as a minimum that Device should have a pass code enabled to prevent unauthorised access. 
	Users must not log on to any other person’s account. Arrangements may be made for new temporary users by contacting the Information Centre. 
g) 	Users are responsible for ensuring that, when using IT to use Information of a confidential nature, all reasonable precautions are taken to protect the confidentiality of such Information. In particular, without limitation, Users must ensure that when carrying out confidential work on a Device, such as a PC, the screen cannot be read by others. 
h) 	Appropriate encryption should be used for Information of a confidential nature stored on a portable Device (such as laptops) and portable storage media (such as USB storage devices, CDs, DVDs etc.). 
i) 	Portable Devices and portable storage media must be kept physically secure. 
j) 	In the event that a Device synchronised with data stored on a University system is lost or stolen, the User must immediately change all University passwords. 
k) 	Information relating to University work or study should normally be kept on a "network drive" provided and administered by Information Services, and it can be assumed that back-up security copies are being taken. Information containing Protected Personal Data must only be stored on a “network drive”. 
	Notwithstanding (k) above, if a User chooses to store the Information on a local hard disk, (often designated "C", "D" or "E" drives on a Windows PC), then the User must also periodically make a back-up copy of such Information to a suitable form of another storage device, which should then be kept securely. 

3.5 ABUSE OF SECURITY 
a) 	Users may only attempt to Use IT facilities which are either clearly publicly available, for example public web sites, or ones to which they have been personally granted specific rights by the administrator of that facility. Such Use is always subject to the terms of this Individual AUP. 
	If a User is not sure whether they have rights to access a facility they must contact the administrator of that system before attempting access. 
b) 	All forms of “network probing or sniffing‟, hacking, and any unauthorised modification of any IT are prohibited unless specifically approved in writing by the IT Security Officer. 
c) 	Users must not undertake any actions to disable or circumvent systems which protect the security of a University owned Device. This includes anti-virus, firewall and prevention of unauthorised software installation measures. 
d) 	Users may not connect equipment to the network not approved by the IT Security Officer. 
	Any breach of this Section 3.5 of the Individual AUP may be a criminal offence under the Computer Misuse Act 1990 to the extent that it constitutes illegal use of hardware, software or information. 

3.6 BREACH OF COPYRIGHT AND LICENCE CONDITIONS 
a) 	Users should never copy (including copying by downloading), reproduce or distribute any Information (including any music, videos and computer programs) unless specifically authorised by the owner or licensor of the copyright in such Information, or to the extent otherwise permitted under the Copyright, Designs and Patents Act 1988. If Users have any queries about copyright compliance, they should contact the University’s Data Protection Officer. 
b) 	Information is usually licensed for educational (i.e. teaching on a University programme and research) use only. It must not be used for other purposes unless either more broadly based licence conditions are publicised via the University’s website or the specific authority of the person holding the licence on behalf of the University has been obtained and even then only if the licence allows such use. Such “other purposes‟ will in general include consultancy, student projects that benefit other organisations, and presenting short courses. 

3.7 BREACH OF DATA PROTECTION LEGISLATION
a) 	Personal data must only be stored, managed and processed in accordance with the Data Protection legislation. This Act requires that all personal data be handled and processed fairly and lawfully for only the purposes registered; that such data and its processing be minimised in achieving those purposes; that it be kept only as long as necessary to achieve those purposes; that it be kept up to date; and that it be kept securely. This covers any data which relates to a living individual who can be identified from that data or from that data and other Information which is, or is likely to come into, the possession of the Data Controller. 
b) 	Users must comply with the terms of the University's “Regulation on Data Protection”, which forms part of the University Calendar. All personal data must be kept securely in accordance with section 3.4. 
c) 	No unencrypted portable Devices, or portable storage media, containing Protected Personal Data, should be taken outside secured office premises nor any Protected Personal Data transferred to third party owned Devices or storage media without the prior written consent of the University’s Data Protection Officer. Protected Personal data should not be transmitted by email. 
d) 	If in doubt about the implications of the Data Protection Legislation, Users must consult the University’s Data Protection Officer. 
e) 	The University’s Data Protection Officer must always be consulted where personal data is to be transferred to a third party. This includes storing any personal data on an information service which is not managed by the University. Regular transfers to University partners do not require a separate consultation with the University’s Data Protection Officer for every transfer. 
f) 	Disposal of University owned Devices and storage media must be in accordance with the University’s “Disposal Procedure” which can be found on the University’s web site. 
g) 	In the event of suspected, or actual, loss, or unauthorised disclosure, of personal data, the University’s Data Protection Officer must be informed immediately. 

3.8 COMPUTER MALWARE 
a) 	Users are responsible for taking all reasonable precautions to ensure that computer Malware (i.e. any software designed to infiltrate or damage a computer system without the owner’s consent; e.g. computer viruses, worms, Trojan horses, spyware, dishonest adware and other malicious and unwanted software) is not introduced, or disseminated. Users must follow notices and instructions on how to reduce the impact of Malware. 
b) 	Users of a Device such as a PC that is to be connected to the University's network or networks (except for IT equipment wholly managed by Information Services) via a fixed wired or wireless connection point owned by the University must ensure that Malware checking software is permanently installed, regularly updated and always active on that Device and that software patches addressing security issues are kept up to date. Further information is available from the Information Centre. 
	Users may assume that Malware checking software is installed on IT equipment wholly managed by Information Services on University premises. Users should email the Information Centre immediately in the event that they become aware of the presence of Malware. 
c) 	Users should be aware that email attachments may carry Malware. If a User suspects that this may be the case, the User should not open the attachment but should contact the Information Centre for advice. 
d) 	If a User believes a University owned Device has been infected by Malware, the User must immediately stop using it, switch off and email the Information Centre. 
e) 	If a User obtains information about Malware, the User must notify the Information Centre. The User should NOT circulate the information to other Users as there are many false Malware alerts. 
f) 	If Information Services becomes aware of Malware on a Device, access for the Device to the University’s network may be removed. 


3.9 RIGHTS TO RECORD, MONITOR AND INTERCEPT 
a) 	The University reserves the right to (i) access all Information on its IT equipment; (ii) monitor and/or record all Use of IT by Users (subject to the University complying with the Data Protection legislation, Regulation of Investigatory Powers Act 2000, the Telecommunications (Lawful Business Practice) (Interception of Communications) Regulations 2000 and the Human Rights Act 1998); (iii) withdraw services at any time and without notice; and (iv) pass on any unapproved costs to Users. 
b) 	The University undertakes that any access to, monitoring and/or recording of emails, data files or web access containing personal data will be carried out in line with the UK Information Commissioner's Employment Practices Code. 
c) 	This Individual AUP sets out the conditions under which Users should be aware that access to, monitoring and/or recording of their use of, the University’s IT may take place: 
i) 	The business purpose of any access, monitoring and recording will be established, and any information collected will only be used for the purpose for which the access, monitoring and recording was introduced; 
ii) 	Automatic blocks on content may be set; 
iii) 	Where possible access, monitoring and recording will be of traffic data rather than content. Traffic data includes email and web addresses, message headings and size but not what is written within the message and web pages; 
iv) 	Quantitative and qualitative monitoring and recording may be used in the management of specified services, such as a help desk; 
v) 	Third party automatic monitoring may be used for the purpose of diverting Users to web pages with changed locations; 
vi) 	Support tools to allow support staff to provide real-time remote diagnosis and resolution of problems may be installed on some systems. No individual Device will be accessed without the member of the University using that system first giving their express permission. 
d) Access for Business Purposes 
i) 	Where staff are absent, and prior arrangements have not been made, upon the authorisation of the Head (or nominee), a member of staff nominated by the Head may open emails and data files to ensure correct business responses. This will not breach password security procedures as described in section 3.4. The information will not be used for other purposes unless it reveals suspected criminal offences or serious misconduct, in particular any item marked confidential or similar will not normally be viewed. This type of access will be revoked when the member of staff returns; 
ii) 	Where access, monitoring and interception are carried out on the basis of detecting viruses, blocking unsolicited emails and access to unacceptable Information the processes will be automated wherever possible; 
iii) 	Except as described above, monitoring information will only be collected/accessed for the purpose of preventing or detecting a crime or the apprehension of offenders, or in the case of suspected serious misconduct. The affected Users will be informed of this action before it takes place unless this would be likely to prejudice this purpose. 

e) Access for Academic Purposes 
i) 	Students should be aware that work submitted for assessment is subject to paragraph 24 of the “Intellectual Property Policy” in the University’s Calendar. 
ii) 	Students should not submit to plagiarism detection software used at the University on behalf of other students. 
iii) 	Students should be aware that when classroom control software is in use, staff may view their activity in IT laboratories. 
iv) 	Staff should be aware when using classroom control software that: 
a) 	it is possible, but forbidden, to access students’ home folders without the explicit consent of each individual 
b) 	care must be taken not to use the “logoff‟, “reboot‟ or “send messages to all‟ functions inappropriately. 
	If a User becomes aware of, or has any suspicions of, any breach of this Individual AUP then he or she must email the Information Centre immediately. If the issue is confidential the User does not need to give details to the Information Centre but can just ask the staff there to arrange for a senior member of Information Services staff to contact them directly. 
	Student and staff member Users should remember that any breaches of this Individual AUP could result in disciplinary action which may result in dismissal from employment or programme of study. Users should remember that any breach of this Individual AUP can result in the withdrawal of authorisation to Use the University’s IT. Where alleged illegal activity may have taken place, the University may bring in the police to investigate. 

University of Stirling 
Information Use Technology Policy 

Section 4 

Acceptable Use Policy for the 
Information Technology Service Providers 
(“Service Provider Policy”) 

4.1 Scope of this Policy 
This policy applies to the operation of any communication and information technology equipment within or owned by the University that provides services to others. This includes servers (MIS, data, application, web, others), information on servers, and communications equipment. Within this Section all such devices are referred to as “systems‟. Most of these systems are operated by Information Services but this Policy also applies to anyone operating such equipment directly connected to the University’s network, for example a web server for a research project or a University business system. 
The “Acceptable Use Policy for Individual Use of Information Technology‟ (Section 3) also applies to any User involved in an IT service Provider role. 
4.2 Roles 
Within this Policy a number of roles are referred to as defined below: 
System Owner – A member of staff who is the final authority for any item of equipment or set of Information which is in use for legitimate University business purposes but not wholly within the responsibility of Information Services. This may cover equipment, software, processes, data or a combination of these. For example, the Director of Finance would be the owner for the University’s Finance system. The System Owner is expected to consult with Information Services before the specification and purchase or before commissioning any substantive upgrades. 
System Custodian - Delegated by the System Owner to be responsible for system management functions. Systems must be managed by suitably trained and qualified personnel to oversee their day to day running and to preserve security and integrity in collaboration with System Owners. All personnel with systems management responsibilities shall be given relevant training in information security procedures. 
IT Development Personnel - These carry out work that involves changing or extending IT systems. As part of this Policy they have a duty to ensure that work is carried out in a way that complies with this Policy. If appropriate, they will implement automated security measures. 
IT Operational Personnel - These carry out work to ensure the correct operation of IT systems in accordance with this Policy and operational instructions. 
IT Security Officer - The senior member of staff in Information Services who has the responsibility for ensuring that this Policy is enforced. The role holder will: 
· understand the IT infrastructure of the University as relevant to security; 
· authorise temporary suspension of accounts pending instructions from the System Owner, the appropriate User Manager, the Director of Human Resources and Organisational Development or Academic Registrar; 
· approve and register the attachment of equipment to the network as in 4.3. below; 
· approve the attachment of “non-compliant systems‟ as in 4.4 below. 
4.3 Registration and operation of IT Systems 
All systems that fall within the scope of this Policy must be registered with the IT Security Officer and operated as agreed, in terms of compliance, network security etc. Each system should have one, and only one, System Owner and one, and only one, System Custodian. Every System Owner and Custodian should have a designated deputy who can fulfil the appropriate role in the event of absence. 
Information Services reserves the right to disconnect any IT System from the University’s network without warning at any time; before this eventuality, Information Services will make all reasonable attempts to contact the System Owner or System Custodian. 
4.4 Managing the Operations Environment 
Particular thought must be given to the logical and physical operational environment as access to this environment normally allows conventional IT security to be circumvented. IDs/Passwords used in this environment that provide privileged access to systems for system management and operational reasons must be managed as below. 
User IDs (for higher levels of access to systems) - These IDs will normally be allocated to specific Users but will not normally be the same as used by that User for his/her normal work, i.e. they should only normally be used for the approved operational tasks. In some cases these “super user IDs‟ are dictated by the system, and hence are used by more than one User. This will be avoided wherever possible. 
Account Creation/Modification - Accounts will only be created with the written authority of the System Owner or the nominated depute. No person with the capability to create an account may do so without authorisation. 
Access Rights - Account configuration will be carefully considered to allow access only to appropriate Information on the system as agreed by the System Owner. If necessary, a User may be issued with multiple user IDs so that the more powerful ID is used only when necessary. 
Logging Usage - All activity through these accounts must be logged if the system permits. The logs should be stored by the System Custodian in accordance with the policy described in “Management, Storage and Retention of Systems Logs for IT Systems” and made available to the IT Security Officer on demand. 
Account Deletion – Procedures will be implemented to remove these accounts immediately they are not required for either operational or staffing reasons. 
Passwords (for User IDs with higher levels of access) - All the principles defined in section 4.9 for the management of user passwords apply but due to the importance of the privileged access rights of these staff the following additional points apply: 

· these types of passwords must be routinely changed as agreed; 
· shared passwords should normally be changed immediately any User with access to the passwords leaves the University, changes role, or is subject to disciplinary procedures; 
· whenever passwords are changed, copies must be lodged with the relevant System Custodian. 

Development Personnel - Internal and external development personnel will not normally have update access to the operational environment for „live systems‟. In exceptional cases when this access is required it will take place with the written authorisation of, or in the presence of, the System Custodian.   

Physical Environment - Access to systems and system consoles can allow normal security measures to be circumvented. All environments where such equipment is located must be physically secure. Unauthorised personnel should never be left unattended with access to systems. 
Change management – The implementation of new or upgraded software must be carefully planned and managed, to ensure that the increased information security risks associated with such changes are mitigated using a combination of procedural and technical controls. 
Formal change control procedures, with audit trails, must be defined by the System Owner and used for all changes to systems. All changes must be properly tested, and authorised by the System Owner, before moving to the live environment. 
4.5 Backup and Media Control 
In order to guarantee the security of Information, systems should be configured to reduce the chance of loss of data stored on fixed media. All systems must be backed up to portable backup media and copies stored in remote location. Use of fault tolerant equipment and security measures will be agreed with the IT Security Officer, as in 4.3. 
Verifying Backup Media - A procedure should normally be implemented to read samples of the backup media on an alternative system to ensure the contents of the media are readable and contain the intended Information. In the event that a risk assessment has been undertaken which concludes not reading samples of backup data is an acceptable risk, this must be agreed by the System Owner in discussion with the IT Security Officer. 
In the event that the System Custodian delegates the day to day operation of backing up, they must ensure and verify that adequate procedures are in place to meet the obligations of this Section. 

4.6 Malware 
This includes all types of malicious programmes. Measures must be implemented to protect against the introduction, spread or storage of such programmes. 
4.7 Managing User Accounts on Business Systems and similar 
(Note: Use of network accounts is governed separately by Information Services) 
The following principles must be followed in the management of User accounts on IT equipment: 
User IDs - Where a service is provided to more than a single School or Service Area, the standard University user ID must be used as issued by Information Services. 
Account Creation/Modification - Accounts must only be created within the guidelines agreed between the IT Security Officer and the System Owner. 
Access Rights - All accounts must be configured where practicable to allow access only to appropriate Information on the system as defined by the System Owner. 
Account Deletion - Procedures must be implemented to remove accounts when no longer required for either operational or staffing reasons. 

4.8 Managing Shared Accounts 
These are not normally permitted as it is not possible to know who is using them in the event of any security breaches. They may be allowed for special purposes on the written approval of the System Owner when their functionality is suitably restricted. 
4.9 Managing User Passwords 
Accounts should normally have passwords. The only exceptions will be as approved by the IT Security Officer. Systems must be implemented to ensure passwords are managed in line with the following principles. 
Structure of Passwords - Passwords should be at least 6 characters long and include alpha, numeric and at least one character of another type where systems permit. Their structure must be random. Recognisable passwords may be allowed if the user is forced to change the password the first time it is used. 
Initial Password Creation - All accounts should normally be allocated a password at creation. The System Custodian should keep secure copies of these passwords only if required. If this practice is adopted, the User should be notified this is the case. Passwords must be issued to Users in a secure way: normally face to face or by sealed confidential post. 
Password Changing by the User - Facilities should be available for each User to change password in a way that keeps the password confidential to the individual, where systems permit. Passwords must be changed periodically, for example: at least every 3 months for systems containing sensitive Information, such as personal, financial, staff and every 6 months for students. These changes should normally be forced by the system where the system permits this. Passwords must not be reused within 12 months where systems can be configured to enforce this. 
Password Changing by IT Operational Personnel or System Custodians - Normally when a User has forgotten his/her password, it will be necessary for passwords to be changed. In these cases, the same authority will be required as for account/password creation. 
Not displayed - Passwords should never be displayed on screens. 
Stored Securely/Encrypted - Password files on systems must normally be stored in secure files or encrypted in a way which prevents unauthorised recovery. 
Incorrectly Entered Passwords – Where systems permit, all unsuccessful logins should be logged and monitored and, if necessary, the accounts should be suspended pending investigation. 
Disclosure of Passwords – Users must never be asked to disclose their passwords. 
4.10 Data Protection Legislation and Confidentiality 
All data relating to individuals must be stored in secure filing systems and managed and processed in accordance with the Data Protection legislation. Information regarding the requirements of the Data Protection legislation may be obtained from the University’s Data Protection Officer. Protected Personal Data must be managed in accordance with sections 3.4 and 3.7 of this Policy. Tools to enable remote support (that is, where a User is assisted by support staff taking control of the Device he or she is using by the means of software operating on another Device) must not be used on a Device used by a User without their express permission beforehand. This should be obtained preferably by phone and the remote access only enabled once work has been saved where possible. The confidentiality of files must be respected at all times while using remote support tools. 
Access rights should be assigned to minimise the number of Users who can transfer personal data onto other systems or portable storage media and the amount of such data which can be transferred. Wherever possible there should be audit logs to record such transfer of personal data. 
4.11 Investigating Security Incidents 
If a System Owner or User Manager suspects a breach of security, he or she should contact the IT Security Officer. Investigation and suspension of accounts will be dealt with according with the procedure set out in 2.3. 
Breaches of this Service Provider Policy could result in disciplinary action which may result in dismissal from employment or programme of study. Where alleged illegal activity is suspected to have taken place the University is likely to bring in the police to investigate.




Data Protection Policy

Context and overview                                                                       

Introduction

This Data Protection Policy describes how personal data must be collected, handled and stored to meet the University of Stirling Students’ Union’s data protection standards – and to comply with General Data Protection Regulation (GDPR).

The University of Stirling Students’ Union needs to gather and use certain information about individuals. These can include student members, employees, volunteers or individuals within partners who supply us with goods or services and other people the organisation has a relationship with or may need to contact.

The University of Stirling Students’ Union is committed to a policy of protecting the rights and freedoms of individuals with respect to the processing of their personal data. This policy describes how this personal data must be collected handled and stored to meet the organisation’s data protection standards and comply with GDPR. 

This policy and processes established in managing our data compliance has had oversight and guidance from their HR /Legal specialists and the Students’ Union Trustee Board

Why This Policy Exists

This data protection policy ensures the University of Stirling Students’ Union:

· Complies with GDPR and protects the rights of student members, employees, volunteers and individuals or individuals within partners who supply us with goods or services
· Is open about how it stores and processes individuals’ data
· Protects itself from the risks of data breach

General Data Protection Regulations (GDPR)

We comply with GDPR legislation and will undertake to do the following;

Only process as much personal data as is necessary for our administration and the services we supply.

Only hold such data for so long as necessary for those purposes. In this connection we have decided that ten years following the last contact with an individual is usually an appropriate period to hold data covering the legal limitation period (six years) and a moderate margin. As in most cases this is only archived data, not sensitive, not dangerous and will not be used if there seems little risk to data subjects.

Only process such data on grounds for lawful processing provided within GDPR Article 6.

Not engage in direct marketing to student members or suppliers otherwise than in accordance with the relevant legislation and guidance from the ICO.

Utilise appropriate organisational and technical measures to ensure that Personal Data processed by us is kept secure.

Where we use third party data processors, we will choose them carefully with a view to their data security and compliance with GDPR and have GDPR compliant contracts with them.

Not transfer Personal Data (which includes giving third parties access to it within our IT system) to recipients located outside the European Economic Area and the UK without confirmation that such transfer is lawful.

Update this document from time to time so that it remains an accurate record of our data processing activities and policies.


People, Risks and Responsibilities

Policy scope

The University of Stirling Students’ Union needs to gather and use information about individuals. These can include student members, employees, volunteers and individuals or individuals within partners and any other people the organisation has a relationship with or may need to contact. 

Protecting the confidentiality and integrity of personal / sensitive data is a critical responsibility that the University of Stirling Students’ Union takes seriously at all times. 

Key Definitions 

Data Processing

The definition of ‘data processing’ includes obtaining/collecting, recording, holding, storing, organising, adapting, aligning, copying, transferring, combining, blocking, erasing and destroying the information or data. It also includes carrying out any operation or set of operations on the information or data, including retrieval, consultation, use and disclosure.

Personal Data

‘Personal data’ is information about a living individual, who is identifiable from that information or who could be identified from that information combined with other data which the University either holds or is likely to obtain. This includes names, contact details, photographs, salary, memberships in clubs and societies, sickness absence, leave, dates of birth, marital status, personal email address, etc. Furthermore, any expression of opinion or any intentions regarding a person are also considered ‘personal data’.

Examples which would not normally be classed as personal data include: attendance at meetings or mention in minutes, unless the meeting is about the named individual; University email address and telephone number, or names on emails/letters/memos unless the body of the document is about the named individual.

Sensitive Personal Data 

Sensitive personal data is a special category of information which relates to a data subject’s racial or ethnic origin, political opinions, religious or similar beliefs, trade union membership, physical or mental health conditions, sexual life, sexual orientation, biometric or genetic data. It also includes personal data relating to criminal offences and convictions.

Where employees or students have disclosed a disability or other sensitive personal data, this information will be shared on a strictly need to know basis.


This policy applies to:

· The University of Stirling Students’ Union
· All student members, employees, volunteers and individuals or individuals within partners University of Stirling Students’ Union

It applies to all data that the University of Stirling Students’ Union holds relating to identifiable individuals, even if that information technically falls outside of the GDPR. This can include:

· Names of individuals
· Postal addresses
· Email addresses
· Telephone numbers
· Student numbers
· …plus any other information relating to individuals

Data Protection Risks

This policy helps to protect University of Stirling Students’ Union from some very real data security risks, including:

· Breaches of confidentiality.  For instance, information being given out inappropriately.
· Inappropriate use of data. For instance, ensuring that information provided is only used for the legitimate purposes of the Union.
· Reputational damage.  For instance, the University of Stirling Students’ Union could suffer if hackers successfully gained access to sensitive data.

Responsibilities

Everyone who works for or with University of Stirling Students’ Union has some responsibility for ensuring data is collected, stored and handled appropriately.

Each team that handles personal data must ensure that it is handled and processed in line with this policy and data protection principles.

However, these people have key areas of responsibility:

· The Trustee Board is ultimately responsible for ensuring that University of Stirling Students’ Union meets its legal obligations.

· The Data Controller – Chief Executive, is responsible for:

· Keeping the board updated about data protection responsibilities, risks and issues.
· Reviewing all data protection procedures and related policies, in line with an agreed schedule.
· Arranging data protection training and advice for the people covered by this policy.
· Handling data protection questions from staff and anyone else covered by this policy.
· Dealing with requests from individuals to see the data University of Stirling Students’ Union holds about them (also called ‘subject access requests’).
· Checking and approving any contracts or data sharing agreements with third parties that may handle the University of Stirling Students’ Union’s sensitive data.


· The Communications Manager, is responsible for:

· Approving any data protection statements attached to communications such as emails and letters.
· Addressing any data protection queries from journalists or media outlets like newspapers.
· Where necessary, working with other staff to ensure marketing initiatives abide by data protection principles.

General Staff Guidelines

· The only people able to access data covered by this policy should be those who need it for their work.

· Data should not be shared informally.  When access to confidential information is required, employees can request it from their line managers.

· University of Stirling Students’ Union will provide training to all employees to help them understand their responsibilities when handling data.

· Employees should keep all data secure, by taking sensible precautions and following the guidelines below.

· In particular, strong passwords must be used and they should never be shared.

· Personal data should not be disclosed to unauthorised people, either within the University of Stirling Students’ Union or externally.

· Data should be regularly reviewed and updated if it is found to be out of date.  If no longer required, it should be deleted and disposed of. See data retention guide appended to this policy 

· Employees should request help from their line manager or the data controller if they are unsure about any aspect of data protection.


Data Storage

These rules describe how and where data should be safely stored.  Questions about storing data safely can be directed to the data controller.

When data is stored on paper, it should be kept in a secure place where unauthorised people cannot see it.

These guidelines also apply to data that is usually stored electronically but has been printed out for some reason.

· When not required. The paper or files should be kept in a locked drawer or filing cabinet the University of Stirling Students’ Union operates a clear desk policy 

· Employees should make sure paper and printouts are not left where unauthorised people could see them, like on a printer.

· Data printouts should be shredded and disposed of securely when no longer required.

When data is stored electronically, it must be protected from unauthorised access, accidental deletion and malicious hacking attempts:

· Data should be protected by strong passwords that are changed regularly and never shared between employees.

· If data is stored on removable media (like a CD or DVD), these should be kept locked away securely when not being used.

· Data should only be stored on designated drives and servers, and should only be uploaded to an approved cloud computing services.

· Servers containing personal data should be sited in a secure location, away from general office space.

· Data should be backed up frequently.  Those backups should be tested regularly, in line with the University of Stirling Students’ Union’s standard backup procedures.

· Data should never be saved directly to laptops or other mobile devices like tablets or smart phones.

· All servers and computers containing data should be protected by approved security software and a firewall.


Data Use

Personal data is of no value to University of Stirling Students’ Union unless the organisation can make use of it.  However, it is when personal data is accessed and used that it can be at the greatest risk corruption or theft:

· When working with personal data, employees should ensure the screens of their computers are always locked when left unattended.

· Personal sensitive data should not be shared informally.  In particular, it should never be sent by email, as this form of communication is not secure.

· Personal sensitive data must be encrypted before being transferred electronically.  

· Personal data should never be transferred outside of European Economic Area.

· Employees should not save copies of personal data to their own computers. Always access and update the central copy of any data.


Data Accuracy

The law requires University of Stirling Students’ Union to take reasonable steps to ensure data is kept accurate and up to date.

The more important it is that the personal data is accurate, the greater effort the University of Stirling Students’ Union should put into ensuring its accuracy.

It is the responsibility of all employees who work with data to take reasonable steps to ensure it is kept as accurate and up to date as possible.

· Data will be held in as few places as necessary.  Staff should not create any unnecessary additional data sets.

· Staff should take every opportunity to ensure data is updated.  For instance, by confirming a student/customer’s details when they call.

· University of Stirling Students’ Union will make it easy for data subjects to update the Information University of Stirling Students’ Union holds about them.  For instance, via the University of Stirling Students’ Union website.

· Data should be updated as inaccuracies are discovered.  For instance, if a member/customer can no longer be reached on their stored telephone number, it should be removed from the database.

· It is the communications manager’s responsibility to ensure marketing databases are checked against industry suppression files every six months.

Subject Access Requests

All individuals who are the subject of personal data held by University of Stirling Students’ Union are entitled to:

· Ask what information the University of Stirling Students’ Union holds about them and why.

· Ask how to gain access to it.

· Be informed how to keep it up to date.

· Be informed how the University of Stirling Students’ Union is meeting its data protection obligations.

If an individual contacts the University of Stirling Students’ Union requesting this information, this is called a subject access request.

Subject access requests from individuals should be made by email, addressed to the data controller at theunion@stir.ac.uk .  The data controller can supply a standard request form, although individuals to not have to use this.

The data controller will aim to provide the relevant data within 14 days.

The data controller will always verify the identity of anyone making a subject access request before handing over any information.


Disclosing Data for Other Reasons

In certain circumstances, the Data Protection Act allows personal data to be disclosed to law enforcement agencies without the consent of the data subject.

Under these circumstances, University of Stirling Students’ Union will disclose requested data.  However, the data controller will ensure the request is legitimate, seeking assistance from the board and from the University of Stirling Students’ Union’s legal advisers where necessary.

Privacy Notices

University of Stirling Students’ Union aims to ensure that individuals are aware that their data is being processed, and that they understand:

· How the data is being used
· How to exercise their rights

To these ends, the University of Stirling Students’ Union has a privacy notices, setting out how data relating to individuals is used by the University of Stirling Students’ Union.

(This is available on request.  A version of this statement is also available on the University of Stirling Students’ Union’s website).
https://www.stirlingstudentsunion.com/privacy/

Further Information 

Further detailed information regarding data protection is available within the staff handbook; 
Employee Data Policy 
Recruitment Policy 
Computers, Internet and Email Policy  
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Employee Data Protection Policy


[bookmark: _DV_M565][bookmark: _DV_M566][bookmark: _DV_M567][bookmark: _DV_M568][bookmark: _DV_C7]This document sets out the Students Union’s policy on the protection of information relating to employees, workers, contractors, volunteers and interns (referred to as employees). Protecting the confidentiality and integrity of personal data is a critical responsibility that the Students Union takes seriously at all times. The Students Union will ensure that data is always processed in accordance with the provisions of relevant data protection legislation, including the General Data Protection Regulation (GDPR).

KEY DEFINITIONS

Data Processing

[bookmark: _DV_M569]Data processing is any activity that involves the use of personal data. It includes obtaining, recording or holding the data, or carrying out any operation or set of operations on the data including organising, amending, retrieving, using, disclosing, erasing or destroying it. Processing also includes transmitting or transferring personal data to third parties. 

Personal Data

Personal data is any information identifying a data subject (a living person to whom the data relates). It includes information relating to a data subject that can be identified (directly or indirectly) from that data alone or in combination with other identifiers the Students Union possesses or can reasonably access. Personal data can be factual (for example, a name, email address, location or date of birth) or an opinion about that person’s actions or behaviour.

Sensitive Personal Data 

Sensitive personal data is a special category of information which relates to a data subject’s racial or ethnic origin, political opinions, religious or similar beliefs, trade union membership, physical or mental health conditions, sexual life, sexual orientation, biometric or genetic data. It also includes personal data relating to criminal offences and convictions.


PRIVACY NOTICE

This policy, together with the information contained in the table of employee data (available on request), constitutes a privacy notice setting out the information the Students Union holds about employees, the purpose for which this data is held and the lawful basis on which it is held. The Students Union may process personal information without employees’ knowledge or consent, in compliance with this policy, where this is required or permitted by law.

If the purpose for processing any piece of data about employees should change, the Students Union will update the table of staff member data with the new purpose and the lawful basis for processing the data and will notify employees. 



FAIR PROCESSING OF DATA

Fair Processing Principles

[bookmark: _DV_M570]In processing employees’ data, the following principles will be adhered to. Personal data will be:

· Used lawfully, fairly and in a transparent way;
· Collected only for valid purposes that are clearly explained and not used in any way that is incompatible with those purposes;
· Relevant to specific purposes and limited only to those purposes;
· Accurate and kept up to date;
· Kept only as long as necessary for the specified purposes; and
· Kept securely.
[bookmark: _DV_M584][bookmark: _DV_M585]
Lawful Processing of Personal Data

Personal information will only be processed when there is a lawful basis for doing so. Most commonly, the Students Union will use personal information in the following circumstances:

· when it is needed to perform employees’ contracts of employment;
· when it is needed to comply with a legal obligation; or
· when it is necessary for the Students Union’s legitimate interests (or those of a third party) and employees’ interests and fundamental rights do not override those interests.

The Students Union may also use personal information in the following situations, which are likely to be rare:

· when it is necessary to protect employees’ interests (or someone else’s interests); or
· when it is necessary in the public interest (or for official purposes).

Lawful Processing of Sensitive Personal Data

The Students Union may process special categories of personal information in the following circumstances:

· In limited circumstances, with explicit written consent;
· in order to meet legal obligations;
· when it is needed in the public interest, such as for equal opportunities monitoring or in relation to the Students Union’s occupational pension scheme; or
· when it is needed to assess working capacity on health grounds, subject to appropriate confidentiality safeguards.

Less commonly, the Students Union may process this type of information where it is needed in relation to legal claims or where it is needed to protect a staff member’s interests (or someone else’s interests) and the staff member is not capable of giving consent, or where a staff member has already made the information public. The Students Union may use particularly sensitive personal information in the following ways:
 
· information relating to leaves of absence, which may include sickness absence or family related leaves, may be used to comply with employment and other laws;

· information about employees’ physical or mental health, or disability status, may be used to ensure health and safety in the workplace and to assess fitness to work, to provide appropriate workplace adjustments, to monitor and manage sickness absence and to administer benefits;

· information about race or national or ethnic origin, religious, philosophical or moral beliefs, or sexual life or sexual orientation, may be used to ensure meaningful equal opportunity monitoring and reporting; and

· information about trade union membership may be used to pay trade union premiums, register the status of a protected staff member and to comply with employment law obligations.

Lawful Processing of Information about Criminal Convictions

The Students Union will only collect information about criminal convictions if it is appropriate given the nature of the role and where it is legally able to do so. Where appropriate, the Students Union will collect information about criminal convictions as part of the recruitment process or may require employees to disclose information about criminal convictions during the course of employment. 

Consent to Data Processing

The Students Union does not require consent from employees to process most types of staff member data. In addition, the Students Union will not usually need consent to use special categories of personal information in order to carry out legal obligations or exercise specific rights in the field of employment law. If a staff member fails to provide certain information when requested, the Students Union may not be able to perform the contract entered into with the staff member (such as paying the staff member or providing a benefit). The Students Union may also be prevented from complying with legal obligations (such as to ensure the health and safety of employees).

In limited circumstances, for example, if a medical report is sought for the purposes of managing sickness absence, employees may be asked for written consent to process sensitive data. In those circumstances, employees will be provided with full details of the information that is sought and the reason it is needed, so that employees can carefully consider whether to consent. It is not a condition of employees’ contracts that employees agree to any request for consent.

Where employees have provided consent to the collection, processing and transfer of personal information for a specific purpose, they have the right to withdraw consent for that specific processing at any time. Once the Students Union has received notification of withdrawal of consent it will no longer process information for the purpose or purposes originally agreed to, unless it has another legitimate basis for doing so in law.

Automated Decision Making

Automated decision-making takes place when an electronic system uses personal information to make a decision without human intervention. 
 
The Students Union does not envisage that any decisions will be taken about employees using automated means, however employees will be notified if this position changes. 



COLLECTION AND RETENTION OF DATA

Collection of Data

The Students Union will collect personal information about employees through the application and recruitment process, either directly from candidates or sometimes from an employment agency or background check provider. The Students Union may sometimes collect additional information from third parties including former employers.
 
The table of staff member data (available on request) relates to information which is collected at the outset of employment. From time to time, the Students Union may collect additional personal information in the course of job-related activities throughout the period of employment. If the Students Union requires to obtain additional personal information, this policy will be updated, or employees will receive a separate privacy notice setting out the purpose and lawful basis for processing the data. 

Retention of Data

The Students Union will only retain employees’ personal information for as long as necessary to fulfil the purposes it was collected it for, including for the purposes of satisfying any legal, accounting, or reporting requirements. Details of retention periods for different aspects of personal information are set out in the table of staff member data appended to this policy. 

When determining the appropriate retention period for personal data, the Students Union will consider the amount, nature, and sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure of personal data, the purposes for which the personal data is processed, whether the Students Union can achieve those purposes through other means, and the applicable legal requirements.
 
In some circumstances, the Students Union may anonymise personal information so that it can no longer be associated with individual employees, in which case the Students Union may use such information without further notice to employees. After the data retention period has expired, the Students Union will securely destroy employees’ personal information.


DATA SECURITY AND SHARING

Data Security

The Students Union has put in place appropriate security measures to prevent personal information from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. Details of these measures are available upon request. Access to personal information is limited to those employees, agents, contractors and other third parties who have a business need to know. They will only process personal information on the Students Union’s instructions and are subject to a duty of confidentiality. The Students Union expects employees handling personal data to take steps to safeguard personal data of employees (or any other individual) in line with this policy.


Data Sharing

The Students Union requires third parties to respect the security of staff member data and to treat it in accordance with the law. The Students Union may share personal information with third parties, for example in the context of the possible sale or restructuring of the business. The Students Union may also need to share personal information with a regulator or to otherwise comply with the law.

The Students Union may also share staff member data with third-party service providers where it is necessary to administer the working relationship with employees or where the Students Union has a legitimate interest in doing so. The following activities are carried out by third-party service providers: payroll, pension administration, benefits provision and administration, IT services.


EMPLOYEE’S RIGHTS AND OBLIGATIONS
 
Accuracy of Data

[bookmark: _DV_M591][bookmark: _DV_M593]The Students Union will conduct regular reviews of the information held by it to ensure the relevancy of the information it holds. Employees are under a duty to inform the Students Union of any changes to their current circumstances.  Where a Staff member has concerns regarding the accuracy of personal data held by the Students Union, the Staff member should contact the Chief Executive to request an amendment to the data.
 
Employee Rights
 
Under certain circumstances, employees have the right to:

· Request access to personal information (commonly known as a “data subject access request”).
· Request erasure of personal information. 
· Object to processing of personal information where the Students Union is relying on a legitimate interest (or those of a third party) to lawfully process it.
· Request the restriction of processing of personal information. 
· Request the transfer of personal information to another party.

If a staff member wishes to make a request on any of the above grounds, they should contact the Chief Executive in writing. Please note that, depending on the nature of the request, the Students Union may have good grounds for refusing to comply. If that is the case, the staff member will be given an explanation by the Students Union. 
 
Data Subject Access Requests
 
Employees will not normally have to pay a fee to access personal information (or to exercise any of the other rights). However, the Students Union may charge a reasonable fee if the request for access is clearly unfounded or excessive. Alternatively, the Students Union may refuse to comply with the request in such circumstances.
 
The Students Union may need to request specific information from the staff member to help confirm their identity and ensure the right to access the information (or to exercise any of the other rights). This is another appropriate security measure to ensure that personal information is not disclosed to any person who has no right to receive it.




COMPLIANCE WITH THIS POLICY

The Students Union’s Responsibility for Compliance
 
The Students Union’s Chief Executive is tasked with overseeing compliance with this policy. If employees have any questions about this policy or how the Students Union handles personal information, they should contact the Chief Executive. Employees have the right to make a complaint at any time to the Information Commissioner’s Office (ICO), the UK supervisory authority for data protection issues.

Data Security Breaches

[bookmark: _DV_C21]The Students Union has put in place procedures to deal with any data security breach and will notify employees and any applicable regulator of a suspected breach where legally required to do so. Details of these measures are available upon request.

In certain circumstances, the Students Union will be required to notify regulators of a data security breach within 72 hours of the breach. Therefore, if a staff member becomes aware of a data security breach it is imperative that they report it to the Chief Executive immediately.

Privacy by Design

The Students Union will have regard to the principles of this policy and relevant legislation when designing or implementing new systems or processes (known as “privacy by design”).


Employees’ Responsibility for Compliance
[bookmark: _DV_M590]
All employees, particularly those tasked with regularly handling personal data of colleagues or third parties, have responsibility for ensuring that processing meets the standards set out in this policy. Employees should observe, as a minimum, the following rules:

· [bookmark: _DV_C23][bookmark: _DV_C37][bookmark: _DV_C31]Employees must observe to the letter any instruction or guidelines issued by the Students Union in relation to data protection.
· Employees should not disclose personal data about the Students Union, colleague or third parties unless that disclosure is fair and lawful, in line with this policy;
· [bookmark: _DV_C32]Employees must take confidentiality and security seriously, whether the staff member considers the information to be sensitive or not.  
· [bookmark: _DV_C33][bookmark: _DV_C47]Any personal data collected or recorded manually which is to be inputted to an electronic system should be inputted accurately and without delay.
· [bookmark: _DV_C49]Employees must not make any oral or written reference to personal data held by the Students Union about any individual except to employees of the Students Union who need the information for their work or an authorised recipient.
· [bookmark: _DV_C51]Great care should be taken to establish the identity of any person asking for personal information and to make sure that the person is entitled to receive the information.
· [bookmark: _DV_C52][bookmark: _DV_C53][bookmark: _DV_C54][bookmark: _DV_C57]If a staff member is asked by an unauthorised individual to provide details of personal information held by the Students Union, the staff member should ask the individual to put their request in writing and send it to the Chief Executive. If the request is in writing the staff member should pass it immediately to their line manager OR Chief Executive.
· [bookmark: _DV_C59]Employees must not use personal information for any purpose other than their work for the Students Union.
· If a staff member is in doubt about any matter to do with data protection, they must refer the matter to their line manager OR Chief Executive immediately.
· [bookmark: _DV_C35]Passwords should not be disclosed and should be changed regularly;
· [bookmark: _DV_C39][bookmark: _DV_C41]Staff member or third-party personal data should not be left unsecured or unattended, e.g. on public transport;
· [bookmark: _DV_C43][bookmark: _DV_C45]Unauthorised use of computer equipment issued by the Students Union is not permitted;
· Employees must follow the Students Union’s “clear desk” policy and ensure that all confidential information, whether containing staff member or third party personal data or not, is secured when it is not in use or when the staff member is not at work;
· Employees may use personal equipment to carry out work but must ensure that devices are password protected, locked when not in use and must not store any staff member or third-party personal data locally on their device; 
· Emails containing staff member or third-party personal data must not be sent from a web-based email system; 
· Documents containing sensitive information should be password protected and, if the document requires to be transmitted, the document and password should be transmitted separately.

Any breach of the above rules will be taken seriously and, depending on the severity of the matter, may constitute gross misconduct which could lead to summary termination of employment.  
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[bookmark: _Toc150349617][bookmark: _Toc174623759]Disclosure of Malpractice (Whistleblowing) Policy

Students’ Union is committed to abiding by the law and maintaining high ethical standards in all areas of work and practice.  In particular, the Public Interest Disclosure Act 1998 ("PIDA") creates a framework for workers who have genuine concerns about certain kinds of malpractice in connection with their workplace.  As part of this commitment, Students’ Union seeks to encourage employees to report any malpractice or illegal acts or omissions (whether in the UK or elsewhere) by other employees, or former employees, using internal mechanisms for reporting.

The following list sets out some examples of malpractice:

· Unprofessional treatment of a customer by an employee.
· Criminal offences
· Defrauding Students’ Union
· A failure to comply with any legal or regulatory obligation
· A miscarriage of justice
· Endangering the health and safety of any individual
· Damage to the environment
· Breach of standing financial instructions
· Deliberate concealment of any of the above

This 'whistle-blowing' procedure is primarily for concerns where the interests of others or of Students’ Union are at risk.  If something is troubling an employee which they think Students’ Union should know about or investigate, they should implement the following procedure.  If, however, the employee is aggrieved about their personal position, they are advised to use the Grievance Procedure, a copy of which is contained within this Handbook.

If an employee raises a genuine concern under this Policy, they will not be at risk of losing their job or suffering any form of retribution as a result.  Of course, if an employee were maliciously to raise a matter, which they knew to be untrue, it would be likely to constitute gross misconduct, and would be dealt with under the Disciplinary Procedure.

Students’ Union will not tolerate the harassment or victimisation of anyone raising a genuine concern.  However, Students’ Union recognises that an employee may nonetheless want to raise a concern in confidence.  Students’ Union will not disclose an employee’s identity without their consent.  If a situation arises where the concern cannot be resolved or the matter taken forward without revealing the employee’s identity (for example because their evidence is needed in court), Students’ Union will discuss with them whether and how the matter can proceed.

However, if an employee does not tell Students’ Union who they are when the matter is first reported, it will be much more difficult for the matter to be investigated, the employee’s position protected, or feedback given.

Accordingly, while Students’ Union will consider anonymous reports, this Policy is not easily applied to concerns raised 




How Matters Raised under this Policy will be Dealt with

Once any employee has told Students’ Union of their concern, it will be looked into to initially assess what action should be taken.  This may involve an internal inquiry or a more formal investigation.  The employee will be informed of the person who will handle the matter, how they can be contacted and whether further assistance may be required.  If the employee requests it, they can receive a written summary of their concern together with details of how the matter will be handled or the steps that are being taken.  However, employees must be aware that there may be occasions when they cannot be informed of the precise action being taken as it may infringe a duty of confidence owed to someone else.

When an employee raises the concern, they may be asked how they think the matter might best be resolved.  If they have any personal interest in the matter, this should be stated at the outset.  If the employee’s concern falls more properly within the Grievance Procedure, they will be informed of this.

How to Raise a Concern

Step one
If an employee has a concern about malpractice, this should be raised first with their Line Manager.  This may be done verbally or in writing.

Step two
If an employee feels unable to raise the matter with their Line Manager for any reason, or would prefer to escalate the matter, the concern should be raised with a more senior manager.

Step three
If these channels have been followed and the employee still has a concern, or if they feel that the matter is so serious that it cannot be discussed with any of the above, the employee should contact the Chief Executive.

Independent Advice

Independent advice and support can be obtained from Protect (formerly known as "Public Concern at Work") (Independent Whistleblowing Charity):
 
	Email address
	whistle@protect-advice.org.uk

	Tel
	Tel. 0203 117 2520

	Website
	www.protect-advice.org.uk  



External Contacts

While we hope this Policy gives the reassurance employees need to raise such matters internally, we recognise that there may be circumstances where an employee may properly report matters to outside bodies, such as the OSCR (Office of the Scottish Charity Regulator) or the Police.  Please be aware however, that some external disclosures may not be protected by the Public Interest Disclosure Act.  If an employee has any concerns, Public Concern at Work will be able to advise them on their options and on the circumstances in which they may be able to contact an outside body.



[bookmark: _Disciplinary_Procedure_1][bookmark: _Disciplinary_Procedure][bookmark: _Toc150349618][bookmark: _Toc174623760]
Disciplinary Procedure

Scope and Definitions

It is the responsibility of all employees to ensure that acceptable levels of attendance, conduct, behaviour and performance are maintained at all times to ensure the proper operation of our business and the health and safety of our employees. This procedure is in accordance with the ACAS Code of Practice and is intended to address situations where the attendance, conduct, behaviour and performance of an employee falls below acceptable standards.

General Principles

Students’ Union reserves the right to start disciplinary procedures at any level depending on the seriousness of an alleged offence or where an earlier pattern of unacceptable attendance, conduct, behaviour or performance has been established. 

[bookmark: _Hlk509393251]In normal circumstances, Students’ Union reserves the right not to follow the Disciplinary Procedures for employees who have less than two years’ service.  Except where, at the manager’s discretion, it is considered a suitable course of action to follow the Disciplinary Procedures.

Students’ Union may, at any time during the disciplinary process, engage external consultants to conduct any part or all of the procedures under the disciplinary policy.  This is usually considered if the case is particularly complex or there is no-one internally who is available to carry out the process.

In some circumstances, it will be appropriate for the Line Manager to make every effort to resolve matters by informal discussion and oral reprimand. Where this fails to bring about the desired improvement the formal disciplinary procedure may be implemented.

Matters of capability and performance will be dealt with first under the Capability Policy which is in line with this procedure and ensures that employees, who are experiencing performance difficulties, are managed appropriately.

In cases of alleged misconduct formal disciplinary action will not be taken against an employee until the alleged incident has been fully investigated.  If deemed appropriate, the employee concerned may be suspended until the investigation and the disciplinary process has been completed.

The Union may, at any time during the disciplinary procedures, contract with an external consultant or other appropriate independent third party to carry out any part or all of the procedures.  This is usually considered where the issues are particularly complex or sensitive or if there is no-one internally available to carry out the process. In exceptional circumstances, we may request a member of our board to carry out all or part of this procedure.


Remote proceedings

Where it is not possible to hold a face-to-face meeting under this procedure, we will conduct the process remotely. We will ensure that you and your representative have access to the necessary technology for participating. Your rights will not be affected, and we will ensure that the procedure remains fair and reasonable.

Adjustments to proceedings

If any aspect of the disciplinary procedure causes you difficulty as a result of a disability, or if you need assistance because English is not your first language, you should raise this with your manager in the first instances, who will make appropriate arrangements for you.

Recording of meetings

A written record of all meetings conducted under this procedure will be made, either by the person holding the meeting or by an additional person arranged by us to take notes.

You, or any person acting on your behalf, are not normally permitted to record electronically any meeting that we hold under the disciplinary procedure. This is to encourage openness and full participation. Any breach of this provision may lead to disciplinary action, which could include dismissal.

In certain limited circumstances, we may permit a meeting to be recorded electronically, for example where it is a reasonable adjustment for an employee with a disability. Where we permit a meeting to be recorded electronically, we will take responsibility for making the recording.
Where we intend to record meetings held remotely, we will comply with our data protection obligations and obtain prior consent from all attendees.

Suspension from Duty

In the context of this procedure, suspension is not a disciplinary act and the employee will remain on full pay.  It is a neutral act which does not imply that misconduct has taken place. There shall be no implication of guilt as a result of an individual having been suspended.

Under normal circumstances, the Chief Executive (and, as appropriate, delegated nominees) will have the authority to instigate a suspension. Suspension may be used because it is considered desirable to have the employee separated from contact with potential witnesses or evidence, for reasons or safety and security or to avoid other difficulties that might arise. The suspension will be confirmed in writing to the employee by the Chief Executive as soon as is practicable within 5 working days, outlining the reason for suspension.

Normally, it is expected that a suspension will last no longer than 2 weeks.  If, however, the case is particularly complex and the investigation and disciplinary process protracted, it may be necessary to continue the suspension for a longer period. 


Investigation 

When an allegation concerning an employee’s, conduct is brought to the attention of the Manager to whom she/he is immediately accountable the Manager will inform the employee of the nature of the allegation and that it will be investigated. 

An Investigating Officer shall be appointed by the Chief Executive or board member and shall be unconnected with the matter under investigation. In the case of the Chief Executive being investigated, the Investigating Officer shall be another member of the Board of Trustees appointed by the Chair of the Board or an appropriate independent third party

Neither the employee nor any witnesses have the right to be accompanied at investigation meetings.

Having completed the investigation and established all the relevant facts, the Investigating Officer will normally prepare a written report for submission to the Manager appointed by the to deal with the disciplinary case who will decide on the appropriate course of action.  This will be one or a combination of the following:
	(i)	no action;
(ii)	action other than a formal disciplinary sanction, for example counselling, review, setting of standards, retraining, redeployment;
	(iii)	convening a formal Disciplinary Meeting.

The Manager will inform the employee and their Line Manager if different of their decision in writing. 

Disciplinary Process
	
Stage 1 – Written Notification.  If the Manager decides to convene a Disciplinary Meeting s/he will advise the employee in writing of the allegation or reason for disciplinary action and require the employee to attend a meeting. Normally such notice will be given at least 2 to 3 working days prior to the hearing.

All written evidence to be used at the meeting will be made available to all parties attending the meeting prior to it taking place.  The written evidence will include the Investigating Officer’s report.

Role of companion

Your companion has the right to address the hearing to put your case, sum up your case and respond on your behalf to any view expressed at the hearing. Your companion may also confer with you during the hearing. However, there is no requirement for us to permit your companion to answer questions on your behalf, or to address the hearing where you indicate that you do not wish this.

Stage 2 – Disciplinary Meeting - The Disciplinary Meeting will consider all the evidence available. The employee will be given the opportunity to state her/his case. 

The Manager will decide whether, on the basis of the evidence and on the balance of probabilities, the member of staff is guilty and, if so, to determine what if any disciplinary sanctions should be applied. The outcome of a Disciplinary Meeting, including any sanctions, will be confirmed in writing by the Manager normally within 10 working days of the decision being made. 
The letter will contain the reason for any warning, any improvement expected, the duration of the warning and notification of disciplinary consequences of not meeting the requirements of the warning.  The letter will also include information on the employee’s right of appeal.

A formal disciplinary sanction cannot be imposed under this Policy without a Disciplinary Meeting. If the member of staff fails to attend to attend a disciplinary meeting without good cause, it may be proceed, at the Manager’s discretion, in their absence. 

In the event of the Chief Executive being subject to disciplinary action, the Disciplinary Meeting will be taken by another Trustee appointed by the Chair of the Trustees or an independent third party 

Stage 3 – Appeal - An employee who wishes to appeal against the outcome of the Disciplinary Meeting in whole or in part will be required to submit the appeal in writing, within 5 working days of being advised of the outcome of the Disciplinary Meeting, to the Chief Executive who will arrange for an appropriate manager or independent third party to hold the appeal.  

Your appeal should clearly set out in full the grounds for appeal. When lodging an appeal, you should state:

· the grounds of appeal; and

· whether you are appealing against the finding that you committed the alleged act or acts of misconduct, or against the level of disciplinary sanction imposed.

An appeal meeting need not take place before dismissal or other disciplinary sanctions are applied. The person hearing the appeal will consider the employee’s written appeal and anything else they wish to add at the meeting and may invite the Manager who took the disciplinary meeting to respond. After the appeal the employee will be informed in writing of the final decision by the the person hearing the appeal.  Employees will be given at least 2 to 3 working days’ notice of an Appeal meeting.  The outcomes of the appeal hearing will normally be one of the following:

· Uphold the appeal
· Dismiss the appeal
· Dismiss the appeal but amend the sanctions applied

The outcome of an appeal will be confirmed in writing within 5 working days of the decision being made.

In the event of the Chief Executive being subject to disciplinary action, her/his role in the appeal process will be taken by the Chair of the Board of Trustees or an independent third party

Employees should also note that the outcome of the appeal may either overturn the decision of the original disciplinary meeting but, in some cases, the appeal decision may be more stringent. 

Where you appeal against a dismissal, you will not be entitled to be paid or reinstated (unless you are entitled to notice) between the date of dismissal and the conclusion of the appeal process. In the event however that we overturn the dismissal on appeal, you will be reinstated with immediate effect and be paid for any period between the date of the original dismissal and the successful appeal decision. Your continuous service will not be affected.



Outcomes and Sanctions

Outcomes and sanctions of a Disciplinary Meeting or Appeal include:
  
· No further action
· Oral Warning
· First written warning
· Final Written warning
· Dismissal (including summary dismissal)

Other sanctions may be applied as appropriate.

Other than in cases of gross misconduct or gross negligence (when the penalty may be dismissal without notice or payment in lieu of notice), no employee will be dismissed for a first offence.  

The outcome of a disciplinary meeting, including any sanctions, will be confirmed in writing within 10 working days of the decision being made.  The letter will contain the reason for any warning, any improvement expected, the duration of the warning and notification of disciplinary consequences of not meeting the requirements of the warning.  The letter will also include information on the employee’s right of appeal. 

A copy of any written warning will be placed on the employee’s personal file together with any documents relating to the case. 


First Written Warning - A first written warning will normally be regarded as spent after 6 months.

Final Written Warning - A final written warning may be issued if the employee fails to comply with the terms of a first written warning which remains “live” or the employee’s misconduct is serious and, although not considered by the Manager to be sufficiently serious to justify summary dismissal, justifies the issuing of a final written warning.  A final written warning will normally be regarded as spent after 12 months.

Dismissal (including Summary Dismissal) - Dismissal with notice or pay in lieu of notice may be an appropriate disciplinary sanction if an employee fails to comply with the terms of a final written warning which is still live. Summary dismissal without notice payment or pay in lieu of notice will be an appropriate disciplinary sanction if an employee has committed an offence of gross misconduct. 
If dismissal is a possible outcome of a disciplinary meeting, this will be indicated clearly in the letter sent requiring the employee’s attendance at the meeting. 
In cases of dismissal, the employee will be notified in writing of the appropriate notice period (other than in the instance of summary dismissal) together with the reason for dismissal, the date at which employment will terminate and details regarding the appeal process.

In exceptional circumstances, Students’ Union reserves the right, as an alternative to dismissal, to impose an alternative penalty e.g. demotion or loss of seniority or suspension without pay for up to five working days.  This penalty will be in addition to a Final Written Warning being issued which will remain on file for 12 months.

Conduct not Directly Related to the Place of Work 

While it would be normal for only misconduct at work, or on Students Union premises, to be subject to disciplinary action, the Students Union reserves the right to take appropriate disciplinary action, including summary dismissal, in the following circumstances irrespective of where the misconduct took place:
· bringing the Students Union into disrepute
· misusing the Students Union’s name or property
· breach of trust and confidence
· obtaining employment with the Students Union by false declaration or concealment of information
· conviction of a criminal offence which makes the employee ineligible to carry out his/her duties
· where continued employment could adversely impact on other staff or students.

Police or Legal Proceedings

The Students Union reserves the right to take appropriate disciplinary action in circumstances where there is Police involvement or legal proceedings are ongoing.  This will only occur where the nature of the misconduct may have a bearing upon the employee’s performance of her/his contract of employment.

Similarly, the Students Union reserves the right to involve the police or other legal authorities in disciplinary matters where appropriate, for example in cases of fraud, theft or violence.

Gross Misconduct

The list below provides some examples of conduct which may be regarded as gross misconduct.  The sanction for gross misconduct is normally dismissal without notice. 

· Theft
· Fraud
· Deliberate falsification of records or other Union documentation including those relating to obtaining employment.
· Smoking on Union premises, or outside a designated smoking area.  This includes the smoking of electronic cigarettes. 
· Unlawful discrimination, including acts of indecency or sexual or racial harassment.
· Serious Breach of Students’ Unions’ Equal opportunities policy
· Assault, acts of violence or aggression, serious bullying, harassment or victimisation.
· Unacceptable use of obscene or abusive language.
· Possession or use of or being under the influence of non-prescribed drugs or alcohol on Union premises during working hours.
· Deliberate damage to Union, employee, student or customer property
· Serious negligence or actions which causes unacceptable loss, damage or injury
· Serious acts of insubordination.
· Unauthorised removal of Union property, cash or merchandise.
· Refusal to carry out a reasonable management instruction.
· Bringing Students’ Union into disrepute or actions adversely affecting Students’ Union’s reputation.
· Misuse of Union information which has caused or may cause Students’ Union loss or detriment.
· Serious breach of health and safety policies and procedures.
· Breach of confidentiality, including the unauthorised disclosure of Union business to the media or to any other third party.
· Gambling during working hours, bribery or corruption.
· Unauthorised accessing or use of computer data.
· Unauthorised copying of computer software.

This is not an exhaustive list. 

[bookmark: _Hlk6304227]The level of disciplinary sanction, if any, will be determined by the severity of the offence. In more serious cases of misconduct, a stage may be passed over in favour of higher-level disciplinary action.

Any appropriate actions carried out by a Union Officer as part of Student Union approved political activity e.g. protest/action/demonstration cannot be classed as gross misconduct. The Disciplinary Meeting has the authority to decide if such actions were appropriate in the circumstances.  

Sickness During a Disciplinary Situation

[bookmark: _Hlk69824430][bookmark: _Hlk65762845]The Company aims to ensure that all matters relating to discipline are dealt with fairly and promptly and will, wherever possible, follow the principles set out in the disciplinary procedure.  However, circumstances may arise when your ill health prevents the disciplinary procedure from being followed because you: are too ill to participate in the investigation; are unable to adequately prepare for a hearing; or cannot attend the hearing itself.  Where this is the case, the Company will act consistently with the following principles:

· The ill health of an employee will not usually be a ground for abandoning any ongoing disciplinary procedures.
· If an employee fails to attend work due to sickness during a disciplinary investigation or any part of the disciplinary process, they may not be entitled to Occupational Sick Pay.
· Where the absence is likely to be short, the Company will usually wait until you recover and are able to take a full part in the process.
· When the absence is ongoing and it appears to the Company that you are likely to remain off sick for an extended period, the Company may require you to cooperate with the Company Occupational Health or a doctor and comply with the Absence procedures in determining whether or not you are sufficiently fit to take part in the disciplinary process.  This may include providing a letter from your doctor explicitly stating you are unfit to participate in a disciplinary hearing. 
· If you are signed off as sick during a period of suspension you will have your suspension rescinded until such time as you become fit for work.
· Following consultation with Occupational Health or a Doctor, if it appears to the Company that you are fit to take part in the disciplinary process, the process will continue, although the Company may at its discretion also take any of the steps listed in "special measures" below.
· Where it appears that you are not fit to take a full part in the standard disciplinary procedure, the Company will consider taking any of the special measures set out below in order to enable you to participate effectively.

Special Measures

The Company may, at its discretion, propose adjusting the standard disciplinary procedure by taking any or all of the measures set out below with a view to ensuring your effective participation in the disciplinary process:

· Venue. The Company will consider holding the disciplinary hearing at a venue other than the Company’s premises, either to reduce the stress caused to you by attending the hearing or to accommodate any physical needs that you may have.
· Representation. Where it appears to the Company that your illness may affect your ability to explain your case, the Company will consider any request that you may have to be represented in the process by a colleague, union official or such other person as the Company may specify. The representative may be allowed an expanded role in the process where this would assist you in ensuring that your case is fully explained.
· Written representations. Where you may have difficulty in explaining your case, consideration will be given to allowing you to rely on written representations, which may be prepared by a representative.
· Documentation. The Company will take particular care to ensure that you receive all documentation relating to the disciplinary process sufficiently in advance to allow you to prepare fully, taking into account any effect that your health may have on your ability to analyse the information and prepare a response.
· Timings. While being committed to the principle that matters should be dealt with promptly, the Company may allow extra time for any stage of the disciplinary process to ensure that you can participate effectively. Particular attention will be given to the duration of any disciplinary hearing and its impact on you and the need to take appropriate breaks.

Holding the Hearing in your Absence

The Company believes that, in the vast majority of cases, it should be possible by using any or all of the measures outlined above to conduct a fair disciplinary process in which you can fully participate. However, there may be exceptional circumstances when you will not be able to attend a disciplinary hearing, whatever measures are taken.  

In such circumstances, the Company reserves the right to proceed with a disciplinary hearing in your absence, although full consideration will be given as to whether or not this is necessary in the circumstances.  Where this is the case:

· You and your representative will be informed of the time and location of the hearing and will remain free to attend.  The representative will be free to attend, even if you are not present.  
· The outcome of the hearing will be communicated in writing to you, paying particular attention to the need to explain the details of any factual findings made and the basis of the decision reached.
· You will be given a full opportunity to appeal against any decision in accordance with the disciplinary procedure.  

The special measures outlined above will also be considered by the Company in relation to any appeal.



[bookmark: _Toc150349619][bookmark: _Toc174623761]Driving Policy

Using Own Car for Business Use

If an employee is required to use their own vehicle for business use, they must ensure that the appropriate insurance for the vehicle is in place.  Employees must also ensure that the vehicle is roadworthy at all times and appropriate checks on the vehicle, e.g. tyre pressures, are made.

The employee will be required to provide a copy of the relevant insurance certificate on an annual basis to confirm the correct insurance is in place and a copy of their driving licence.  Employees must inform Students’ Union immediately if there is any change to their insurance policy or driving license.

[bookmark: Grievance]As there is no longer a paper section of the driving licence which would show any endorsements or points, employee will require to provide this by going online and producing a ‘check code’ which can then be used by the Students Union to access the necessary information.  A check code can be generated by going to www.gov.uk/view-driving-licence and following the instructions given.

The check code must be given to your line manager within 10 working days.  If the Students Union does not hold a copy of an employee’s driving licence plus the details obtained using the check code, then that employee will not be permitted to drive any Students Union vehicle.


Driving Offences and Driving Fines

If an employee has registered their personal vehicle and intend to use their own car for business use, then the following will apply: 

· If an employee is charged or convicted of any driving offence (other than parking-related), or has their driving license endorsed or withdrawn, they must advise their Manager in writing as soon as possible and definitely within 24 hours. If the offence is regarded as serious, failure to notify Students’ Union may be regarded as Gross Misconduct.

· Employees are responsible for paying any fines relating to driving including penalties and charges (including any administration fee that may be payable) incurred by them, whether or not these were incurred in the course of Union business.  All fines must be paid immediately by the employee.  Only in exceptional circumstances will Students’ Union pay the cost of any fines or penalties incurred by an employee for parking or motoring offences.  All requests for fines to be paid for by Students’ Union should be made to the Chief Executive who will consider each request on a case by case basis on its merits.  

General Rules

The safety of employees is important to Students’ Union. Employees must drive in a safe, lawful and efficient manner taking into account all weather and traffic conditions as well as observing the recommendations of the Highway Code. 

Employees must ensure that they do not drive when tired.  If undertaking a long journey, employees must ensure that they take breaks when necessary to avoid becoming fatigued.

Employees must take the most direct routes when carrying out Union business.

Articles belonging to Students’ Union must be locked in the boot or kept out of sight when the vehicle is unoccupied.  Failure to do so which results in theft could constitute gross negligence and may result in Students’ Union claiming reimbursement from the employee involved and appropriate disciplinary action being taken. 

The driver of the vehicle is responsible for the safety and security of the vehicle, passengers and loads.

Driving Under the Influence of Alcohol or Drugs

If it is found that an employee has driven while on Union business while under the influence of alcohol or drugs (prescribed or otherwise) where that substance use has the potential to affect the employee’s fitness to drive, disciplinary action up to and including summary dismissal will be taken.

Mobile Telephones and Driving

The use of hand-held mobile phones whilst driving a vehicle is illegal under the Road Vehicle (Construction and Use)(Amendment No.4) Regulations 2003 and is a serious danger to employees’ health and safety and that of other road users.  As a result, employees are not permitted to use a mobile phone whilst driving. Failure to adhere to this rule will result in disciplinary action being taken by Students’ Union.

Passengers in vehicles are not prohibited from using hand-held mobile phones, however they must not hold it for the driver to use in a moving vehicle.

Checking for messages and dealing with any calls should only occur once the vehicle is safely parked and the engine is turned off.  If driving on a motorway, do not, under any circumstances, stop on the hard shoulder to make or to take calls.

Any employee who incurs a fixed penalty, fine or disqualification in relation to the use of a mobile telephone whilst driving will be responsible for the costs associated.  

The use of Bluetooth and phones which are held in hands-free kits, while legal and may be used, should only be used under rigid conditions and when it is safe to do so. The hands-free kit must be in the form of a cradle fitment with either a speaker attachment fitted close to the driver’s head or an in-ear-device.  Care should be taken with in-ear devices, as trying to place them in and out of the ear while driving may also constitute a health and safety risk. 

While these systems are legal, it is accepted that to carry out discussions using mobile phones in this way is seen to be a way of distracting drivers and is therefore unsafe.  Employees should not make or answer calls, text message or surf the internet using these systems while driving.




[bookmark: _Toc174623762]Domestic Flight Policy

Domestic Flights

In the spirit of the Students’ Union Sustainability Policy, within Great Britain (Scotland, England and Wales) the priority should be non-flight travel (unless absolutely necessary).  All staff and officers are also encouraged to consider non-flight options for necessary travel outside of Great Britain.

Any staff or officer who believes that they will require flights to travel to an event for the SU will be required to seek written approval from the Chief Executive before booking. 
Before granting permission, the CEO will direct relevant staff to investigate alternatives, including covering the cost of additional overnight accommodation. Cost, caring responsibilities, and distance travelled will be taken into account when the decision is made, including the potential for additional time-in-lieu to be granted where appropriate.  



[bookmark: Equal][bookmark: _Toc150349620][bookmark: _Toc174623763]Equal Opportunities Policy

[bookmark: _Hlk3980313]The Students’ Union is committed to the policy of equal treatment of all employees and applicants.  The Students’ Union aim is to recruit, train, promote and reward on the basis of merit and irrespective of the protected characteristics detailed in the Equality Act 2010 (gender, disability, sexual orientation, marriage or civil partnership, pregnancy & maternity, gender reassignment, age, religion or belief, race, which includes colour, nationality, ethnic or national origins) or in relation to part time status, trade union membership and political belief or affiliations.

The Students’ Union is therefore committed to providing equality of opportunity for all employees by:

· Preventing any form of direct or indirect discrimination or victimisation or bullying.
· Promoting a good and harmonious working environment where all individuals are treated with respect and dignity and in which no form of intimidation or harassment from colleagues or customers will be tolerated.
· Fulfilling all legal obligations under relevant national and European Union legislation and associated Codes of Practice where they apply.

Direct Discrimination

Unlawful direct discrimination occurs when a person is treated less favourably than another because of one or more of the protected characteristics set out above.  Direct discrimination, for example, can occur where a woman is refused a job, training or promotion because she is pregnant.

Indirect Discrimination

Unlawful indirect discrimination is when a provision, criterion or practice is applied to all people but which, in practice, is such that fewer people in certain groups are able to comply and it cannot be shown to be a proportionate means of achieving a legitimate aim.  Some practices may look fair but have an unintended discriminatory effect.  For example if Students’ Union made a GCSE English qualification a requirement as selection criteria, that could have a disproportionate adverse impact on people educated overseas and may not be justified if all that is required for the job is to demonstrate a level of literacy or the ability to communicate with others.  The necessary level of literacy can be tested or checked in other ways that are more relevant to the job.

Time off for Religious Observance

Students’ Union will consider any request made for time off to observe particular religious commitments with sensitivity and sympathetically.  For example, if an employee needs to be home by a certain time on Friday or Saturday to observe the requirements of their faith, Students’ Union will review the duties of that employee to see if it is feasible to accommodate this request.  Where possible, such requests will be agreed and, at the discretion of Students’ Union may be taken as unpaid time off or made up at a different time.

If the work simply cannot be done at another time, then Students’ Union will be unable to agree to the request as it would mean that the business operation would suffer.  The same type of consideration will be given irrespective of the religion of the employee. 

Consideration will also be given to the locations and the timings of meetings and functions.  Students’ Union will treat employees’ beliefs and religion with sensitivity.  For example, locations for business meetings will be checked regarding alcohol if one of the people required to attend the meeting follows a doctrine which prevents him or her from attending meetings at such a place.  The timing of routine meetings will, as far as possible, not be arranged when employees who follow a particular religion would be unable to attend due to that religion. 

Some religions require their followers to pray at specific times during the day. Students’ Union will allow time off for prayer which can be taken at times convenient to the business and in a convenient place.  This time will be unpaid unless it can be made up at a time which is convenient to Students’ Union.  

Any employee who wishes to make a request under this section of the policy should talk to their line manager who will discuss their requirements and take a decision on their request in accordance with this Policy. 

Using Holidays 

Sensitive consideration will be given to requests to take holiday (or unpaid leave or flexitime) to observe religious holidays.  Wherever possible, Students’ Union will agree to these requests.  However, if Students’ Union has a legitimate business reason for refusing any request then this will be the outcome as Students’ Union is permitted to make these decisions based on the need to operate the business effectively.  If requests are made with as much notice as possible being given it may be more likely that these can be accommodated and planned for in the business work schedule. 

Religious and Cultural Dress

Employees may wear appropriate religious and cultural dress (for example, clerical collars, head scarves, skullcaps, turbans, burqa, hijab) unless it creates a health and safety risk to them or any other person, or otherwise breaches this policy.

For operational and health and safety reasons, employees of the Students Union may have to be flexible in some circumstances. However, the Students Union’s policy is to ensure that any such restrictions regarding clothing to be worn in an operational environment are genuine requirements on grounds of operational effectiveness or health and safety.
Where necessary management can give further information and guidance on cultural and religious dress in the workplace.

Reasonable Adjustments due to Disability 

Where any employee has a condition that is regarded as a disability, the Students Union will be as flexible as possible by discussing any reasonable adjustments with the employee so that the workplace is comfortable and accommodates their requirements.




Harassment

Harassment is defined as unwanted conduct which can be physical, verbal or non-verbal that either violates a person's dignity, or creates an intimidating, hostile, degrading, humiliating or offensive environment for that person.  The Company will not tolerate harassment on the grounds detailed in the Equality Act 2010 (gender, gender reassignment, race, which includes colour, nationality, ethnic or national origins, disability, sexual orientation, age, religion or belief. It may be persistent or an isolated incident. It can take many forms, from relatively mild banter to actual physical violence.

Employees may not always realise that their behaviour constitutes bullying or harassment, but they must recognise that what is acceptable to one person may not be acceptable to another.

Students’ Union has a separate Anti-Bullying, Harassment & Stalking Policy also available in this Handbook.

Procedure for Dealing with a Complaint of Unlawful Discrimination 

Complaints about, or reports of, discriminatory behaviour or harassment should be made through the Student Union’s Grievance Procedure.

Complaints should be raised as soon as possible so that the matter can be dealt with quickly.  The matter should be raised first with the complainant’s line manager.  If this would cause embarrassment or if the complainant feels it inappropriate, for example if the line manager is the subject of the complaint, then the matter should be raised with another, possibly more senior, manager.

If an employee experiences any discriminatory behaviour from a third party such as customers, they should raise the matter immediately with their Line Manager or any other Manager present at the place of work.  The matter will be treated seriously, and the Manager will carry out a full investigation.

Accusation of Unlawful Discrimination 

Any accusations of unlawful discrimination will be investigated fully by Students’ Union.  As part of the investigation, the employee will be given every opportunity to answer the allegation and provide an explanation of their actions.

Once the investigation is complete, if Students’ Union finds that no unlawful discrimination occurred, no further action will be taken.  However, if Students’ Union decides that the employee’s actions could amount to unlawful discrimination, the employee may be subject to disciplinary action up to and including summary dismissal for gross misconduct.

If, after the investigation is complete, it is found that the claim is false or malicious, disciplinary action may be taken against the employee who raised the complaint.

Equal opportunities practice is constantly developing as social attitudes and legislation changes.  Students’ Union will keep its policies under review and will implement changes where theses could improve equality of opportunity.




Victimisation

If any employee is victimised because they have supported another employee who has a protected characteristic, that employee will have the same protection as if he or she had that protected characteristic.

For example, one employee gives a statement confirming that they witnessed the other employee being harassed due to his or her race.  The witness is then victimised, and pressure is brought in an attempt to get him or her to withdraw the statement.   The witness will then be protected in the same way as the original employee who was being harassed.








































[bookmark: _Toc35501876][bookmark: _Toc150349621][bookmark: _Toc174623764][bookmark: _Hlk30658972]Equality and Diversity Policy

[bookmark: _Hlk14179715]The Company is committed to the policy of equal treatment of all employees and applicants to promote a culture which actively values difference recognising that people from diverse backgrounds can bring valuable insights to the workplace and enhance the way we do business.  The Company’s aim is to be an inclusive organisation by recruiting, training, promoting and rewarding on the basis of merit and irrespective of the protected characteristics detailed in the Equality Act 2010 (gender, disability, sexual orientation, marriage or civil partnership, pregnancy & maternity, gender reassignment, age, religion or belief, race, which includes colour, nationality, ethnic or national origins) or in relation to part time status, trade union membership and political belief or affiliations.

The Company is therefore committed to providing equality of opportunity for all employees by:

· Preventing any form of direct or indirect discrimination or victimisation or bullying.
· Promoting a good and harmonious working environment where all individuals are treated with respect and dignity and in which no form of intimidation or harassment from colleagues, customers or clients will be tolerated.
· Fulfilling all legal obligations under relevant legislation and associated Codes of Practice where they apply.
· Exceeding legal requirements to ensure that any person will be treated with fairness, respect and in a way that is non-discriminatory.

You must be aware of the importance which the Company attaches to this policy, and must ensure that you do not, by your own actions, behaviour or attitude, directly or indirectly or unintentionally discriminate against any job applicants, employees, customers or clients.  Any act of discrimination will be treated as a disciplinary offence; these will include for example, discrimination in selecting, promoting or training, refusing to work with or for a person because of any of the reasons stated in paragraph one of this policy and harassment of any employee, customer or client.

This policy applies to all individuals working at all levels, trainees, home-workers, casual workers, volunteers, agency staff, contractors and all job applicants.

Commitment

Equality and Diversity are at the heart of how we do business.  We recognise the importance of making full use of people’s talents and skills by creating an open and inclusive workplace culture where people from all backgrounds can work together with dignity and respect.  We also recognise the importance to individuals to feel that they are being encouraged and developed to their full potential.

Steps we will take to ensure that we are fulfilling our responsibilities and promoting good practice include:

· Complying with legal obligations in a transparent manner
· Assessing the impact of policies and practices to identify remove or mitigate any disadvantage to underrepresented groups
· Taking measures to eliminate discrimination
· Take positive action to redress any imbalances identified by the monitoring carried out
· Fostering good relations between people who share a protected characteristic and those who do not
· Promoting awareness and understanding of equality and diversity matters among staff through policies, training and guidance
· Ensuring that the Company’s property is, as far as possible, welcoming and accessible to all
· Making sure that reasonable adjustments are made, as appropriate, to enable people with disabilities to overcome barriers in the work environment
· Ensuring that employees are provided with appropriate tools so that they feel confident to discuss equality and diversity issues and raise any concerns they may have

Responsibilities

Each employee has a responsibility to ensure that the ethos of this policy is put into practice in all areas of work and in any dealings with people external to the Company. 

[bookmark: _Toc24532932]The {INSERT JOB TITLE} are responsible for:

· Providing leadership on the Equality, Diversity and Inclusivity strategy and policy, acting as overall champions to ensure that that policy is implemented effectively and communicating the strategy and policy both internally and externally.
· Ensuring that training on this Policy is included as a core requirement at all levels within the Company
· Closely monitoring all aspects of equality, diversity and inclusivity and taking action where any anomalies are identified to redress the imbalances found.
· Establishing an Action Plan which can be cascaded to all sections of the Company work.

[bookmark: _Toc24532933][bookmark: _Hlk30659855]Managers at all level are responsible for:

· Demonstrating and role-modelling acceptable standards
· Supporting their employees in meeting the aims of this policy
· Ensuring that all employees participate in the training provided
· Taking practical steps to implement and support this policy.
· Ensuring that any complaints or grievances are dealt with fairly, in accordance with the Disciplinary Policy and Grievance Policy.
· Implementing the policy as part of their day-to day management of staff and in applying employment policies and practices in a fair and equitable way;
· Ensuring equality and diversity issues are addressed in performance;
· Effectively managing and dealing promptly when investigating issues relating to potential discrimination, including those matters concerning employees, members of the general public or other stakeholders; 
· Ensuring all policy or service decisions that will change provisions, practices or policies and affect the workforce are Equality Impact Assessed and
· Being aware of any Action Plan set by the Board and ensuring that this is imbedded into the work of their own department

[bookmark: _Toc409198963][bookmark: _Toc409419835][bookmark: _Toc409433716][bookmark: _Toc409433845][bookmark: _Toc425519244][bookmark: _Toc430347347][bookmark: _Toc430617973][bookmark: _Toc430630628][bookmark: _Toc430952171][bookmark: _Toc430952702][bookmark: _Toc430974050][bookmark: _Toc24532934]
The Employees’ Responsibilities

All employees have a responsibility to guard against any form of discrimination and avoid any action which goes against the spirit of this policy. Employees at all levels must ensure that there is no discrimination in any of their decisions or behaviour. This includes the provision that all employees must:

· Implement the policy in their day-to-day work and their dealings with colleagues, customers and visitors;
· Being aware of any Action Plan for their own team and their part in its implementation;
· Ensure their behaviour is appropriate to the policy and that they treat people with respect and dignity;
· Not discriminate against other employees, volunteers or students; and
· Notify their line manager of any concerns with regard to the conduct of other employees, volunteers or students, the public or third parties.


Definition of Equality and Diversity

Equality can be described as breaking down barriers, eliminating discrimination and ensuring equal opportunity and access for all groups both in employment, and to goods and services; the basis of which is supported and protected by legislation.  It should be noted that this does not mean treating everyone ‘the same’.  What it does mean is recognising that everyone is different with different strengths and needs which need to be addressed.

Diversity can be described as celebrating differences and valuing everyone. Each person is an individual with visible and non-visible differences and by respecting this everyone can feel valued for their contributions which is beneficial not only for the individual but for the Company.

Equality and Diversity are not inter-changeable but inter-dependent. There can be no equality of opportunity if difference is not valued and harnessed and taken account of.

The key benefits of adopting an Equality and Diversity Policy are:

· To promote fairness in access to employment opportunities
· To attract employees and to retain existing employees
· To gain a diversity of talent and experience
· To ensure that every employee has the opportunity to develop their potential
· To provide fair and equitable services to customers/clients
· To ensure legal compliance, particularly with regard to the Company’s responsibilities under health and safety and to the common law duty of care.


Definitions of Types of Discrimination

Direct Discrimination

[bookmark: _Hlk14179804]Unlawful direct discrimination occurs when a person is treated less favourably than another because of one or more of the protected characteristics. These protected characteristics include gender, disability, sexual orientation, marriage or civil partnership, pregnancy & maternity, gender reassignment, age, religion or belief, race, which includes colour, nationality, ethnic or national origins) or in relation to part time status, trade union membership and political belief or affiliations. Direct discrimination, for example, can occur where a woman is refused a job, training or promotion because she is pregnant.

Indirect Discrimination

Unlawful indirect discrimination is when a provision, criterion or practice is applied to all people but which, in practice, is such that fewer people in certain groups are able to comply and it cannot be shown to be a proportionate means of achieving a legitimate aim.  Some practices may look fair but have an unintended discriminatory effect.  For example, if the Company made a GCSE English qualification a requirement as selection criteria.  This would have a disproportionate adverse impact on people educated overseas and may not be justified if all that is required for the job is to demonstrate a level of literacy or the ability to communicate with others.  The necessary level of literacy can be tested or checked in other ways that are more relevant to the job.

Victimisation

If any employee is victimised (treated unfairly) because they have supported another person who has a protected characteristic, that employee will have the same protection as if he or she had that protected characteristic. 

For example, one person gives a statement confirming that they witnessed the other employee being harassed due to his or her race.  The witness is then victimised, and pressure is brought in an attempt to get him or her to withdraw the statement.  The witness will then be protected in the same way as the original employee who was being harassed.

Associative Discrimination

This is where a person is discriminated against because they have an association with someone who has a particular protected characteristic.  For example, a non-disabled person is discriminated against because of the action they need to take care of disabled dependent.

Discrimination by Perception

Discrimination against a person because the discriminator thinks the person possesses that characteristic.  For example, a person is not shortlisted for a job on the basis that the recruiter assumes the applicant does not have the correct VISA to work in the UK as they have a foreign looking name on their application form


Harassment

Harassment is defined as unwanted conduct which can be physical, verbal or non-verbal that either violates a person's dignity, or creates an intimidating, hostile, degrading, humiliating or offensive environment for that person.  The Company will not tolerate harassment on the grounds detailed in the Equality Act 2010 (gender, gender reassignment, race, which includes colour, nationality, ethnic or national origins, disability, sexual orientation, age, religion or belief. It may be persistent or an isolated incident. It can take many forms, from relatively mild banter to actual physical violence.

You may not always realise that your behaviour constitutes bullying or harassment, but you must recognise that what is acceptable to one person may not be acceptable to another.

The Company has a separate Anti-Bullying, Harassment & Stalking Policy.

Time off for Religious Observance

The Company will consider any request made for time off to observe particular religious commitments with sensitivity and sympathetically.  For example, if you need to be home by a certain time on Friday or Saturday to observe the requirements of your faith, the Company will review the duties of you to see if it is feasible to accommodate this request.  Where possible, such requests will be agreed and time may be taken as unpaid time off or made up at a different time which suits the Company.

If the work simply cannot be done at another time, then the Company will be unable to agree to the request as it would mean that the business operation would suffer.  The same type of consideration will be given to practising Christians who may not wish to work on Sunday or to refrain from working at Christmas or Easter. 

Consideration will also be given to the locations and the timings of meetings and functions.  The Company will treat employees’ beliefs and religion with sensitivity.  For example, locations for business meetings will be checked regarding alcohol if one of the people required to attend the meeting follows a doctrine which prevents him or her from attending meetings at such a place.  The timing of routine meetings will, as far as possible, not be arranged when employees who follow a particular religion would be unable to attend due to that religion. 

Some religions require their followers to pray at specific times during the day. The Company will allow time off for quiet prayer which can be taken at times convenient to the business and in a convenient place.  This time will be unpaid unless it can be made up at a time which is convenient to the Company.  

If you request time off for religious practices, such requests will be treated with sensitivity, and your duties and the impact on the business considered carefully.  

If you wish to make a request under this section of the policy, you should talk to your line manager who will discuss your requirements to see if these can be accommodated. 

Using Holidays 

Sensitive consideration will be given to requests to take holiday (or unpaid leave or flexitime) to observe religious holidays.  Wherever possible, the Company will agree to these requests.  However, if the Company has a legitimate business reason for refusing any request then this will be the outcome as the Company is permitted to make these decisions based on the need to operate the business effectively.  If requests are made with as much notice as possible being given it may be more likely that these can be accommodated and planned for in the business work schedule. 

[bookmark: _Hlk18320100]Religious and Cultural Dress

You may wear appropriate religious and cultural dress (for example, clerical collars, head scarves, skullcaps, turbans, burqa, hijab) unless it creates a health and safety risk to them or any other person, or otherwise breaches this policy.


For operational and health and safety reasons, employees of the Company may have to be flexible in some circumstances. However, the Company’s policy is to ensure that any such restrictions regarding clothing to be worn in an operational environment are genuine requirements on grounds of operational effectiveness or health and safety.

Where necessary management can give further information and guidance on cultural and religious dress in the workplace.

Procedure for Dealing with a Complaint of Unlawful Discrimination 

Complaints about, or reports of, discriminatory behaviour or harassment should be made through the Company Grievance Procedure.

Complaints should be raised as soon as possible so that the matter can be dealt with quickly.  The matter should be raised first with the complainant’s line manager.  If this would cause embarrassment or if the complainant feels it inappropriate, for example if the line manager is the subject of the complaint, then the matter should be raised with another, possibly more senior manager.

If you experience any discriminatory behaviour from a third party such as customers or clients, you should raise the matter immediately with your line manager or any other Manager present at the place of work.  The matter will be treated seriously, and the Manager will carry out a full investigation.

Accusation of Unlawful Discrimination 

Any accusations of unlawful discrimination will be investigated fully by the Company.  As part of the investigation, you will be given every opportunity to answer the allegation and provide an explanation of your actions.

Once the investigation is complete, if the Company finds that no unlawful discrimination occurred, no further action will be taken.  However, if the Company decides that your actions amount to unlawful discrimination, you may be subject to disciplinary action up to and including summary dismissal for gross misconduct.

If, after the investigation is complete, it is found that the claim is false or malicious, disciplinary action may be taken against the employee who raised the complaint.

Equal opportunities practice is constantly developing as social attitudes and legislation changes.  The Company will keep its policies under review and will implement changes where theses could improve equality of opportunity.
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This is a key area where anti-discriminatory practice can make a difference. It is important that the Company recruits the best person for each vacancy that arises.

All advertisements, job descriptions and the short listing and interview procedures should take cognisance of the Company’s Equality and Diversity Policy.  Please note that special consideration should be applied when drawing up the section relating to knowledge, skills and experience. The key points are to be objective, be clear about the role and avoid unfair assumptions (E.g. that women will have childcare issues). 

The Company will undertake a periodic review of the Equal Opportunities Monitoring forms and any feedback or complaints arising during the recruitment and selection process will help to amend any practices and make any necessary adjustments.
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The Company believe that all employees should be given the opportunity to undertake learning and development as part of the Company’s commitment to continuous professional development.

Specific ways to encourage diversity through training and development include:

· [bookmark: _Toc425519256]Providing appropriate training for all staff involved in the recruitment and selection process and to those who may provide feedback to candidates
· [bookmark: _Toc425519257]Offering Diversity training as part of the induction process and updating all staff on any changes to practices or legal framework affecting this policy
· Having regular refresher training on diversity so that it is maintained as a crucial part of how the Company operates
· [bookmark: _Toc425519258]Encouraging awareness of all sections within the Company through initiatives including secondments, mentoring, attending presentations, occasional hot-desking, and development days
· [bookmark: _Toc425519259]Allowing all employees, the opportunity to fulfil their potential through ongoing development in accordance with the Performance Management Policy.
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The Disability Discrimination Act was passed in 1995 and is included in the Equality Act 2010.  As well as dealing with issue that may occur in employment it also places an obligation on service providers to ensure that disabled people are able to use their services. This also means that reasonable adjustments have to be made to buildings so those physical barriers do not prevent disabled people from accessing services.

The installation and use of induction loops, text phones, appropriate use of colour contrast, low level reception desks, and having information available in large print, tape or Braille can help to meet these requirements. 

The Equality Act compels the Company to think how it offers its services in ways that allows disabled people to have access as well as considering what needs to be done to facilitate the employment of disabled people.

The Company is committed to make every effort that should any employee become disabled they will stay in employment. Should a candidate with a disability apply for any vacancy within the Company, they will be considered on their abilities not their disability.

Where any employee has a condition that is regarded as a disability, the Company will as flexible as possible discussing any reasonable adjustments with the employee so that the workplace is comfortable and accommodates their requirements.

This will also include any adjustments to the dress code followed by the Company.

If any employee would like to discuss any adjustments, they should talk to their line manager in the first instance.

Reasonable Adjustments due to Disability 

If you have a condition that is regarded as a disability, the Company will be as flexible as possible by discussing any reasonable adjustments with you so that the workplace is comfortable and accommodates your requirements.

This will also include any adjustments to the dress code followed by the Company.

If you would like to discuss any adjustments, you should talk to your line manager in the first instance.

Implementation, Monitoring and Review

While it is important to have a policy on Equality, Diversity and Inclusivity, it is equally important to have a robust monitoring system with checks and balances in place so that any issues can be highlighted.  This also allows management to identify where there may be areas of institutional discrimination happening which may not be as obvious as individual occurrences.  A result of any monitoring will be published along with any action plan devised to address the imbalances shown. 
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Expense Policy Overview

This document sets out the rules and guidelines of The University of Stirling Students Union expense policy. It covers the expenditure and reclaiming of expenses by officers / staff / volunteers/ sports union members while engaged on approved organisational business /activities.

The aim is to:

· Ensure all expenses claimed are at a reasonable cost and for approved purposes
· Reimburse officer /staff/ volunteers / sports union claims at the earliest opportunity
· Control costs of travel and entertainment activities
· Ensure tax and legal compliance
· Prevent fraud

The Policy helps students/staff / volunteers/ sports union members to understand what is acceptable and enables consistent claim and repayment processes to be put in place. This standardises claims, including necessity of expenditure, proof of purchase and authorisation. This also provides those that administer claims clear guidance and rules on how to deal with them.

Under general tax law, expense payments are classed as taxable remuneration. Taxpayers may claim deductions for expenses incurred in the performance of their duties. 

It is the responsibility of management to ensure that costs are controlled, and extravagance avoided. It is impossible to design the Policy to cover every possible circumstance. If interpretation is required, the matter must be referred to a member of the senior management team for clarification and if necessary, revision of this Policy.

Proof of Purchase (Receipts)

All expense claims must be submitted to Students’ Union Office using a completed Expense Claim Form, supported by original receipts or invoices. Credit card purchases must be accompanied by itemised receipts with VAT numbers and amounts. CLAIMS WILL ONLY BE PAID OUT IF THEY ARE RECEIVED WITHIN 60 DAYS OF THE DATE ON RECEIPTS

The organisation must have original receipts so that VAT can be reclaimed from HMRC. To comply with VAT reclaim rules every receipt or invoice must detail:

· The date of purchase
· Name and address of supplier
· Description of goods or services supplied
· The total charge, including VAT
· VAT registration number. In the absence of sufficient VAT reclaim information, unrecovered VAT amounts may be charged against departmental profits and losses.
· Please note sometimes small shops do not have a VAT number on the receipt. Such till receipts will still be accepted. 
· If the claim is under £50 it can be paid out to the claimant, in cash from Students’ Union Office. If the claim is over £50, a cheque will be issued or a BACS payment made if the bank account details are registered.  Cheques and BACS payments will be processed within 5 university days of receiving a completed claim. BACS remittance will be sent by email. 

No expense claim will be paid out without the appropriate authorised signatory on the completed Expense Claim Form. 

All expenses must wherever possible be authorised in advance of the expenditure to ensure adherence to Union and club budgets.

Overnight Accommodation

If overnight accommodation is required for Union business a travel /accommodation request form must be completed and submitted to Students’ Union Office at least 5 university days in advance of the stay. A suitable standard of accommodation capped at £120 will then be booked by Students’ Union Office. Students’ Union Office will then submit a purchase order to the Finance Office at time of booking. 


Incidental Overnight Stay Expenses

Students’ Union will reimburse, subject to receipts being provided, appropriately authorised miscellaneous expenses for incidental overnight expenses to the value of:

· £10.00 per night
 
Meal Allowances – Overnight Stays

If staying away overnight on organisational business and meals are not provided, Students’ Union will reimburse, subject to receipts being provided, appropriately authorised expenses for meals:

· Breakfast up to the value of £8
· Lunch up to the value of £10
· an evening meal up to the value of £15 

Meal Allowance – No Overnight Stays
If not staying away overnight on organisational business and meals are not provided, Students’ Union will reimburse, subject to receipts being provided, appropriately authorised expenses for meals:

Breakfast
Left home before 7.30am on Union business, up to the value of £8.00

Lunch
The day commenced prior to 7.30am, up to the value of £10.00

Evening meal
If the time working away from home has exceeded 10 hours, the cost of an evening meal up to the value of £15 will be met. 

Business and Staff Entertainment 

Due to the importance of networking, Students’ Union will reimburse, subject to receipts being provided, expenses for meals that have had prior approval from a member of the senior management team.  Claimants must state:

· The business purpose
· The name of the entertainment venue
· Full details of the expenses incurred

Where two or more officers/staff/volunteers are entertaining, only one expense claim should be made. It is advisable that the most senior officer/staff present should settle the bill and make the claim.

Travel 

The cheapest form of convenient travel should always be used. For long distance travel, economy class rail travel should be investigated in the first instance as rail travel is better from an environmental perspective than air travel which should be a  last resort. A rail card should be purchased by Students’ Union especially for sabbatical officers/ key volunteers where the saving made over the year will be justified.

· Officers/staff/volunteers should request travel tickets in advance and at least 5 working days prior to date of journey through Students’ Union Office using an online travel /accommodation request form.  For short journeys this may not be possible or practical and duly authorised post-travel claims will be paid out upon the submission of a claim form with valid receipts.

· Sports Union travel should be booked through a Google docs Sports Club Travel Request form.  Any request for a weekend hire must be submitted by 12 noon on the Monday before.

· Private transport should only be used if it is the cheapest option or due to time constraints or poor public transport links. The use of private own vehicle travel will be reimbursed at 40p per mile. The use of private own vehicle transport must be agreed in advance with a completed own vehicle driver declaration updated annually. 

· For the Sports Union, own vehicle travel is reimbursed at 23p per mile and will rise to 25p per mile with one or more passenger. The use of private transport must be agreed using an own vehicle trip declaration form in advance with a completed own vehicle driver declaration updated annually. 

· Own vehicle travel expense claims will only be paid if the claim is received within 60 days of the date of travel

· To encourage a more sustainable travel option, if a bicycle is used for business travel 20p per mile will be reimbursed. Bicycle use must be agreed in advance.  





Training Courses

Accommodation and transport expenses that result from the need to attend training courses are treated as approved business expenses and are governed by the scope of this Policy. 

Membership of Professional Bodies

The organisation will pay subscriptions to approved professional bodies where an employee is requested to take up membership by the organisation, in the interests of the organisation. In some cases, subscriptions may be classed as taxable and the staff member may incur a tax liability.

Equipment Purchases

Equipment purchases, including IT equipment for use at work or home are not allowable expenses and recovery of the purchase costs by employees is not governed by this Policy.   
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Introduction

This policy aims to encourage staff to consider flexible working arrangements. The Students’ Union recognises that a better work-life balance can improve employee motivation, performance and productivity, and reduce stress. 

The Union recognises the benefits both to the business and to individuals of being able to organise their working patterns to accommodate their childcare, other caring responsibilities and/or to achieve a better balance between work and personal life.
The Union is committed to agreeing any flexible working arrangements, provided that the needs and objectives of both the organisation and the employee can be met.
However, flexible working of any kind is not an automatic entitlement and it should be emphasised that it is not suitable for some roles or for others at certain times. 

The Union will therefore treat each request for flexible working on an individual basis, and the fact that one employee has requested, or been granted, permission to work flexibly does not confer any obligation to make or grant requests from other employees.  Arrangements need to be seen as flexible and responsive to the organisation's needs at any particular time.  Custom and practice will not be acknowledged as relevant in discussing any request. 
This policy aims to set out a clear procedure to enable employees who wish to make a flexible working request to do so and to enable managers to handle such requests in a fair and consistent manner
It is the organisation's policy to encourage open discussion with employees. An employee that thinks they may benefit from flexible working is encouraged to contact their Line Manager and Union Secretary to arrange an informal discussion to talk about the options.
What is flexible working?

Flexible working is any type of working arrangement that gives some degree of flexibility on how long, where and when an employee works. 
The following flexible working options are considered to be the typical arrangements that employees will request but the organisation recognises that there may be alternatives or a combination of options which are suitable to both the organisation and the employee:
· Annualised hours
· Compressed hours
· Flexitime
· Home-working
· Job-sharing
· Part-time working
· Term-time working

Types of flexible working

· Annualised hours where an employee's contractual working hours are calculated as the total number of hours to be worked over the year, allowing flexible working patterns to be worked throughout the year.

Usually the hours will be divided into rostered hours, which are set, and unallocated hours, when an employee can be called into work as demand dictates (and to cover unplanned work and employee absence). Payment will be in 12 equal instalments (although arrangements may be permitted where the pay for the work actually done is in the period to which the payment relates).
· Compressed hours is where an employee works their usual full time hours in fewer days by working longer blocks meaning that there is no reduction in their pay. For example, a 5-day week is compressed into four days, or a 10-day fortnight into 9 days. Holidays will be calculated in hours, rather than days.
· Flexitime allows an employee to self-manage their time (when to begin and end work) in accordance with the needs of the business and within certain parameters.  Most office based employees are normally required to work during a core time (office hours Monday to Friday 9am-5pm).  If additional hours are required to be worked, out with the core hours, the employee is expected to be flexible and rearrange their working hours within the week to accommodate for this (ensuring they populate their calendar).  If this is not possible due to heavy work commitments then the employee must contact the Union Secretary.  Following contact with the Union Secretary, an employee can carry over an excess of up to 3.5 hours from one week into the following week.  This arrangement is designed to ensure that an employee is not working excessive hours.  A regular need to work over contracted hours will require a consultation between the Line Manager and the employee on how to achieve better time management.
· Home-working is when an employee regularly carries out all, or part of, their duties from home rather than the employer’s premises. The organisation can consider home-working being an occasional agreed day, a mix of home and office based work each week or a full time arrangement.  Due to the student facing nature of our organisation, very few roles would be considered suitable for a full time home-working arrangement.
· Job-sharing is an arrangement where a full-time post is divided into two part-time roles. The two job holders then share the overall duties and responsibilities. Their skills and the hours each employee wishes to work must be compatible, and meet the needs of the organisation. Pay and benefits are shared in proportion to the hours each works. Job sharing can be considered where the creation of a single part-time post is difficult, or where two individuals wish to work part-time. The suitability of posts for job-sharing will be stated in any internal or external advertisements.
· Part-time working covers any arrangement where an employee is contracted to work anything less than typical full time hours for the type of work in question. For example, an employee who only works Monday to Wednesday. The organisation believes that all posts will be available on a part-time basis, except where a critical examination by line management proves this to be impracticable. The suitability of posts for part-time working will be stated in any internal or external advertisements.
· Semester only working is where an employee reduces their hours or takes time off out with semesters. Any weeks above their annual leave entitlement will be unpaid. Salary can be paid in 12 equal monthly instalments (although arrangements may be permitted where an employee is only paid for the time worked and receive no pay during the holidays apart from their entitlement to annual leave).
The needs of the organisation

The organisation is committed to providing a range of appropriate working patterns. However employees and management need to be realistic and to recognise that not all flexible working options will be appropriate for all roles.

Where a flexible working arrangement is proposed the organisation will need to take into account a number of criteria including (but not limited to) the following:

· the costs associated with the proposed arrangement
· the effect of the proposed arrangement on other staff
· the need for, and effect on, supervision
· the existing structure of the department
· the availability of staff resources
· details of the tasks specific to the role
· the workload of the role
· whether it is a request for a reasonable adjustment related to a disability
· health and safety issues


Eligibility

All employees have a statutory right to request flexible working. 

Submitting a flexible working request

An eligible employee is entitled to submit two flexible working requests in a 12 month period (an employee is entitled to additional requests if they relate to a statutory entitlement, for example the Equality Act 2010 right to request reasonable adjustments).
All requests must be made by filling in an application form that is available from the Union Secretary. Any request made must include:

· the date of the application
· the changes that the employee is seeking to their terms and conditions
· the date from when the employee would like the proposed change to come into effect
· what effect the employee thinks the requested change would have on the organisation
· how, in their view, any such effect could be dealt with
· whether this is a statutory or non-statutory request
· whether a previous application for flexible working has been made
· the dates of any previous applications
If the employee is making the request in relation to the Equality Act, e.g. as a reasonable adjustment relating to a disability, this should be made clear in the application.

If an application does not contain all of the required information, the Union Secretary will explain to the employee what additional or amended information they need to provide and ask the employee to resubmit the request.

Meetings regarding flexible working

Upon receiving a written request for flexible working the Union Secretary and Line Manager will usually seek to arrange a meeting with the employee to: 

· discuss the request
· find out more about the proposed working arrangements
· how it could be of benefit to both the organisation and employee
If a meeting is arranged it will be held within 28 days of the organisation receiving the request. This time limit may be extended with the agreement of both the employee and Union Secretary/Line Manager.

The employee will be given advance notice of the time, date and place of the meeting. If the initial date is problematic then one further date will be proposed. If a face to face meeting is difficult to arrange then, if agreed by the employee and Union Secretary/Line Manager, the meeting may be held over the telephone. 

At the meeting the employee may, if they wish, be accompanied by a workplace colleague or a trade union representative.

If the employee fails to attend a meeting and then fails to attend a rearranged meeting without good reason, their application will be deemed to have been withdrawn. 
Where a request can, without further discussion, be approved as stated in the employee's written application a meeting to discuss the request may not be necessary. 

The employee will be informed of the organisation’s agreement to the request by a confirmation letter as outlined in the section ‘Responding to a flexible working request’ within 28 days of the organisation receiving the request. This time limit may be extended with the agreement of both the employee and Union Secretary/Line Manager.  

Responding to a flexible working request

The Union Secretary and Line Manager will consider the proposed flexible working arrangements, looking at the potential benefits and adverse effects to the organisation and to the employee in implementing the proposed changes. 

Each request will be considered on a case-by-case basis. Agreeing to one request will not set a precedent or create the right for another employee to be granted a similar change to their working pattern.

The employee will be informed in writing of the organisation’s decision as soon as is reasonably practicable, but no later than 14 days after the meeting. 

The request may be granted in full, in part or refused. The organisation may propose a modified version of the request, the request may be granted on a temporary basis, or the employee may be asked to try the flexible working arrangement for a trial period.

 If the request is agreed then the employee will be sent a confirmation letter which will include details of the new arrangements. The employee should contact the Union Secretary and Line Manager within 14 days if they wish to discuss the new arrangements further, or have any concerns.





Right to appeal decision

Although the employee has no statutory right to appeal the decision if their request is refused or is only agreed in part, in the interest of good practice, the Students Union offers the opportunity to lodge an appeal.

The employee may lodge an appeal within 14 days of being notified of a decision on their application. This should be done in writing and clearly state the grounds on which they are appealing. The appeal will be heard within 14 days. The employee will then be informed of the outcome to their appeal within 14 days of the appeal meeting. These time limits may be extended with the agreement of both the employee and the Union Secretary/Line Manager. 
Trialling new working arrangements

Where there is some uncertainty about whether the flexible working arrangement is practicable for the organisation and/or the employee, a trial period may be agreed. If a trial period is arranged the organisation will allow sufficient time for an employee and their manager to implement and become used to the new working practices before taking any decisions on the viability of a new arrangement.

Homeworking – Employer Considerations

Homeworking arrangements are covered by the Health and Safety at Work etc. Act 1974. This means that the Union has a duty to manage homeworkers’ health, safety and welfare in exactly the same way as staff based in the office. This is because employees are still “at work” and all current health and safety legislation applies. To help achieve this, the Union will issue homeworking questionnaires to all staff wishing to work from home on a regular basis. 

This is to identify whether there are any health and safety deficiencies with the proposed arrangement. If there are, all reasonable steps will be taken to see if they can be overcome. If not, the Union retains the right to refuse any request on the grounds of health and safety, amongst other reasons. This questionnaire considers a number of health and safety factors including the following:

•	fire safety
•	ergonomic considerations
•	adequate space
•	safety considerations
•	insurance
•	secure storage facilities.

Employees’ Considerations

Where a role has been designated as suitable for homeworking and permission has been granted for an employee to work at home, the Union will require them to confirm that they do not have any dependent care responsibilities during their scheduled working hours. The employee will be responsible for complying with the following requirements:

•	Location: Employees must identify a suitable location at home. This needs to be adequate to enable the employee to work productively and safely.
•	Equipment: Employees are expected to take reasonable care of any equipment provided by the Union.
•	Health and Safety Requirements: Employees must maintain the working environment to required health and safety standards, including fire safety.
•	Insurance: Where applicable, employees must inform their home and home contents insurer that extra computer equipment has been provided and that they are using their home for business purposes.
•	Disruption: Employees are required to inform family and friends regarding their homeworking arrangements in order to ensure minimal disruption.
•	Security: Homeworking employees are required to ensure confidentiality and to only use equipment supplied by the Union, except telephones.

Homeworking – during emergency situation

The Students’ Union appreciates that if there is a health emergency (i.e. pandemic) then staff may not have everything in place that would normally be expected for home working (adequate working conditions, insurance, etc.).  However, the organisation will do its best to ensure that staff feel able to carry out their duties and would put support in place, as we have done during Covid-19 (i.e. virtual meetings, etc.).

Communications

There must be arrangements in place for communication between the relevant Union staff and the home worker. Regular reviews are important to ensure that the home worker is kept in touch with the office, receives the same training as others and is included in correspondence and consultation.

Varying an employee’s contract

Where flexible working practices are agreed as a permanent change, a variation will need to be made to the employee’s contract of employment. A new contract of employment will be sent to the employee within 28 days of the change to the employee’s working pattern being agreed.

If the employee has any questions or concerns about the new contract of employment they should contact the Union Secretary and Line Manager to discuss the matter further.
Where a trial period has been arranged the organisation will provide the employee with a document that details their new working pattern and makes clear that it is only a temporary variation to the terms of the employee's contract. 

The employee will be informed in writing of the start and end dates of the trial period (although the organisation may reduce or lengthen the trial period where necessary with the agreement of the employee). The organisation will reserve the right, at the end of the agreed trial period, to require the employee to revert to their previous working arrangement.


Employees should note that a reduction in hours will lead to a pro rata reduction in pay and benefits.  A change in work pattern of the same hours will not normally alter other terms and conditions unless a shift premium applies. 

Complaints and further information

The organisation is strongly opposed to any form of victimisation of individuals who work, or request to work under flexible working arrangements.

If an employee feels that they have been treated unfairly or are dissatisfied with any stage of the flexible working process, they should raise their concerns informally with the Union Secretary/Line Manager. 

If informal discussions do not resolve the matter to an employee's satisfaction, they should raise a grievance under the organisation's grievance procedure.
For further information an employee should refer to the documents listed below and/or contact the Union Secretary.

Law relating to this document:

Employment Rights Act 1996
Equality Act 2010
Flexible Working Regulations 2014
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The University of Stirling Students Union fosters a culture in which you can raise any workplace problems, complaints or concerns in a supportive framework, and we will ensure that all genuine grievances are dealt with quickly and fairly.
Most grievances can be resolved informally. However, if an informal approach does not resolve matters, or is not appropriate, you may choose to raise a formal grievance.
This policy outlines the grievance process, the roles of those involved and support that is available to you.
This policy does not form part of your contract of employment, and we reserve the right to amend or withdraw it at any time.
Scope
This policy applies to employees and workers. It does not apply to contractors, consultants or any self-employed individuals working for the Organisation.
If an employee experiences any problems in the workplace, this should be taken up with the immediate Line Manager in an attempt to resolve the matter informally.
It is the role of the Line Manager to seek to find a solution that addresses the concerns of both parties.
If you have a grievance that relates to ongoing disciplinary proceedings against you, you should raise this in the course of the disciplinary procedure (for example during the disciplinary hearing or appeal stage).
If you raise a grievance during disciplinary proceedings that is unrelated to those proceedings, the disciplinary proceedings and grievance procedure will normally run independently in parallel.
The Union may, at any time during the grievance procedures, contract with an external consultant or other appropriate independent third party to carry out any part or all of the procedures.  This is usually considered where the issues are particularly complex or sensitive or if there is no-one internally available to carry out the process. In exceptional circumstances, we may request a member of our board to carry out all or part of this procedure.
Mediation
Depending on the nature of your grievance, we may suggest mediation as a means of trying to resolve it. This involves the appointment of a third-party mediator, who will discuss your grievance with all of those involved and seek to facilitate a resolution. We will use mediation only where you, and the other parties involved in your grievance, agree to do so.]
Fairness and respect
We recognise that a grievance procedure can be stressful and upsetting. Everyone involved in the process is entitled to be treated calmly and with respect.
We will not tolerate abusive or insulting behaviour from anyone taking part in a grievance procedure and will treat any such behaviour as misconduct under our disciplinary procedure.
Remote proceedings
Where it is not possible to hold a face-to-face meeting under this procedure, we will conduct the process remotely. We will ensure that you and your representative have access to the necessary technology for participating. Your rights will not be affected, and we will ensure that the procedure remains fair and reasonable.
Adjustments to proceedings
If any aspect of the grievance procedure causes you difficulty as a result of a disability, or if you need assistance because English is not your first language, you should raise this with your manager in the first instances, who will make appropriate arrangements for you.
Recording of meetings
A written record of all meetings conducted under this procedure will be made, either by the person holding the meeting or by an additional person arranged by us to take notes.
You, or any person acting on your behalf, are not normally permitted to record electronically any meeting that we hold under the grievance procedure. This is to encourage openness and full participation. Any breach of this provision may lead to disciplinary action, which could include dismissal.
In certain limited circumstances, we may permit a meeting to be recorded electronically, for example where it is a reasonable adjustment for an employee with a disability. Where we permit a meeting to be recorded electronically, we will take responsibility for making the recording.
Where we intend to record meetings held remotely, we will comply with our data protection obligations and obtain prior consent from all attendees.
Raising an informal grievance
In the first instance, you should raise any grievance that you may have informally with your line manager. If your grievance is about your line manager, you should raise this with an alternative manager. 
The relevant manager will meet with you to give you the opportunity to explain your grievance and seek to identify whether the issue can be resolved informally. Many concerns can be resolved informally. 
However, while we encourage the informal resolution of complaints, we recognise that this is not always possible or appropriate, for example if your grievance relates to a serious issue such as discrimination. Therefore, if the informal process does not resolve matters or is not appropriate, you should raise a formal grievance under this procedure.
Raising a formal grievance
Where your grievance has not been resolved informally, or if your grievance is serious in nature, you should raise the matter formally in writing.
It is important that you set out clearly the nature of your grievance and indicate the outcome that you are seeking. If your grievance is unclear, we may ask you to clarify your complaint before we hold a grievance meeting.
Your complaint should be headed "Formal grievance" and sent to your line manager If your complaint relates to your line manager, you should send your written grievance to a more senior manager instead. 
Stage 1 - Investigation
You must inform the Manager of your grievance(s) in writing.  Before proceeding to a grievance meeting, we may have to carry out an investigation.
You should be aware that once you have raised a formal grievance, the Union may wish to investigate this even if you decide that you do not wish to pursue it.
Your grievance will be kept confidential as far as possible. On certain occasions, to obtain evidence in support of your grievance, we may have to disclose certain information to potential witnesses. If you have concerns about confidentiality, you must inform the investigating manager immediately. 
The investigation will usually be conducted by the same manager who will hear your grievance. The relevant manager will write to you confirming that they are conducting the investigation and the timescale for completion. They will usually meet with you to clarify your complaint before commencing any required investigation(s).
The level of investigation and time this will take will vary depending on the nature of your grievance and number of witnesses that may require to be interviewed.
You will be given a copy of any evidence collated during the investigation in advance of the grievance meeting. However, in some cases, the evidence given by individuals may have to remain confidential. Where confidentiality is necessary, we will provide you with an appropriate summary of the evidence in a redacted format where it is necessary to protect confidentiality, notwithstanding any disclosure required by law
Stage 2 - Hearing your grievance
The grievance meeting
The grievance meeting will normally be held within five working days of the investigation being completed. However, if this is not possible, you will be informed of the reason for any delay. This will be an opportunity for you to put your complaints across to the manager hearing the meeting.
You will be entitled to be accompanied by a fellow employee or a trade union official.
The grievance meeting will be conducted by your line manager, unless your grievance relates to your line manager in which case it will be conducted by an alternative manager. Where it is considered appropriate, we may engage an independent external third party. 
The purpose of the meeting is for you to explain the nature of your complaint in more detail and what action you feel should be taken to resolve the matter as well as to discuss and explore information and evidence gathered during the investigation. If more information comes to light, it may be necessary to adjourn the grievance meeting to conduct a further investigation and reconvene the meeting when this has been done.
If you are unable to attend the grievance meeting because of circumstances beyond your control, you should inform the manager conducting the meeting as soon as possible. If you fail to attend without explanation, or if it appears that you have not made sufficient attempts to attend, the grievance meeting may take place in your absence, based on your written grievance statement and any other documentation available.
The outcome
Following the grievance meeting, the relevant manager will inform you in writing, usually within five working days after the meeting, of the outcome and any action that will be taken as a result of your complaint.
Stage 3 - Appeal
Appealing against the outcome
If you are not satisfied with the outcome of your grievance, you may submit a formal appeal.
You should appeal in writing to a more senior manager not involved in proceedings within five working days of receipt of the grievance outcome letter. Out of time appeals will not normally be accepted saved in exceptional circumstances. 
Your letter should clearly state the grounds of your appeal, i.e., the basis on which you consider that your grievance has not been satisfactorily resolved. This could be for example procedural defects, or the identification of new evidence or information not previously available. Vexatious appeals without substance may not be considered. 
Appeal meeting
We will then arrange an appeal meeting within 10 working days to consider the matter. However, if this is not possible, you will be informed of the reason for any delay.
You are entitled to be accompanied by a fellow employee or a trade union official.
The appeal meeting will be conducted by an appropriate manager or independent external third party who will consider the grounds that you have put forward and review the conclusion reached in the original grievance meeting. 
If you are unable to attend the appeal meeting because of circumstances beyond your control, you should inform the manager conducting the meeting as soon as possible. If you fail to attend without explanation, or if it appears that you have not made sufficient attempts to attend, the meeting may take place in your absence, based on your written grievance statement and any other supporting documentation available.
Outcome of appeal
Following the appeal meeting, the relevant manager will inform you in writing, usually within 10 working days, of the outcome. The outcome of the appeal is final.

[bookmark: Maternity]
[bookmark: Health][bookmark: _Toc150349625][bookmark: _Toc174623768]Health and Safety Policy

The Board of Trustee of Students’ Union recognises its duties under health and safety legislation to ensure, as far as reasonably practicable, the health, safety and welfare of its employees and other persons such as customers and contractors who may be affected by its activities.  These duties are delegated to the Chief Executive who will act in accordance with requirements of this policy and subject to the University of Stirling’s Health and Safety Policy.

Employees have a legal duty to take reasonable care for the health and safety of themselves and others including colleagues, customers and visitor.

Students’ Union and its employees must cooperate with each other to establish and maintain safe and healthy working conditions.

Employees are required to have an understanding of Students’ Union’s health and safety procedures, observe them and ensure that appropriate safety equipment and clothing are always used.

Employees are provided with Students’ Union’s Health and Safety at Work Staff Workbook which employees are required sign to confirm they have read and understood the policies and procedures.  A copy of this signed page is kept in the employee’s personal file. 

During their probationary period, employees must complete the compulsory on-line Health and Safety training, details of which will be provided at Induction by the employee’s Line Manager. 

Policy Statement 

The University of Stirling Students’ Union is committed to providing a safe and healthy place of work where employees are confident that their health, safety and welfare at work is considered to be of the utmost importance at all times. Students’ Union is also committed to providing a safe and healthy environment for others who may be affected by its activities such as students, contractors and visitors. In satisfying this commitment Students’ Union will: 

· Ensure that managers and other staff are fully aware of their responsibilities for safety and show strong and active leadership on safety management, in particular to establish safety objectives, ensure good risk control and to monitor performance. 
· Establish effective communication systems and arrangements for safety, integrating good health and safety management with the strategic planning processes and business decisions. 
· Ensure, through a robust system of performance monitoring and audit, that Students’ Union is complying with current health and safety law and where practicable aim to achieve higher standards and continual improvement in safety performance. 
· Provide appropriate training, information, instruction and supervision to secure the competence of all staff and students. 
· Adopt a collaborative approach between the Trade Unions, staff safety representatives and University management on health and safety issues. 
· Allocate adequate resources to health and safety at all levels. 
· Ensure that it has access to competent specialist advice for health and safety. 

Students’ Union also expects every individual member of staff to show high standards with regard to health and safety. All staff should be aware that they have statutory duties to take reasonable care for their own safety and the safety of others who may be affected by their actions, and that they must cooperate with Students’ Union’s arrangements for health and safety.

Accident Reporting

Any accidents or near misses occurring whilst at work should be reported by employees at the earliest opportunity to their Line Manager and, where appropriate the Accident Form is completed.  This is available from Union Reception or the Duty Managers. 

Fire Procedures

Employees must be fully aware of the fire procedures relating to their work area, including what to do and the location of their assembly point.  This is available from Union Reception or the Duty Managers and detailed in the Health and Safety at Work Staff Handbook. 

Health and Safety Month 

October is Students’ Union’s Health and Safety month when additional focus and emphasis is placed on health and safety responsibilities. 
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[bookmark: _Toc69904699][bookmark: _Toc150349626][bookmark: _Toc174623769][bookmark: _Hlk69826512][bookmark: _Hlk69899248]Home Working Policy

[bookmark: a528846]The Company supports home working in appropriate circumstances either occasionally (to respond to specific circumstances or to complete particular tasks) and in some cases on a regular (full or part-time basis).  In addition, occasional or permanent homeworking can, in certain circumstances, be a means of accommodating a disability and can be requested as a means of flexible working under the Flexible Working Policy.

[bookmark: a360273]This policy sets out how the Company will deal with requests for homeworking, and conditions on which homeworking will be allowed or in some circumstances required.  If you are allowed or required to work from home you must comply with this policy.

[bookmark: a475866]This policy does not form part of any employee's contract of employment and we may amend it at any time.

[bookmark: a174646]Temporary or Occasional Homeworking arrangements

[bookmark: a934791]There are a number of circumstances in which the ability to work from home on an occasional or temporary basis may be of benefit to you and the Company such as:

· [bookmark: a77191]when a child or elderly relative becomes unwell or arrangements for their care break down at short notice. 
· [bookmark: a276091]when, despite being fit to work, travelling to the office is difficult (for example, due to recovery from an injury such as a broken leg). 
· [bookmark: a944969]when public transport has been disrupted (for example by the weather or by a strike, that affects your travel arrangements).
· [bookmark: a938333]when a quiet, uninterrupted work environment will assist in dealing with a backlog of administrative tasks or in writing reports to a deadline,
· [bookmark: a692662]during any period when you are unable to work from the office such as during severe weather or global pandemic etc. 

In the above circumstances working at home can be authorised by your line manager where, in their opinion:

· [bookmark: a429675]you have work that can be undertaken at home;
· you have the required equipment to work from home; and
· [bookmark: a953059]working at home is cost-effective and any increase in work that may be passed to your colleagues as a result is kept to a minimum.
[bookmark: a382904]
Your line manager will, where necessary, liaise with senior management/HR to confirm arrangements.

In the event that you are suffering from a mild illness but are well enough to work we may also require you to work from home during your illness e.g. if you are suffering from mild symptoms associated with a contagious disease.  This is in order to protect the health and safety of your colleagues and to prevent the spread of infections within the workplace.

In addition, if circumstances affect our ability to allow you to come into the workplace because of, for example, Government restrictions and/or H&S requirements, we may require you to work from home.

[bookmark: a899653]Permanent Homeworking arrangements

[bookmark: a543124]After successful completion of your probationary period, you can make an application for homeworking which will be considered on its merits.  However, not all roles and not all jobs are suitable for homeworking.

You may want to vary your working arrangements so that you may work from home permanently or for a fixed period, or you may wish to work from home for all or part of your working week.  Any request to work from home must meet the needs of our business as well as your needs.

[bookmark: a878290]A request for homeworking is unlikely to be approved, if:

· [bookmark: a607212]you need to be present in the office to perform your job (for example, because it involves a high degree of personal interaction with colleagues or third parties or involves equipment that is only available in the office).
· [bookmark: a686026]your most recent appraisal identifies any aspect of your performance as unsatisfactory. 
· [bookmark: a184004]your line manager has advised you that your current standard of work or work production is unsatisfactory. 
· [bookmark: a955650]you have an unexpired warning, whether relating to conduct or performance.
· [bookmark: a906289]you need supervision to deliver an acceptable quality and/or quantity of work.
· [bookmark: a788794]If you wish to apply to work from home you will need to be able to show that you can:
[bookmark: a141279]
a. work independently, motivate yourself and use your own initiative 
b. [bookmark: a83827]manage your workload effectively and complete work to set deadlines 
c. [bookmark: a521761]identify and resolve any new pressures created by working at home and
d. [bookmark: a942378]adapt to new working practices including maintaining contact with your line manager and colleagues at work.

[bookmark: a414948]To be considered for homeworking you must submit a written application to your line Manager.  Your application must state:

· [bookmark: a528398]why you consider your job to be suitable for homeworking and how you meet the criteria for homeworking set out above.
· [bookmark: a453628]you should state the date from which you wish the arrangements to start and, if you wish to work from home for a fixed period, the date on which you want the arrangements to finish.  You should try to give as much notice as possible and, in any event, make your application at least eight weeks before your proposed start date so that your request can be considered. 
· [bookmark: a677936]whether you wish to work from home for all or part of your working week and, if only part, which days you propose to work from home. 
· [bookmark: a739433]how you would organise your work from home including how you would ensure the security of documents and information, where appropriate. 
· [bookmark: a1023783]the extent to which you could be available to come into the workplace on days you are proposing to work from home if needed, for example to cover if colleagues are off sick, to cope with high or unexpected levels of work or to attend meetings or training days.
· [bookmark: a436311]if different from your current hours of work, the hours of work that you propose apply when you are working at home.
· [bookmark: a464310]how you envisage maintaining contact with your line manager, and how your work will be set and progress monitored.

[bookmark: a645892]It may assist your application for homeworking if you first discuss your proposal with your line manager informally.  This may identify potential problems with your application, such as a need to be in the workplace on occasions you had not considered, which your application can then address.

[bookmark: _Hlk66107838][bookmark: a835565][bookmark: _Hlk66107719][bookmark: a735388]In considering your application your line manager may invite you to a meeting to discuss your proposals in line with the Flexible Working Policy.  If your request is refused the Company will give you written reasons explaining why and you will then have the opportunity to appeal the decision under the Flexible Working Policy.  The Company may also ask for you to agree to a home visit by the Health and Safety Officer in order to carry out a H&S Risk Assessment, install or service equipment, or to reclaim equipment on termination of your homeworking arrangement. 

[bookmark: a963741]If your application is accepted the agreed arrangements will be recorded in writing and may be subject to a trial period. 

[bookmark: a350860]Conditions and Rules relating to Homeworking

Any terms on which it is agreed that you may work from home either on a temporary or permanent basis will include the following:

· [bookmark: a720661][bookmark: a611257]We reserve the right to terminate the homeworking arrangements, for example if your role changes such that homeworking is no longer suitable, subject to giving you reasonable notice. 
· You will be subject to the same performance measures, processes and objectives that would apply if you worked on the Company premises.
· [bookmark: a408312]If you receive an unsatisfactory grade in an appraisal or are subject to a written warning for any reason your homeworking arrangements may be terminated immediately and you will be expected to return to work on the Company premises.
· [bookmark: a1017147]Your line manager will remain responsible for supervising you, they will regularly review your homeworking arrangements and take steps to address any perceived problems.  They will also ensure that you are kept up to date with circulars and information relevant to your work.
· [bookmark: a599948][bookmark: a133981]You agree to attend the office or other reasonable location for meetings, training courses or other events which you are expected to attend.  You understand that when you do attend the office, you may have to hot desk or share a desk with someone else.
· [bookmark: a190640]Working at or from home may affect your home and contents insurance policy, mortgage, lease or rental agreement.  You must make any necessary arrangements with your personal insurers, bank, mortgage provider or landlord before commencing homeworking.

Request to return to work in the office

If you want to terminate your homeworking arrangement, you must notify your manager in the first instance.  The Company will only be able to accommodate your request if there is sufficient office space and a suitable desk for you.

Equipment

[bookmark: a169278]The Company will provide any equipment that it considers you reasonably require to have to work from home which will remain the property of the Company.  The Company will make all necessary arrangements for and bear the cost of installing and removing equipment from your home.  Where equipment is provided you must:

· [bookmark: a265410]use it only for the purposes for which it has been provided; 
· [bookmark: a977013]take reasonable care of the equipment and use it only in accordance with any operating instructions and our policies and procedures; and
· [bookmark: a842201]make it available for collection by the Company or on its behalf when requested to do so.

[bookmark: a1000704]The Company are not responsible for the associated costs of you working from home including the costs of heating, lighting, electricity or phone calls.

[bookmark: a129750]Data Security and Confidentiality

[bookmark: a909486]All equipment and information must be held securely.  You should take all necessary steps to ensure that private and confidential material is kept secure at all times.  Your line manager must be satisfied that all reasonable precautions are being taken to maintain confidentiality of materials and personal data in accordance with the Data Protection Policy at all times.

[bookmark: a970673]You may only use equipment which has been provided by or authorised by the Company.  You agree to comply with the instructions given relating to software security and to implement all updates to equipment as soon as you are requested to do so.

[bookmark: a304696]You must read and understand our policies relating to Computers, Internet and E-Mail and that you will regularly keep yourself informed of the most current version of the related policies.

[bookmark: a443150]If you discover or suspect that there has been an incident involving the security of information relating to the Company, clients, customers or anyone working with or for the Company, you must report it immediately to your Manager.

[bookmark: a235695]Health and Safety

[bookmark: a545453]When working at home you have the same health and safety duties as other employees working on the Company premises.  You must take reasonable care of your own health and safety and that of anyone else who might be affected by your actions and omissions.  You must attend and/or complete the relevant health and safety training/courses and undertake to use all equipment safely.

[bookmark: a616177]The Company retains the right to check home working areas for health and safety purposes.  The need for such inspections will depend on the circumstances including the nature of the work undertaken.

[bookmark: a669584]You must not have meetings in your home with clients or customers and you must not give clients your home address or personal phone number.

[bookmark: a509364]You must ensure that your working patterns and levels of work both over time and during shorter periods are not detrimental to your health and wellbeing. 

[bookmark: a990023]You must use your knowledge, experience and training to identify and report any health and safety concerns to your line manager immediately.
[bookmark: _Maternity_Leave_and]

[bookmark: _Toc174623770]Lone Working Policy

Introduction
Our organisation will avoid the need for staff to work alone where reasonably practicable. Where lone working is necessary, we will take all reasonable steps to ensure the health and safety of workers working alone.
This policy applies to anyone working for us. This includes employees, workers, contractors, volunteers, interns and apprentices.
Solitary working exposes employees and others to certain hazards. The Association’s objective is either to entirely remove the risks from these hazards or, where complete elimination is not possible, to reduce them to a minimal level.
The policy does not form part of your contract of employment and we reserve the right to amend or withdraw it at any time.
Arrangements for securing the health and safety of workers
Assessments of the risks of working alone carried out under the Management of Health and Safety at Work Regulations 1999 will confirm whether the work can actually be done safely by one unaccompanied person. This will include the identification of hazards from, for example, means of access and/or egress, plant, machinery, goods, substances and environment, etc. particular consideration will be given to:
· the remoteness or isolation of workplaces
· any problems of communication
· the possibility of interference, such as violence or criminal activity from other persons
· the nature of injury or damage to health and anticipated "worst case" scenario.

Information and training
Employees and others will be given all necessary information, instruction, training and supervision to enable them to recognise the hazards and appreciate the risks involved with working alone. 
Employees will be required to follow the safe working procedures as devised. Information will include the provision of first aid, communication procedures and awareness of emergency procedures. All employees are required to cooperate with these efforts to ensure safe working and to report any concerns to management.
Lone working assessor's actions
The person conducting the lone working assessment will:
· give consideration to the greater risks to expectant mothers and young persons;
· involve the worker who is working alone in the assessment process and the development of safe working methods;
· advise the worker undertaking the lone working of the findings of the assessment;
· maintain a file of all lone working assessments; and
· ensure that individuals' personal data, including information about their health, collected during lone working assessments is handled in accordance with our data protection policy / policy on processing special categories of personal data.
Workers' responsibilities
Workers who are working alone will:
· follow the safe working arrangements developed by our organisation for lone working.
· take reasonable steps to ensure their own safety; and inform their line manager/assessor of any incidents or safety concerns.
· inform the organisation of any changes to their contact details.  
· unnecessary out of hours working should be avoided where possible.
· managers should be notified if employees are intending to work alone or outside normal hours, and should have the employee’s contact details.
· employees should familiarise themselves with the location, fire safety procedures and escape routes in the event of an emergency, as well as any alarm system operational at their location.
· where possible, employees should ensure that they have keys to all entrances and exits and keep them locked at all times.
· unexpected visitors should not be allowed in unless they carry sufficient identification. 
· any illness or accident, however minor, should be reported.
· if an employee feels unwell whilst lone working, help should be sought immediately and, if necessary, they should make a 999 call.
· employees should ensure that they inform anyone at their home of their movements, so that failure to return home at the expected time will result in action being taken to contact them. 
[bookmark: _Toc488662687]Control measures 
The extent of any supervision will depend upon the tasks involved and the ability of the lone worker to identify and handle health and safety issues. The level of supervision will be based on the findings of the assessment.
Periodic checks of employees working alone will be made according to the degree of risk.
Automatic warning systems or devices should alert the manager if the required level of contact is not maintained by the lone worker. An agreed plan of action will be put in place should an employee fail to report in as required.
Employees working outside normal working hours must carry a fully charged mobile phone at all times.
Regular contact via telephone/radio/email as appropriate to the type of work should be maintained.
A full detailed record of travel/working hours/appointments will be kept by the employee and their diary set up online so that these are available to the team at all times.
A shared log of individuals or circumstances that pose a known threat to lone workers with appropriate planned responses will be put in place and made available to all such workers.
Alarm devices will be available to be used in emergencies. In the event of an emergency, the main point of contact will normally be <specify whom, eg “the immediate manager”>.
All lone workers must comply fully with this policy and with any additional instructions received. Failure to do so may constitute a disciplinary offence. 
[bookmark: _Toc488662688]Incident reporting
We will put the steps indicated above in place to ensure the safety of our employees that work alone, however in the unfortunate circumstance that an incident does occur, it is important that this is reported to the appropriate manager to ensure that action can be taken, and that our risk management and procedures can be reviewed.



































[bookmark: _Toc150349627][bookmark: _Toc174623771]Maternity Leave and Maternity Pay Incorporating Fertility Treatment

[bookmark: _Toc174623772]Section 1 - Maternity Leave Policy 



1. Introduction

The Students Union recognises the importance of supporting all staff in their obligations to their families.  This Maternity Leave Policy has been designed to explain the benefits of the Students Union Scheme and to set out your obligations under it.


2.	Statutory entitlement

All employees are eligible for 52 weeks maternity leave irrespective of their length of service or hours of work.  This is to be made up of 26 weeks of ordinary maternity leave (OML) and 26 weeks of additional maternity leave (AML).

All women must take a period of two weeks compulsory maternity leave directly following childbirth and cannot return to work during that period.

As a result of the Sex Discrimination Act 1975 (Amendment) Regulations 2008 employees will enjoy the same terms and conditions on Additional Maternity Leave (AML) as they enjoy during Ordinary Maternity Leave (OML) except salary (other than maternity pay).  Therefore you are entitled to benefit from your normal terms and conditions of employment, except for salary, for the whole duration of your maternity leave.


3.	Maternity pay

This section details the different payments that you may be eligible for dependent on your length of service.  You should work out how long you have worked at the Students Union and find the appropriate option from the list below.

Please note:  There is no distinction between live and still births after 24 weeks of any pregnancy for the purposes of maternity leave.  An employee who suffers a still birth is entitled to the maternity pay detailed below.









	Type of Leave
	Option
	Service
	Leave Entitlement
	Payment

	Occupational Maternity Leave
	Option 1
	26 weeks continuous service with the University of Stirling Students Union at the end of qualifying week (i.e. the 15th week before your Expected Week of Childbirth) and returning to work.
	52 weeks
	. First 16 weeks full pay (to include Statutory Maternity Pay) and                                    . next 23 weeks Statutory Maternity Pay at £156.66* per week or 90% of your weekly salary if this is less than £156.66 per week.                            . the remaining 13 weeks will be unpaid.

	Occupational Maternity Leave
	Option 2
	26 weeks continuous service with the University of Stirling Students Union at the end of qualifying week (i.e. the 15th week before your Expected Week of Childbirth) and returning to work.
	52 weeks
	. First 8 weeks at full pay (to include Statutory Maternity Pay) and                                     . next 8 weeks at half normal full pay plus Statutory Maternity Pay                           . next 8 weeks at half normal full pay only (inclusive of Statutory Maternity Pay)                       . next 15 weeks at Statutory Maternity Pay of £156.66* per week or 90% of your weekly salary if this is less than £156.66 per week.                           . The remaining 13 weeks will be unpaid.

	Basic Maternity Leave
	Option 3
	Less than 26 weeks continuous service with the University of Stirling Students Union at the end of qualifying week (i.e. the 15th week before your Expected Week of Childbirth) and returning to work.
	52 weeks
	. You will not be entitled to Statutory Maternity Pay                      . You may be eligible for Maternity Allowance through the Department of Work and Pensions, for which the Payroll Team will need to complete a SMP1 form on your behalf which you will then send to your local DWP to claim any allowances.

	Resignation
	Option 4
	26 weeks continuous service with the University of Stirling Students Union at the end of qualifying week (i.e. the 15th week before your Expected Week of Childbirth) and not returning to work.
	52 weeks
	. First 6 weeks at 90%             . Remaining 33 weeks at Statutory Maternity Pay of £156.66* per week or 90% of your weekly salary if this is less than £156.66* per week.


· SMP subject to legislative change each year

Please note:  If you are eligible and opt for the University of Stirling Students Union enhanced Maternity package (Option 1 or 2) this is subject to you returning to work at the University of Stirling Students Union after your Maternity Leave for a period of 3 months.  If you do not return to work then you will be required to repay the enhanced element of any Maternity Pay received.

You are entitled to a maximum of 52 weeks leave: however you are free to choose a shorter period to suit your own circumstances.


4.	Notification Process

4.1	To claim maternity leave you must notify the Union Secretary in writing (please use the maternity leave notification form at the end of this document) no later than the end of the 15th week before the Expected Week of Childbirth (EWC) of:

· The fact that you are pregnant.
· The date which you intend to start your maternity leave, which must not be earlier than the beginning of the 11th week before the EWC.
· Enclose certificate (MATB1) which you will receive from a registered medical practitioner or certified midwife confirming your EWC – this form will normally be issued approximately 20 weeks before the EWC.

4.2	Within 28 days of receipt of your written notification and receipt of your MATB1 form, the Union Secretary will write out to you confirming details of your maternity leave dates and pay entitlements.

4.3	Maternity leave can commence no earlier than 11 weeks before the EWC or the date of childbirth, if that is earlier.

4.4	If you decide to change the date on which your maternity leave commences you must notify the Union Secretary in writing at least 28 days before your proposed new start date.

4.5	You are legally required to take maternity leave in the 2 week period after the birth of your child and cannot return to work during that period.

Please Note:  For Health & Safety purposes, and to ensure your continued safety at work, a risk assessment has to be carried out by your Line Manager.  


5.	Ante-Natal Care

All pregnant employees are entitled to paid time off to attend antenatal care appointments, and you should be prepared to produce evidence of such appointments if required by your Line Manager.


6.	Sickness Absence

6.1	Maternity leave is not treated as sickness absence.

6.2	Maternity leave will automatically commence if you are absent from work due to a pregnancy related illness in the four weeks preceding your EWC.


7.	Returning to work

You are encouraged to remain in contact with your Manager and colleagues at the Students Union, however in terms of returning to work:

7.1	You do not need to give notice of your return to work unless you wish to return before the date stated on your maternity leave letter.  If you wish to return earlier, you must inform your Line Manager in writing, with a copy to the Union Secretary, confirming the date you wish to return.  This should be received at least 8 weeks before your revised return date.

7.2	You are entitled to return to the same job on terms and conditions that are not less favourable than those you had before you went on maternity leave.  If that is not practicable because of re-organisation within your department, you will be offered suitable alternative employment in the same way as if you had not been absent on maternity leave.

7.3	Shared Parental Leave allows eligible employees the option to convert a mother’s maternity leave int Shared Parental Leave which can then be shared between both parents in order to share the care of their child during the first year.

	For full information regarding Shared Parental Leave and pay, please refer to the Students Union Shared Parental Leave Policy.

7.4	You may wish to think about returning to work on a part time, job share or more flexible working basis.  Part time working is when the number of working hours expected of you is less than that of a full time equivalent employee.  Job share is when two people share the duties and responsibilities of one full time post.  Flexible working arrangements can vary but may include annualised hours, term time working, differing starting and finishing times etc.  

Requests for flexible working patterns will be considered under the Flexible Working Policy.  If you are interested in any of these options you should contact your Manager as soon as possible for a general discussion and at least 8 weeks before you expect to return to work.  This will allow your Manager to consider whether it is possible to accommodate your request.  If a change to your working arrangements is agreed then you will be issued with a new contract.  If a change can not be accommodated then your Manager will explain the reasons for this decision in writing.

7.5	To support your return to work following maternity leave, your Line Manager will ensure a re-orientation meeting is held to update you on any changes to the work, workplace or team during your leave.  This can be held during a Keeping in Touch day, or on your return to work.

7.6	Should you wish to return to work while breastfeeding, we will ensure a suitable room is available for you.  Currently a Nursing Mother’s room is available in Cottrell Building.  Temporary changes to working patterns to support employees who wish to breastfeed or express milk, including changes to working hours or regular breaks, will be considered under the Flexible Working Policy.  Risk assessments should also be undertaken for an employee returning from maternity leave who has notified her intention to breastfeed.

7.7	If you decide not to return to work you should give your Line Manager the required notice as detailed in your contract of employment.  If you are unsure of your contractual notice requirements, please contact the Union Secretary.

7.8	If during your period of Maternity Leave you were paid occupational maternity pay including SMP and do not return to work for a period of at least three months after the end of your Maternity leave, you will be asked to repay the occupational element of your maternity pay.  This is equivalent to 10 weeks full pay received from the Students Union less the SMP element.


8.	Other Terms and Conditions during Maternity Leave

During your maternity leave there will be no change to your core contractual rights or terms and conditions except for the purposes of pay.  Detailed below is some information relating to your terms and conditions during your period of maternity leave: -

0. Annual Leave

Throughout the period of maternity leave you will continue to accrue annual leave.   You will normally be allowed to take this accrued leave at the end of your maternity leave period subject to the operational needs of your department.  If you are on maternity leave over the span of two annual leave years then you may carry that leave forward for up to three months from the end of your maternity leave.  If you decide not to return to work then any annual leave due will either be offset against your contractual notice period or paid in your final salary payment.  You should liaise with your Line Manager for confirmation.

8.2	Other Holidays
	
All public and university holidays that fall in the period of maternity leave will be accrued. Accrued holidays will be dealt with as per the provisions for annual leave detailed in 8.1 above.

8.3	Increments & Pay Awards
In accordance with your contract of employment, where appropriate your salary will be reviewed and you will be advised in writing of any pay change.  There is no automatic entitlement to an annual increase in your pay.

8.4		Pension

The effect of maternity leave on your pension rights depends on whether you are receiving maternity pay or not.

During paid maternity leave you will continue to pay contributions on any pay received (even on a reduced salary) and continue to enjoy full pension rights.  During any further period of unpaid Additional Maternity leave, no contribution can be deducted since you are not receiving a salary.  


9.	Keeping in Touch

During maternity leave, the employer and the employee may make reasonable contact with each other.  Reasonable contact will vary according to individual circumstances and should be agreed between both the employer and employee.  You can work for up to 10 days, by mutual agreement with your Line Manager, during your maternity leave without it impacting on the maternity leave or it affecting your right to Statutory Maternity Pay.

The idea behind this is to allow you to keep in touch with colleagues and your Line Manager during your leave.  Keeping in Touch Days (KIT days) can simply be used for you to undertake normal contractual duties or it could be used for allowing the employee to attend a scheduled conference, training, team meetings, away days or performance & development reviews.

The days do not have to be worked consecutively and you will be paid at your normal rate of pay or the appropriate rate for the work you undertake on these days.  Working part of a day will count as one day’s work.  You will be paid per day irrespective of the total number or hours worked during a KIT day.  The payment is calculated by taking your average monthly salary and dividing it by the total number of calendar days in that specific month.

Payment for KIT days will not exceed full pay and will only be made for work undertaken that is agreed.  Staff in receipt of Occupational Maternity Pay receive normal pay so no additional payment will be made for working a KIT day, instead this should be taken as leave.

KIT days do not extend the maternity pay periods in any way.

All payments will include Statutory Maternity Pay where applicable.  Line Managers will be responsible for advising the Union Secretary of any work undertaken by the employee in order that the necessary KIT day payments can be made.

KIT days are optional and the Students Union has no right to force you to work your KIT day entitlement.  KIT days may be undertaken at any stage during maternity leave, except during the two weeks compulsory maternity leave period or during any annual leave period that is used directly after your maternity leave.

Your Line Manager may also make reasonable contact with you during your maternity leave period, regardless of whether you do any work or not, for example to discuss your return to work.
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Under this policy, fertility treatment includes:
· any form of assisted reproduction carried out by a registered medical practitioner or registered nurse (for example in vitro fertilisation (IVF), intrauterine insemination (IUI) and intracytoplasmic sperm injection (ICSI));
· any treatment carried out by a registered medical practitioner or registered nurse for the purpose of preserving fertility (for example freezing eggs, sperm, embryos or reproductive tissue); and
· any medical examination or treatment in connection with the treatment mentioned above (for example blood tests, ultrasound scans, egg collection, sperm collection, embryo transfer).
We are committed to providing an environment where staff feel supported. We recognise the physical and emotional stress that having fertility treatment can have on employees and are genuinely committed to providing support where we can.
The policy does not form part of your contract of employment and we reserve the right to amend it at any time.
Scope
This policy applies to employees employed by us. It does not apply to workers, contractors, consultants or any self-employed individuals working for the organisation.
Our commitment to you
We are committed to ensuring that all line managers are provided with adequate training so that they are able to support individuals receiving fertility treatment.
Requesting support
We understand that working while undergoing fertility treatment can be incredibly challenging. If you are finding it difficult to cope at work while you are undergoing fertility treatment, you are encouraged to speak to your line manager. If for any reason you are unable to approach your line manager, you can speak to the Union Secretary.
We urge you to be as open as possible about any particular issues that you are experiencing or adjustments that you need to ensure that you are provided with the right level of support while you are receiving treatment.
Any health-related information disclosed by you during discussions with your line manager or the HR department will be treated sensitively and in strict confidence.
Time off if you are receiving fertility treatment
If you are receiving fertility treatment, we will grant you paid leave to attend up to five appointments in any 12-month period.
You will qualify for time off under this policy if you have been continuously employed for at least 26 weeks.
To make a request for time off to attend a fertility treatment appointment, you should contact your line manager. You should give your line manager as much notice as possible of when you need the time off and, wherever possible, arrange your appointments outside your core hours/as near to the start or end of the working day as possible.
However, we understand that you may need to take time off at short notice to attend your appointments. We also understand that the amount of time that you may need off for each appointment will depend on the nature of the appointment and the type of treatment that you are receiving and therefore we need to remain flexible.
We may ask you to provide proof of the date and time of your appointment.
If you need additional time off to attend any further appointments, this will be treated in the same way as other medical appointments under our Time off for medical and dental appointments policy. You may take the time off as annual leave under our Holiday policy, unpaid leave or, in some cases, we may agree a flexible working arrangement so that you can make up lost time by working additional hours at another time.
Any time off in addition to the 5 appointments where we offer full pay, and not covered by any other form of leave would be unpaid or require the time to be worked back. 
Time off to accompany a person receiving fertility treatment
If you have a qualifying relationship as set out below with a person receiving fertility treatment, we will grant you paid time off to accompany that person at up to five appointments.
This could be you if you are the spouse or civil partner of the person receiving fertility treatment, or you could be living with the person receiving fertility treatment in an enduring family relationship (as long as they are not your parent, grandparent, sister, brother, aunt or uncle). In addition, you will be eligible for the time off if you are the parent of any child born as a result of the treatment, or you expect to become the legal parent of any child which may be born as a result of the treatment under a surrogacy arrangement.
The fertility treatment appointment must be made on the advice of a registered medical practitioner or registered nurse.
To make a request for time off to accompany someone to a fertility treatment appointment, you should contact your line manager. You may be asked for proof of the date and time of the appointment.
You should give your line manager as much notice as possible of when you need the time off and, wherever possible, ensure that any appointments are arranged outside your core hours/as near to the start or end of the working day.
However, we understand that you may need to take time off at short notice. We also understand that the amount of time that you may need off for each appointment will depend on the nature of the appointment and the type of treatment that the person that you are accompanying is receiving and therefore we need to remain flexible.
Working flexibly on a temporary basis
We recognise that for individuals receiving fertility treatment, the option to work flexibly on a temporary (rather than permanent) basis may be appropriate. For example, this could include working from home, hybrid working or changing your start and finish times. This is not a definitive list.
If you feel that you would benefit from a temporary change to your working arrangement on an ad hoc basis because you are undergoing fertility treatment, you should discuss and agree these with your line manager.
We will try to facilitate temporary flexible working arrangements wherever this is possible and will continue to review these to ensure that they meet your needs.
Quiet place to work
If you need a quiet space to take private calls or a place to take medication during working hours, you should speak to your line manager who will try their best to accommodate this.


Access to a fridge
If you require access to a fridge during working hours to store medication, you should speak to your line manager who will arrange this.
Sickness
We understand that there may be times in the course of undergoing fertility treatment when you may be unwell. There is no expectation on you to work if you are unwell because of side effects related to your fertility treatment.
Unless otherwise set out in your contract, if you are sick and unable to work, you should follow the procedure set out in our Short-term sickness absence policy.
You do not have to disclose that your absence is connected with fertility treatment if you wish to keep this private. However, we want you to feel that you can be open about the reason for your leave.
Implantation
From the point of implantation of a fertilised ova, an employee is considered pregnant and has a statutory right to paid time off for antenatal appointments. For further information, please refer to our Maternity leave policy.
Employee assistance programme
Help and support is also available through our employee assistance programme (EAP). You can use our EAP to speak to an independent adviser on a confidential basis for emotional support or any issue that is troubling you. For information on how to access EAP website, please contact the Union Secretary.
External sources of help
There are various organisations that provide help and support to those who are undergoing fertility treatment, including:
· Fertility Network UK, which provides a wide range of resources for those affected by infertility;
· British Infertility Counselling Association, which provides information about specialist fertility counsellors; and
· Fertility Friends Support Forum, which is a forum community dedicated to infertility and fertility support.
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Introduction
This policy sets out the rights of employees experiencing menopausal symptoms and explains the support available to them.
We are committed to creating an open and supportive culture. We want you to feel comfortable speaking about how menopause-related symptoms may be affecting you at work and able to ask for the support that you need to help you manage your symptoms.
This policy does not form part of your contract of employment and we reserve the right to amend or withdraw it at any time.
Scope
This policy applies to anyone working for us. This includes employees, workers, contractors, volunteers, interns and apprentices.
In this policy, where we refer to the menopause we also mean the perimenopause (see below).
Symptoms of menopause
The menopause is a natural event during which a person stops having periods and experiences hormonal changes such as a decrease in oestrogen levels.
The menopause usually occurs between the ages of 45 and 55 and typically lasts between four and eight years. Occasionally, menopausal symptoms can occasionally begin before the age of 40.
Perimenopause, or menopause transition, begins several years before menopause. An individual may start to experience menopausal symptoms during the final two years of perimenopause.
While menopausal symptoms vary greatly, they commonly include:
· hot flushes;
· night sweats;
· anxiety;
· dizziness;
· fatigue;
· memory loss;
· depression;
· headaches;
· recurrent urinary tract infections;
· joint stiffness, aches and pains;
· reduced concentration; and
· heavy periods.
Our commitment to you
We are committed to ensuring that all line managers are provided with adequate training so that they are able to support individuals experiencing adverse menopausal symptoms.
Requesting support
If you are finding it difficult to cope at work because of menopausal symptoms, you are encouraged to speak to your line manager. If for any reason you are unable to approach your line manager, you can speak to the Union Secretary/HR.
We urge you to be as open as possible about any particular issues that you are experiencing or adjustments that you need to ensure that you are provided with the right level of support.
Any health-related information disclosed by you during discussions with your line manager or the Union Secretary/HR will be treated sensitively and in confidence.
Working flexibly on a temporary basis
For employees eligible to request flexible working, who require a permanent change to working arrangements, we have a policy on requesting flexible working.
However, we recognise that for individuals affected by menopausal symptoms, the option to work flexibly on a temporary (rather than permanent) basis may be appropriate. For example, this could include working from home, changing your start and finish times, changes to your work allocation or taking more frequent breaks. This is not a definitive list.
If you feel that you would benefit from a temporary change to your working arrangement on an ad hoc basis because of sleep deprivation or other symptoms that may be impacting on your performance, you should discuss and agree these with your line manager and the Union Secretary/HR.
We will try to facilitate temporary flexible working arrangements wherever this is possible and will continue to review these to ensure that they meet your needs.
Working environment
If you feel that your working environment is exacerbating your menopausal symptoms, you should raise this with your line manager and/or the Union Secretary/HR.
There are a range of practical adjustments that we can implement to make your working life easier, such as moving your workstation to a cooler area or providing you with a fan. If you are required to wear a uniform we will allow flexibility where reasonable.
Quiet place to work
If you need time out to relax, a short break to manage any symptoms or take medication, or a quiet space to work, you should speak to your line manager and/or the Union Secretary/HR who will try their best to accommodate this.
Sickness
There is no expectation on you to work if you are unwell because of menopausal symptoms.
Unless otherwise set out in your contract, if you are sick and unable to work, you should follow the procedure set out in our short-term sickness absence policy.
You do not have to disclose that your absence is related to the menopause if you wish to keep this private. However, we want you to feel that you can be open about the reason for your leave.
Occupational health
In some cases, we may refer you to occupational health so that they can advise on how your symptoms are impacted at work and make recommendations on the types of adjustments that may be appropriate. Occupational health may also signpost you to external sources of help and advice.
Employee assistance programme
Help and support is also available through our employee assistance programme (EAP). You can use our EAP to speak to an independent adviser on a confidential basis about any issue that is troubling you. For information on how to access EAP website, please contact the Union Secretary.
External sources of help
There are various organisations that provide help and support on the menopause, including:
· Menopause matters, which provides information about the menopause, menopausal symptoms and treatment options;
· the Daisy Network charity, which provides support for people experiencing premature menopause or premature ovarian insufficiency; and
· the Menopause Café, which provides information about events where strangers gather to eat cake, drink tea and discuss the menopause.
Data protection
We will process any personal data collected in accordance with our data protection policy / policy on processing special categories of personal data. Data collected from the point at which we become aware of the issue is held securely and accessed by, and disclosed to, individuals only for the purposes of providing the necessary support.
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The World Health Organisation states that ‘there is no health without mental health’ and that good organisations implement mental health policies in order to benefit the health of employees and ensure productivity and success.

One in four individuals will experience some sort of mental health issue at some stage of their adult lives and this is very normal.  Mental health is affected by a variety of factors and, although work is rarely the sole reason for someone experiencing mental health difficulties, it is important that work does not compound the problem.  We are, therefore, keen to support any staff who may be having problems with their mental health.  

It is an unfortunate fact that mental health difficulties such as depression, anxiety and stress are common.  Anxiety disorders (e.g. phobias) and personality disorders (e.g. bipolar disorder or obsessive/compulsive disorders), as well as substance misuse, are some other examples of mental health problems.  All of these can result from a myriad of personal experiences or from specific ‘triggers’ (such as a life event) and they affect how an individual is able to cope with day to day life and what it throws at them.  Some stress is good for individuals and, indeed some people thrive on it.  Mental health problems, however, can significantly reduce an individual’s ability to deal with stress positively.  

Mental health problems can affect people in a variety of ways and can also have physical symptoms such as tiredness, loss of appetite etc.  They can, also, affect the way that individuals interact with colleagues or perform at work.  Mental health problems can, therefore, impact considerably on productivity, cost and absenteeism in the workplace.  Indeed, ‘presenteeism’, whereby an individual continues to come to work despite them experiencing problems, can have an equally considerable impact on colleagues and the workplace.

We want to create a comfortable environment in the workplace where staff feel able to disclose mental health problems without fear of alienation or unfair treatment.  In return, we ask staff to be as open and honest as possible with their line managers about any problems they may be experiencing.  Staff need to feel confident that if they do disclose any such problems, they will be treated appropriately and consistently.

Mental health is a health and safety issue.  It is relevant to everyone and everyone can contribute to mental wellbeing in the workplace.

Senior Management 

Have a responsibility to:

· Ensure all managers, team leaders, and supervisors within the Company are sufficiently aware of the support mechanisms and referral routes available to manage any mental health issues their staff may be experiencing and are trained in the procedures to follow in order to implement this policy.



Managers/Team Leaders/Supervisors 

Have a responsibility to:

· Monitor the workplace, identify hazards and risks and takes steps to eliminate or reduce these as far as is reasonably practicable.
· Ensure good, regular communication between themselves and their team members.
· Assist and support any staff members who are known to have mental health problems or who may be experiencing stress outside of the workplace e.g. a bereavement or relationship breakdown.
· Monitor workloads to ensure that people aren’t overloaded.
· Ensure that staff are given the appropriate training to carry out their role.
· Monitor working hours of their staff.
· Ensure that confidentiality is protected at all times and that disclosure of a staff member’s situation will be strictly on a ‘need to know’ basis and with the full knowledge and consent of the staff member concerned.
· Investigate where any part of the staff member’s role may be contributing to or exacerbating their mental health problems and remedy these, where possible.

Employees 

Have a responsibility to:

· Raise issues of concern and seek help from their line manager.
· Accept opportunities for staff support or counselling when recommended by their line manager and / or occupational health.

What to do if you may be experiencing any mental health problems

Firstly, talk to your line manager.  If you feel that you are not able to talk to your manager, then talk to a Mental Health First Aider, another manager or HR instead.  It is important that your manager knows about any problems you are experiencing in order that they can do their best to help.  They will look at any reasonable adjustments that may need to be made in order for you to continue to carry out your duties.

Your line manager will may consider it appropriate to refer you to occupational health for an assessment of whether you are fit to be at work.

If you (or occupational health) consider that you need to be absent from work, the normal absence procedures due to sickness (contained within this Handbook) will apply.  

Whilst you are absent, your line manager will maintain appropriate contact with you in order to keep in touch and understand where they may need to make adjustments within the organisation, for example, re-allocating your duties.  Provisions like a phased return to work may also be discussed at such a meeting if you feel you are ready to return.  
 
If your GP signs you off sick for ‘stress’ or similar (i.e. after the first 7 days of sickness) we will require a note from your GP on your return to confirm that you are fit to work.  This is the normal procedures for any illness.

On your return to work, as with any illness, your line manager will complete a return to work interview with you to discuss any reasonable adjustments that may need to be made e.g. a phased return to work, an alteration to your duties (if they are considered to be compounding the problem).  

Once you return to work, you and your line manager will agree a timescale for regular 1-2-1s, in order to best support you in the workplace.

Mental Health First Aiders

The Company has trained Mental Health First Aiders who can be a point of contact if you are experiencing a mental health issue or emotional distress.  Mental Health First Aiders are trained to spot the signs and symptoms of mental health issues. They can provide early intervention for someone who may be developing a mental health issue and offer initial support and guidance.

Recruitment

The Company is an Equal Opportunities employer and, in line with the Equality Act 2010 will not discriminate against any applicant who discloses previous or current mental health problems.
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Monitoring Policy

Data protection legislation does not prohibit monitoring, but any monitoring of employees will be carried out in accordance with the Act.

Students’ Union may monitor employee’s use of Union telephones, e-mails, or the Internet.  

The University of Stirling uses CCTV within Union premises such as the shop, bars and coffee shops and will alert Union senior management if they become aware of potential misconduct by a Union employee during the course of their CCTV monitoring. 

Students’ Union’s Senior Management Team will be therefore be able to view CCTV held by the University in these circumstances 

The University of Stirling owns and manages the Telephone and IT System which Union employees use and access.  The University will therefore carry-out all telephone and IT monitoring on behalf of Students’ Union. 

The reasons the monitoring may take place will vary and may be for one of the following reasons:

· To monitor potential misconduct by use of CCTV
· To check e-mails to ensure employees are using the email system as per the Computer, Email and Internet Policy.  
· To check websites visited by employees using Union computers as per the Computer, Email and Internet Policy. 
· Checking personal blogging and social networking sites used by employees as per the Computer, Email and Internet Policy 
· Monitoring use of handheld devices to check websites visited by employees as per Computer, Email and Internet Policy
· To investigate allegations of misconduct, breach of contract, a criminal offence or fraud by the user or a third party.
· To pursue any other legitimate reason relating to the operation of the business.

This is not an exhaustive list.

Monitoring Without Employees’ Knowledge

Employees will usually be made aware of the fact that Students’ Union is carrying out monitoring, unless it is believed that employees are engaged in any criminal activity.


Where any criminal activity is suspected, the Students’ Union will take guidance from the Police and ensure that any monitoring is being carried out in accordance with applicable data protection legislation and the Regulation of Investigatory Powers Act 2000.





Monitoring with Employees’ Knowledge

In certain and specific instances, Students’ Union will introduce monitoring. However before doing so, Students’ Union will:

· identify the reason for which monitoring is being introduced and what outcomes are expected;
· ensure that the monitoring is limited to what is necessary to achieve the stated reason;
· where possible, affected employees would be consulted in advance of introducing the monitoring; and
· assess the benefits to Students’ Union of monitoring employees against any possible detrimental impact it may have on them. 

Subject to the provisions of Monitoring Without Employees’ Knowledge above, employees will be made aware of when, why and how monitoring is to take place and the expected standards.

Any monitoring information that is collected in relation to an employee may be used in a disciplinary investigation, for example where there is inappropriate use of the internet or e-mail.  In this instance, the employee will be given the opportunity to see or hear the information in advance of the disciplinary meeting and make representations about it.

Retention of Information

Students’ Union will ensure data collected through monitoring is kept secure, and access is limited to authorised individuals.  Personal data collected during the monitoring process will only be retained for as long as is necessary to fulfil the purpose of monitoring and any disciplinary purposes.

Authority for Monitoring

Unauthorised monitoring is not permitted.  Attempts by any employee to implement unauthorised monitoring will be in breach of this Policy and may result in disciplinary action.

Telephones

Subject to the provisions of Monitoring Without Employees’ Knowledge above, if telephone calls are monitored employees will be informed of this.  Should an employee require the use of a telephone which is not monitored so that they can make an urgent personal call, Students’ Union will normally make this available upon request.
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The Students’ Union recognises that, while dealing with any bereavement is difficult, the death of a child is among the most devastating events that an employee can ever face.
This policy reiterates The Students’ Union commitment to supporting employees through their grief by ensuring that bereaved parents can take parental bereavement leave. The Student Union’s Bereavement Policy highlights other steps that The Students’ Union take that can help the employee during times of bereavement.
This policy applies to Employees who have suffered the loss of a child (i.e. under the age of 18) on or after 6 April 2020. The policy also applies to parents who suffer a stillbirth after 24 weeks of pregnancy.
Parental Bereavement Leave
Whatever your length of service, you will qualify for parental bereavement leave if you are the:
· parent of a child who has passed away; or
· partner of the child's parent, where the Employee lives in an enduring family relationship with the child who has passed away and their parent; or
· "parent in fact" of a child who has passed away, which means that, for a continuous period of at least four weeks before the child died, the Employee had been living with the child and had "day-to-day responsibility" for the child (but the Employee has not been paid to look after the child);
· "intended parent" of a child who has passed away, i.e. a parent using a surrogate;
· "natural parent" of a child who has passed away who is named in a court order, i.e. where a court orders some contact for an adopted child's birth parent; or
· adopter of a child who has passed away.

In practice, this means that most employees with parental responsibility for a child who passes away on or after 6 April 2020 can take parental bereavement leave.
If you have suffered a bereavement, but you are unsure if you are entitled to parental bereavement leave, you should contact the University Secretary for clarification.
If you are a bereaved parent, you are able to take the leave as:
· a single block of two weeks; or
· two separate blocks of one week at different times.
Parental bereavement leave is not available as individual days.
Where more than one child dies (for example in an accident involving multiple fatalities), the Employee is entitled to two weeks' parental bereavement leave in respect of each child.

Timing of Parental Bereavement Leave
The leave must be taken within 56 weeks of the date of the death of your child.
This period recognises that, as a bereaved parent, you may need some flexibility as to when you take the leave. For example, you may:
· wish to take leave around the first anniversary of your child's death or at another particular time that is special, such as the child's birthday; or
· already be on another type of leave, such as maternity leave or sickness absence.

Notice to take Parental Bereavement Leave
Informal notification, such as a phone call or email, is sufficient to take parental bereavement leave.
If you intend to take parental bereavement leave within the first 56 days after your child's death, you can take the leave straightaway. You do not have to provide a period of notice. This means that you can begin parental bereavement leave by letting the University Secretary know no later than when you are due to start work or, if that is not feasible, as soon as is reasonably practicable.
If you intend to take parental bereavement leave more than 56 days after your child's death, you have to give the University Secretary at least one week's notice of your intention to take parental bereavement leave.
Cancellation of Parental Bereavement Leave
If you have asked to begin parental bereavement leave within the first 56 days of the date of your child's death, you can cancel your parental bereavement leave, as long as you let the HR Department know before the first day of the leave.
If you have asked to begin parental bereavement leave more than 56 days after your child's death, you can cancel your parental bereavement leave, as long as you let HR Department know at least one week in advance.
You cannot cancel any week of parental bereavement leave that has already begun.
Statutory Parental Bereavement Leave Pay
If you are on parental bereavement leave you may be eligible for statutory parental bereavement pay (SPBP) if you have:
· at least 26 weeks' continuous employment with the Company by the week before the week in which your child passes away, and still be employed by the Company on the day on which the child passed away; and
· normal weekly earnings in the eight weeks up to the week before the child's death that are not less than the lower earnings limit for national insurance contribution purposes.

If you take parental bereavement leave and qualify for SPBP, you will be paid at the rate set by the Government for the relevant tax year, or 90% of your average weekly earnings where this figure is lower than the Government's set weekly rate. If you are not eligible to receive SPBP your leave will be unpaid.
You must give the Company notice of the weeks during which you wish to claim SPBP. You must normally give the parental bereavement pay notice within 28 days of the first day for which you are claiming SPBP. However, if that is not feasible, you can provide the notice as soon as is reasonably practicable.
At the same time as you give notice, you must provide evidence of entitlement to SPBP. To ensure that the Company can pay SPBP, your line manager or The University Secretary will ask you to sign and return a form to provide notice and evidence of entitlement to parental bereavement pay.
Recognising the need to provide bereaved parents with support, The Students’ Union may at it’s discretion continue to pay normal pay during the statutory parental bereavement leave period.
Terms and Conditions during Parental Bereavement Leave
During parental bereavement leave, all terms and conditions of your contract [except normal pay] will continue. Salary will be replaced by statutory parental bereavement pay if you are eligible.
This means that, while sums payable by way salary will ordinarily cease, all other benefits will remain in place. For example, holiday entitlement will continue to accrue. Pension contributions will continue to be paid. 
You have the right to resume working in the same job when returning to work from parental bereavement leave if the period of leave, when added to any other period of statutory leave (typically maternity leave, paternity leave, adoption leave, or shared parental leave) in relation to the same child, is 26 weeks or less.
You are entitled to return to another job that is suitable and appropriate for you, rather than the same job, if:
· the period of leave taken is more than 26 weeks, when added to most other periods of statutory leave taken in relation to the same child; and
· it is not reasonably practicable to return to the same job.
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Introduction
This policy sets out the circumstances where employees who have parental responsibilities may take unpaid time off work to look after their children who are under 18.
We are committed to supporting a positive work-life balance for all our employees and recognise that time with children is important. If you are eligible (see below), you can take ordinary parental leave to care for your child - this may be to look after your child during school holidays, be with them when they are unwell, or enjoy more quality time with them.
This type of parental leave may be particularly useful if you require time off to care for your child but have used up, or are not entitled to, other types of family-friendly leave (see below).
Other types of family-friendly leave
Ordinary parental leave should not be confused with:
· maternity, paternity and adoption leave; or
· shared parental leave, which enables employees to end their maternity or adoption leave early, and share the untaken balance with their partner.
We have separate policies on maternity leave, paternity leave, adoption leave and shared parental leave.
Who can take ordinary parental leave
You can take ordinary parental leave to care for your child if you:
· have a minimum of one year's continuous service with our organisation by the time you take the leave; and
· have, or expect to have, parental responsibility for the child.
If you are unsure if you are entitled to ordinary parental leave, please contact the Union Secretary.
Amount of ordinary parental leave you can take
You can take up to 18 weeks' unpaid leave for each child, subject to a maximum of four weeks' leave for each child in any one-year period.
You must take ordinary parental leave in blocks of at least one week. However, if your child has a disability, you can take the leave one day at a time (please speak to the Union Secretary to arrange this).
Your entitlement to ordinary parental leave carries over from your previous employment. This means that, if you have taken ordinary parental leave with a previous employer:
· you can take the balance with our organisation, but you must wait until you have worked for us for at least one year; and
· we will ask you about the amount of ordinary parental leave already taken for your child with your previous employers.
If you are unsure how much ordinary parental leave you can take, please contact the Union Secretary.
Notice to take ordinary parental leave
Please use our form to request ordinary parental leave when you wish to take this type of leave.
To take ordinary parental leave, you normally need to give your line manager at least 21 days' notice, counting back from the date on which the leave is to start. You should set out the dates on which you wish to take ordinary parental leave.
Fathers (or others who will have parental responsibility) requesting leave to begin when their child is born
You can ask for your leave to begin when your child is born, whether this is earlier or later than expected. In these circumstances, you should give your line manager at least 21 days' notice, counting back from the beginning of the expected week of childbirth.
Your notice should set out the expected week of childbirth and the length of leave you are requesting.
Adopters requesting leave to begin on the child's placement
You can ask for your leave to begin when the child is placed with you for adoption, whether this is earlier or later than expected. In these circumstances, you should give your line manager at least 21 days' notice, counting back from the beginning of the week in which the placement is expected to occur. If 21 days' notice is not possible, please give us notice as soon as you can.
Your notice should set out the week in which the placement is expected to occur and the length of leave you are requesting.
Paternity leave
If you are considering taking ordinary parental leave on the birth of your child (or if you are an adopter, the placement of the child with you for adoption), you should bear in mind that you may also be entitled to six weeks paid paternity leave.
Paternity leave must normally be taken within 52 weeks of the child's birth or placement with you for adoption - please see our separate paternity leave policy.
Evidence to take ordinary parental leave
Your Line Manager will ask you for evidence to support your request for ordinary parental leave. They will normally ask to see evidence of your child's birth certificate or certificate of adoption.
Postponing your ordinary parental leave
While our aim is to agree to your request for ordinary parental leave, there are circumstances in which we may need to postpone the start date. We will do this only if your absence would cause undue disruption to our organisation, and will give you written notice of the postponement no more than seven days after we received your request.
However, we will never postpone your period of ordinary parental leave if the leave starts on the birth of your child or your child's placement for adoption.
If we postpone your period of ordinary parental leave, your line manager will discuss alternative dates with you to take that period of leave within six months of the first day the postponed leave was due to start.
While you are on ordinary parental leave
During your leave, all the terms and conditions of your contract, except normal pay, will continue and your continuity of employment is not affected.
This means that, while sums payable by way of wages will cease, all other benefits will remain in place. Annual leave will continue to accrue in the normal way.
During your leave, you continue to be bound by the terms and conditions of your employment. In particular, you should remember that you must not disclose any confidential information/are required to obtain our written consent before working for any other employer.
Returning to work after ordinary parental leave
If you take an isolated period of ordinary parental leave of four weeks or less, you are entitled to return to the same job you were doing before your absence.
You can also return to your previous job if you take a period of ordinary parental leave of four weeks or less following on immediately from a period (or consecutive periods) of maternity, adoption, paternity and/or shared parental leave (taken in relation to the same child) that did not last more than 26 weeks.
You are entitled to return to your previous job or, if that is not practical for our organisation, to another job that is both suitable and appropriate in the circumstances if you:
· take a period of ordinary parental leave of more than four weeks; or
· take a period of ordinary parental leave of four weeks or less following on immediately from a period (or consecutive periods) of maternity, adoption, paternity and/or shared parental leave (taken in relation to the same child) that lasted more than 26 weeks.
If you are taking ordinary parental leave, and are unsure where you stand on your return, please contact your line manager.
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Background
The Students’ Union is committed to helping working parents.  In response  recent legislative changes, the Students’ Union has introduced a Paternity Leave Policy which is available to all eligible employees within the Students’ Union. 

Additionally, the Students’ Union has policies on Flexible Working, Maternity Leave and Adoption Leave.  Copies of these policies are available from the Union Secretary.

This policy sets out the rights of employees to paternity leave and pay only in relation  to  Children who:
· are expected to be born after 6 April 2024; or
· are expected to be placed for adoption with the adopter (or enter Great Britain for adoptions from overseas) on or after 6 April 2024.

The following definitions are used in this policy:

"Adopter" means the person with whom the child has been or is to be placed for adoption, or where two people have been matched jointly, whoever has elected to be the child's adopter for the purposes of adoption leave.

"Expected week of childbirth" means the week, starting on a Sunday, during which the mother's doctor or midwife expects them to give birth.

"Matched for adoption" means an adoption agency deciding that a person would be a suitable adoptive parent for a child either individually or jointly with another person. A person is notified of having been "matched for adoption" with a child on the date on which the person receives notification of the adoption agency's decision.

"Official notification" means written notification, issued by or on behalf of the relevant domestic authority, that it is prepared to issue, or has already issued, a certificate to the overseas authority concerned with the adoption of the child, confirming that the adopter is eligible to adopt and has been assessed and approved as being a suitable adoptive parent.


"Partner" includes someone, of whatever sex, who lives with the mother, expectant mother or adopter of the child in an enduring family relationship but who is not the mother's or adopter's child, parent, grandchild, grandparent, sibling, aunt, uncle, niece or nephew.

"Placed for adoption" means placed for adoption under UK adoption laws, including placement with a local authority foster parent who is also a prospective adopter ("foster to adopt").

The policy does not form part of your contract of employment and we reserve the right to amend it at any time.

Scope

This policy applies to employees employed by us. It does not apply to workers, contractors, consultants or any self-employed individuals working for the organisation.

Entitlement to paternity leave (birth)

You can take paternity leave for the purpose of caring for the child or supporting the child's mother if:

· you have at least 26 weeks' continuous employment with us at the end of the 15th week before the expected week of childbirth.
· you are the child's biological father and have or expect to have responsibility for the child's upbringing; or
· you are the spouse, civil partner, or partner of the child's mother and have or expect to have the main responsibility (apart from the mother) for the child's upbringing.

To exercise your right to take paternity leave in a birth situation, you must comply with the notification procedure set out below (see Notice to take paternity leave (birth)).

Entitlement to paternity leave (adoption) 

You can take paternity leave for the purpose of caring for the adopted child or supporting the child's adopter if:

· you have at least 26 weeks' continuous employment with us at the end of the week in which the child's adopter is notified of being matched for adoption (or received the official notification for adoptions from overseas); and
· you are the spouse, civil partner, or partner of the child's adopter, and have or expect to have the main responsibility (apart from the adopter) for the child's upbringing.
· If you are one of a couple jointly adopting a child, only one of you will be entitled to take adoption leave and the other parent may elect to take a period of paternity leave, provided that the relevant qualifying conditions are met.

You are not entitled to take paternity leave if you have taken paid time off to attend an adoption appointment in respect of the same child.

To exercise your right to take paternity leave in an adoption situation, you must comply with the notification procedure set out below (see Notice to take paternity leave (adoption in the UK) or Notice to take paternity leave (adoption from overseas)).

Amount of paternity leave you can take.

You can take up to six weeks' paternity leave. You do not have to take your leave in one single period, but the leave must be booked in blocks of at least one week.

This means that you can, for example,  take the leave in one single block of one week, one single block of six weeks, or two separate blocks of a three weeks each.

A week of paternity leave is the same duration as your normal working week, meaning that if you are a full-time employee, one week is five days. If you are contracted to work four days per week, one week is four days and so on.

You can take only six weeks' paternity leave per pregnancy or adoption, even if more than one child is born as a result of the pregnancy or more than one child is placed under the same adoption arrangement.

Timing of paternity leave

You can start your paternity leave on any day from the child's birth, but it must end within 52 weeks of the birth (or the expected week of childbirth if the child is born early).
In the case of an adopted child, the 52-week period runs from the date on which the child was placed for adoption with the adopter (or the child's entry into Great Britain for adoptions from overseas).

If you wish to take shared parental leave, you must take your paternity leave first. You cannot take paternity leave if you have already taken a period of shared parental leave in relation to the same child.

Notice to take paternity leave (birth)

Notice of entitlement (birth)

Before you can take paternity leave, you will need to give your line managers notice in writing, at least 15 weeks before the expected week of childbirth, of:

•	the expected week of childbirth; and
•	your declaration confirming that you meet the eligibility requirements to take
paternity leave.

You should submit your notice and declaration using Form to provide notice of entitlement to paternity leave (birth after 6 April 2024) available from your line manager.
Period of leave notice (birth)

For each occasion that you wish to take a period of paternity leave, you must give your line manager further notice in writing of:

· when you want to start your leave (you can choose to take this in one single block or as otherwise noted three separate blocks);
· format in which you wish to take the leave; and  
· your declaration that the purpose of the leave is to care for the child or support the child's mother.

You have three options for when to start a period of paternity leave:

· On the date of your child's birth: Your period of leave notice should be received by us at least 28 days before the first day of the expected week of childbirth.
· A set number of days after your child's birth: Your period of leave notice should be received by us at least 28 days before the date falling that set number of days counted from the first day of the expected week of childbirth.
· On a predetermined date (which has to be no earlier than the first day of the expected week of childbirth): Your period of leave notice should be received by us at least 28 days before that predetermined date.

You should submit your notice of leave and declaration using Form to provide period of leave notice to take paternity leave (birth after 6 April 2024) available from your line manager.

Notice to take paternity leave (adoption within the UK)

Notice of entitlement (adoption within the UK)

Before you can take paternity leave, you will need to give your line managers notice in writing, within seven days after the date on which the child's adopter is notified that they have been matched for adoption, of:

· the date on which the adopter was notified that they have been matched for adoption;
· the date on which the child is expected to be placed for adoption with the adopter (or, if they have already been placed for adoption, the date of the placement); and
· your declaration confirming that you meet the eligibility requirements to take paternity leave.

You should submit your notice and declaration using Form to provide notice of entitlement to paternity leave (adoption within UK on or after 6 April 2024) available from your line manager.



Period of leave notice (adoption within the UK)

For each occasion that you wish to take a period of paternity leave, you must give your line manager further notice in writing within seven days after the date on which the child's adopter is notified of having been matched for adoption, of:

· when you want to start your leave (you can choose to take this in one single block or three separate blocks);
· the format in which you wish to take your leave.
· your declaration that the purpose of the leave is to care for the child or support the child's adopter.

You have three options for when to start a period of paternity leave. You can start the leave:

· on the date on which the child is placed for adoption;
· a set number of days after the child is placed for adoption; or
· on a predetermined date, which has to be no earlier than the first day of the child's placement for adoption.

You should submit your notice of leave and declaration using Form to provide period of leave notice to take paternity leave (adoption within UK on or after 6 April 2024) available from your line manager.

Notice to take paternity leave (adoption from overseas)

Notice of entitlement (adoptions from overseas)

Before you can take paternity leave, you will need to give your line manager notice in writing within 28 days after the date on which the child's adopter receives the official notification (or the date on which you complete 26 weeks' continuous employment with us if that is later), of:

· the date on which the adopter received the official notification;
· the date on which the child is expected to enter Great Britain (or, if they have already entered Great Britain, the date of entry); and
· your declaration confirming that you meet the eligibility requirements to take paternity leave and that the child's adopter has received the official notification.

You should submit your notice using Form to provide notice of entitlement to paternity leave (adoption from overseas on or after 6 April 2024) available from your line manager.

Period of leave notice (adoption from overseas)

For each occasion that you wish to take a period of paternity leave, you must give your line manager further notice in writing of:
· when you want the leave to start (you can choose to take this in one single block or two separate blocks);
· the format in which you wish to take the leave.
· your declaration that the purpose of the leave is to care for the child or support the child's adopter.

You have two options for when to start a period of paternity leave:

· On the date of your child's entry into Great Britain: Your period of leave notice should be received by us at least 28 days before the date on which the child is expected to enter Great Britain.
· On a predetermined date (which has to be no earlier than the date of your child's entry into Great Britain): Your period of leave notice should be received by us at least 28 days before that predetermined date.

You should submit your notice of leave using Form to provide period of leave notice to take paternity leave (adoption from overseas on or after 6 April 2024). This form contains a declaration that will need to be signed by you.

You must also give your line manager written notice of the date your child entered Great Britain within 28 days of entry, or written notice that the child will not be entering Great Britain as soon as possible after you become aware of this fact.

Late notice

If extenuating circumstances mean that it is not possible for you to meet the deadlines for giving notice as set out in this policy, we will accept later notice than this. Examples of extenuating circumstances include if you have been absent from work on sick leave or if a pregnancy is discovered very late.

In these circumstances, you should let us know that you would like to take paternity leave as soon as you reasonably can.

If there are no extenuating circumstances, you will be unable to take paternity leave. However, we will discuss other options with you, including you and your partner switching to shared parental leave, you are taking annual leave, or you taking unpaid ordinary parental leave.

Changing your paternity leave plans

If you have submitted a period of leave notice but wish to cancel or vary the timing of your paternity leave, you must inform your line manager at least 28 days before the original date stated in your period of leave notice, or the revised start date, whichever is earlier.

Please use our Form for employee to cancel or vary dates of paternity leave (birth after 6 April 2024), Form for employee to cancel or vary dates of paternity leave (adoption within UK on or after 6 April 2024) or Form for employee to cancel or vary dates of paternity leave (adoption from overseas on or after 6 April 2024)

Paternity pay

Statutory paternity pay is payable during your paternity leave period, provided that you are entitled to it.

The rate of statutory paternity pay is set by the Government for the relevant tax year, or at 90% of your average weekly earnings (whichever is lower).

You will qualify for statutory paternity pay if:

· you are entitled to take paternity leave;
· your average weekly earnings are not less than the lower earnings limit for national insurance contributions.
· you remain in continuous employment with us on the date the child is born (in a birth situation), is placed for adoption (for adoptions within the UK) or entered Great Britain (for adoptions from overseas);
· you have complied with the relevant notice and evidential requirements and are able to provide the declarations as set out in this policy; and
· you confirm when you wish to start receiving statutory paternity pay within the relevant Form to provide period of leave notice to take paternity leave.  

Subject to eligibility, the Student’s Union offers enhanced Paternity Pay, meaning you will be entitled to take up to six weeks paid paternity leave. 

It cannot be taken as odd days or as separate weeks but the weeks can start on any day , for example Tuesday to Monday. 

Paternity Leave will be paid at full pay which includes Statutory Paternity Pay for the first two weeks meaning you will receive full pay for up to six weeks, inclusive of SPP.

Further information

We may ask you to confirm the date of the child's birth, placement for adoption or entry into Great Britain if you have not already provided this information. You must respond to our request within 28 days, or as soon as is reasonably practicable.
Your rights during shared paternity leave

During paternity leave, all the terms and conditions of your contract except normal pay will continue. Your pay will be replaced with enhanced paternity pay if you are eligible for it. However, other benefits such as holiday entitlement will continue to accrue and pension contributions will continue to be paid.

Returning to work after paternity leave
Following your paternity leave, you generally have the right to resume working in the same job as before on terms and conditions that are no less favourable than the terms that would have applied had you not been absent. Your continuity of employment is not affected.

Time off for antenatal appointments

If you have a qualifying relationship with a person who is pregnant, you have a statutory right to take unpaid time off to accompany that person at up to two antenatal appointments.

This could be you if you are the spouse or civil partner of the pregnant person, or you could be living with the pregnant person in an enduring family relationship (and you are not their parent, grandparent, sister, brother, aunt or uncle). In addition, you will be eligible for the time off if you are the biological parent of the expected child. 
To make a request for time off to accompany someone to an antenatal appointment, you will need to complete Form to request time off to accompany pregnant individual to antenatal appointment and give this to your line manager.

The antenatal appointment must be made on the advice of a registered medical practitioner, midwife or nurse. The right to time off work is limited to a maximum of six-and-a-half hours for each appointment.

You should give your line managers much notice as possible of when you need the time off for the antenatal appointments and, wherever possible, try to arrange them as near to the start or end of the working day.

Time off to attend adoption appointments.

If you are adopting a child jointly, one of you can elect to take paid time off to attend up to five adoption appointments. The other adoptive parent is entitled to take unpaid time off to attend up to two adoption appointments.

The parent who takes paid time off is not entitled, later on, to take paternity leave in respect of the child.

To make a request for time off to attend an adoption appointment, you will need to complete Form for joint adopter to 

request time off to attend adoption appointment and give this to your line manager.
The appointment must have been arranged by or at the request of the adoption agency. The right to time off work is limited to a maximum of six-and-a-half hours for each appointment.

You should give your line manager as much notice as possible of when you need the time off for the adoption appointment and, wherever possible, arrange them as near to the start or end of the working day as possible.
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Recruitment Policy

Purpose

The Students Union is committed to attracting and retaining a high performing workforce which makes a critical contribution to its success. This policy provides a framework which enables the Students Union to meet its staff resourcing requirements through a range of routes which, whilst allowing for flexibility of approach, will comply with relevant legislation.

The Students Union aims to recruit staff that share and understand our commitment and to ensure that no job applicant is treated unfairly by reason of a protected characteristic as defined within the Equality Act 2010.  

Scope

This policy applies to the identification, recruitment and engagement of all members of the Student Union’s workforce.

The workforce includes members of staff employed on open-ended or fixed term employment contracts; external secondees; casual workers; agency workers; self-employed workers; consultants and contractors.

Aims of the Policy

The Recruitment process outlined in this policy is underpinned by the following general principles:

· When a resource requirement is identified, full consideration is given to the most effective and efficient way to meet the need, which may not be direct replacement.

· The Recruitment Policy is fair and transparent, and is carried out in accordance with relevant employment, equality and procurement legislative requirements and best practice.

· The Students Union is committed to making reasonable adjustments to prevent applicants from being placed at a disadvantage by any practice within the recruitment and selection process or any physical feature of the premises.

· The Students Union staff are not involved in the recruitment and selection of close relatives, partners or friends.

· Appropriate selection methods and objective criteria (e.g. qualifications, competencies, skills, knowledge and experience) are used to identify and appoint the best candidate for each role, in a fair and effective manner.

· Selection methods allow the candidate to best demonstrate his or her skills, knowledge and abilities against the person specification – and to obtain information about the role, department which helps them determine their suitability for the role.

· All applicants for positions at the Students Union have a positive experience and are left with a good impression of the Students Union as a whole.

· All members of staff involved in recruitment and selection are expected to familiarise themselves with this policy and guidance, and to complete appropriate training.

Identifying Recruitment Needs

When a vacancy arises, the decision to recruit a replacement for the job holder will be carefully considered by the Chief Executive and appropriate Mangers, whilst considering the impact on the budget. They will evaluate whether the job could be carried out in a different way or whether there may be an internal candidate who could transfer or develop the skills necessary for the role.

Defining the Role

To ensure objectivity, the duties and the skills required by the job holder will be reviewed and any existing documentation updated so that candidates are assessed against the same framework.  

If there is no Job Description or Person Specification for the position, this will be drafted setting out the tasks that make up the job, the outputs expected, how the role fits into the organisational structure and the skills, behaviours and experienced required. 

This will be developed under the following headings:
· job title
· responsibilities of the post
· specific qualifications required
· specific experience required
· personality to carry out the post and fit in with existing personnel
· future requirements of the job
· likely career progression with the job salary/grade

Methods of Recruitment

To ensure that the best candidate is attracted and appointed the Students Union may use any or all of the following methods of recruitment:  

· advertising the vacancy internally
· advertising in the appropriate media 
· recruitment agencies 
· encouraging existing employees to recommend a candidate. 

All externally advertised roles are listed on the Student Union’s website which directs candidates to apply by completing the relevant Application Form in full.  CVs will not be accepted in substitution for completed Application Forms, except in the case of variable hours workers.

All applications will be handled in confidence and circulated only to those involved in the recruitment process.

Care will be taken to use selection methods and techniques which are relevant to the job.  These will be reviewed regularly to ensure their fairness and consistency of application.

The Chief Executive should ensure that an Equal Opportunities Statement be included in all advertisements.

Shortlists and Interviews

The first step in selecting candidates for interview is to create a shortlist.  Shortlisting is undertaken by at least two members of the selection panel to help ensure objectivity.  Shortlisting is carried out on the basis of information included in the completed application form which is used to measure and score applicants against the criteria outlined in the person specification. 

The main method of selection for permanent staff is normally a selection panel interview.   

Interview questions and structure of the interview should be consistently applied to all candidates and should be based on the person specification for the role. Before interviews begin, panel members should agree questions under each of the competency headings with candidates measured and scored against these. 

The selection process is an opportunity to present candidates with a good impression of the Students Union and to provide information which will help the candidate determine their interests in the role.  

Travel expenses will be reimbursed where appropriate.

If any tests are to be given (e.g. skills tests, presentations, aptitude tests), the candidates will be given details in advance.  

Making an Offer
The Chief Executive should make a verbal offer to the successful candidate, subject to references, if applicable. Once the candidate confirms that they accept the offer, HR will prepare the offer of employment, subject to references. 

All unsuccessful candidates will be advised of the outcome by letter.  In the case of internal applicants being unsuccessful, the line manager will communicate this directly.  If an unsuccessful interview candidate requests feedback, it is expected that the Chief Executive will provide meaningful feedback as soon as possible after the selection process.

All permanent positions will be subject to a 6-month probationary period.

References 

References will always be taken up on external candidates once an offer of employment has been made and accepted.  Candidates will be asked to provide the details of two referees, one of whom should be the current employer, where applicable.    All offers of employment are made subject to the receipt of satisfactory references.  References from relatives or friends will not be accepted. 



It is not permissible under the Equality Act to enquire about the sickness absence record of an applicant prior to an offer of employment being made to them. 

When requesting references, it is helpful to seek precise information and confirm facts, such as length of employment, relationship of the applicant to the referee, job title, brief details of responsibilities, reasons for leaving, performance and any other relevant information. It is helpful to the referee to include a copy of the job description and person specification of the post being recruited.

Social networking sites must not be used as a means of screening as this could breach privacy and data protection legislation.

Appointments 

Successful candidates should only start in post once satisfactory references have been received. In cases where they have not been received prior to the candidates start date, the Chief Executive should contact HR as it may be necessary to delay the individuals start date. 

New starters are required to attend HR on their first day of employment, bringing with them their Income Tax Form, P45 and proof of eligibility to work in the UK. Employees who do not produce evidence of their entitlement to work in the UK on or before their first day of employment cannot commence employment and will not receive their salary payments.

Data Protection Legislation

a) Privacy Notice

This policy, together with the information contained in the table of applicant data (available on request), constitutes a privacy notice setting out the information the Students’ Union holds about applicants, the purpose for which this data is held and the lawful basis on which it is held. The Students’ Union may process personal information without applicants’ knowledge or consent, in compliance with this policy, where this is required or permitted by law.

If the purpose for processing any piece of data about applicants should change, the Students’ Union will update the table of applicant data with the new purpose and the lawful basis for processing the data and will notify applicants. 

b) Consent to Data Processing

The Students’ Union does not require consent from applicants to process most types of applicant data. In addition, the Students’ Union will not usually need consent to use special categories of personal information in order to carry out legal obligations, exercise specific rights in the field of employment law or when it is necessary for the Students Union’s legitimate interests and public interest.

Where applicants have provided consent to the collection, processing and transfer of personal information for a specific purpose, they have the right to withdraw consent for that specific processing at any time. Once the Students’ Union has received notification of withdrawal of consent it will no longer process information for the purpose or purposes originally agreed to, unless it has another legitimate basis for doing so in law.


c) Lawful Processing of Information about Criminal Convictions

The Students’ Union will only collect information about criminal convictions if it is appropriate given the nature of the role and where it is legally able to do so. 

d) Automated Decision Making

Automated decision-making takes place when an electronic system uses personal information to make a decision without human intervention. 

The Students’ Union does not envisage that any decisions will be taken about applicants using automated means, however applicants will be notified if this position changes. 

e) Retention of Data

The Students’ Union will only retain applicants’ personal information for as long as necessary to fulfil the purposes it was collected it for, including for the purposes of satisfying any legal, accounting, or reporting requirements. Details of retention periods for different aspects of personal information are set out in the table of applicant data (available on request).

Under current data protection legislation, unsuccessful candidates can request copies of any notes held on them that are stored in a structured way.   All notes regarding the selection of candidates will therefore clearly demonstrate where the candidate did and did not compare to other candidates in terms of the skills and knowledge required by the job.


Confidentiality and Compliance

The Students’ Union has put in place appropriate security measures to prevent personal information from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. Details of these measures are available upon request. 

The Students’ Union may share personal information with third parties. The Students’ Union requires third parties to respect the security of applicant data and to treat it in accordance with the law. The Students’ Union may also need to share personal information with a regulator or to otherwise comply with the law.

All staff involved in a Selection Panel should ensure that confidentiality is paramount. All documentation is treated in accordance to the data protection legislation.

All staff involved in the recruitment and selection of staff should declare any conflicts of interests or personal interests to any applicants to the Chair of the panel at the beginning of the recruitment process. Examples of conflict of interests could be where a panel member is involved in the shortlisting and/or interviewing of a candidate who is a spouse, partner, close friend of other family member.

All recruitment and selection should be conducted in compliance to current employment legislation.




Implementation, Monitoring and Review

This Policy will be reviewed on an annual basis. Any amendments required will be circulated to the HR Sub-Group for discussion and approval.
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Redundancy Policy
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Scope and Definitions

For the purposes of this procedure, redundancy is defined in accordance with Section 139 of the Employment Rights Act 1996 or successor legislation.

The pool for selection is the group of employees from which those who are potentially to be made redundant will be drawn.  The pool will depend upon the area or areas of activity in which the Students Union’s requirements for employees to carry out work of a particular kind have ceased or diminished.  The pool will vary depending on the situation and to the extent to which the roles can be deemed interchangeable.  In some cases (for example, in relation to a very specialist post), the role may be unique and there will not be a pool, in which case there is no selection decision to be made and the individual is provisionally selected for redundancy on the basis that the position is unique.

Where there is a pool, selection criteria will be developed to determine which employee(s) are at risk of potential redundancy.  Selection criteria will normally be based on the current and future needs of the service in relation to that specific area of activity.

In normal circumstances, the Company reserves the right not to follow the Redundancy Policy if the employee has less than two years’ service.  

Consultation 

As soon as is reasonably practicable the Students Union will consult with individual employees whose positions are at risk of being made redundant.   

The purpose of consultation in a redundancy situation is to provide as early an opportunity as practicable to share the problem and explore possible options. 

The Union may, at any time during the redundancy procedures, contract with an external consultant or other appropriate independent third party to carry out any part or all of the procedures.  This is usually considered where the issues are particularly complex or sensitive or if there is no-one internally available to carry out the process. In exceptional circumstances, we may request a member of our board to carry out all or part of this procedure.

Where there is a possibility of compulsory redundancy the Students Union will commence consultation with the employees on the following points:

· the reason for the proposals;
· the number and descriptions of posts likely to be dismissed as redundant;
· the total number of employees of that description employed by the Students Union;
· the period of consultation;
· the proposed method of selecting the employees who may be dismissed;
· the proposed selection criteria including any weighting to apply to individual criteria. 
· the proposed method of carrying out the dismissals and timescales;
· the proposed method of calculating the amount of any redundancy payments to be made to employees who may be dismissed (other than statutory redundancy payment).


Procedural Steps for Redundancy

The individual consultation process will vary in accordance with different redundancy situations, but as a minimum will comply with the following; -  

Invitation to a Meeting

As soon as is reasonably practicable after a potential redundancy situation has been identified, the Students Union will consult with all employees whose positions are at risk.

The Meetings

There will normally be at least two meetings with an employee in a redundancy situation. 

The first meeting will be held before any selection decision is taken and the purpose of the meeting is:

· to explain the reason for the proposed redundancy exercise;
· to identify that the employee is “at risk” of redundancy;
· to give the employee a fair opportunity to discuss any factors which may contribute to their selection for dismissal by reason of redundancy;
· to discuss the possibility of suitable alternative work and to consider any other vacancies within the university should they be selected for redundancy;
· to listen to any comments/representations that the employee wishes to make.

Following this meeting and the completion of a selection process the employee will be invited to a second meeting. At that meeting they will be advised if they have been selected for redundancy. The employee will be entitled to see and comment on their own assessment scores against criteria.  Any comments will be taken into account at this point and a record kept of whether or not the scores require to be amended, any amended scores and the reason for any decision taken to make a change.

The purpose of the second meeting is to:

· advise if the employee has been selected for redundancy;
· consider any requests for voluntary redundancy;
· review the position in relation to suitable alternative work;
· to listen to any other comments/representations that the employee may wish to make. If the outcome of the second meeting is that redundancy remains likely, then the employee will be invited to attend a final meeting to confirm the conclusion of the consultation period.  

Although not a statutory right, the employee will can be accompanied to consultation meetings by a colleague or trade union representative.

For the final meeting, as this may result in dismissal of the employee by reason of redundancy the employee has the right to be accompanied to this meeting by a colleague or trade union representative. 

Following this meeting the Chief Executive will inform the employee of the decision.  If the decision is to dismiss the employee by reason of redundancy, the written notice will:

· inform the employee that his/her employment will end and the date upon which it will end;
· explain the basis for the decision;
· set out any arrangements in relation to the notice period i.e. whether the Students Union requires the employee to work their notice;
· state details of the payment due;
· advise the employee of his right to a reasonable amount of time off to look for another job or to arrange training;
· give details of outplacement support; 
· give details of the right of appeal.

Compensation

Employees with two or more years’ continuous service have the right to a statutory redundancy payment.  Current statutory payments can be found at:

		https://www.gov.uk/redundant-your-rights/redundancy-pay  


Outplacement Support 

Students’ Union will put into practice redeployment, retraining and other services to support staff under threat of redundancy.

Period of Notice

The Students Union will try to give employees as much notice as is reasonably practicable, but the minimum periods of notice are as per the employee’s contract of employment and subject to statutory consultation requirements. The Students Union may ask the employee to work their notice period, or to remain at home.  The employees may be required to use any outstanding holiday entitlement during the notice period. 

Appeals 

An employee dismissed by reason of redundancy shall have the right of appeal against the decision. The appeal must be lodged in writing 5 working days from the date of the notice of redundancy.  The letter must set out the grounds for appeal and a hearing will then be convened at which the decision and appeal shall then be considered by the next level of management.

An appeal can be based on the grounds that you are dissatisfied with the way we applied the selection criteria, or that you believe you have been unfairly disadvantaged by the selection criteria, or that you consider you were not given a fair opportunity to put forward your representations.

The Officer to whom the appeal should be addressed will have been identified to the employee in the letter confirming the redundancy decision.
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Safeguarding Policy

Introduction

University of Stirling Students’ Union values and encourages the involvement of students in all its activities, societies and events, and the use of services. Occasionally these students or the work of these students may include children, young people or vulnerable adults, whose involvement and input to the union is also encouraged and appreciated. Through its safeguarding policy the Students’ Union is committed to promoting the wellbeing and enjoyment of everyone involved, and protecting their health, safety and general welfare of all while in the Students’ Union of student union staff, elected officers or representatives and volunteers.

The Students’ Union aims to treat all students fairly and with equality of opportunity, and as a student’s age or vulnerable status will not always be evident the Students’ Union extends the best practices for dealing with children, young people or vulnerable adults to all students whilst at the same time acknowledging their independence and autonomy. 

This policy is to:

a) Promote the safety of children, young people and vulnerable adults and any students in contact with the students’ union.
b) Promote the safety and support of staff, elected officers or representatives and volunteers who have contact with the above.

Statement of Intent

Children, young people and vulnerable adults may be involved with students’ union staff, elected officers or representatives and/or volunteers through a variety of activities or visits. In promoting this policy, the Students’ Union is keen to take reasonable steps to:

a) Provide a friendly, secure and comfortable environment for the benefit and enjoyment of all students and visitors taking into consideration the needs of all concerned.
b) Keep them safe from harm while in the Students’ Union of its staff, elected officers or representatives and volunteers.
c) Support and protect the interests of staff, elected officers or representatives and volunteers who have contact with, or access to, children, young people and vulnerable adults.

Scope of the Policy

Students’ Union representatives affected:

a) All Students’ union staff
b) Any elected officers and representatives
c) Students’ union volunteers
d) All students using the Students' Union services, including visitors and associate members.

This policy provides guidance for anybody who has contact with potentially vulnerable people through their union sponsored or supported activities. This includes the groups defined below but it should also be remembered that everyone should be treated with respect and care in line with Students’ Union policies, regardless of whether they are identified as part of a ‘vulnerable group’.

Definitions

The definitions of 'child', 'young person' and ‘vulnerable adult’ used in this policy are as follows:

a) A child: is anyone under 18 (or under 16 if in employment).
b) A young person: is anyone between 16 and 18. 
c) A vulnerable adult: means a person aged 18 or over who has a condition of the following type: i) a learning or physical disability; ii) a physical or mental illness, chronic or otherwise, including an addiction to alcohol or drugs; or iii) a reduction in physical or mental capacity.

We do not assume that all children, young people or vulnerable adults are automatically at risk or unable to cope. In most situations sensitivity, common sense and awareness of this policy will provide the necessary protection and adjustments for everyone.

Guiding Principles

The core principles behind this policy are:

a) Welfare

i. Friendly and open environment
ii. As an organisation that values and encourages the involvement of all students, the students’ union aims to provide a friendly, safe, secure and enjoyable experience for all of its staff, elected officers and representatives and volunteers, and for any individuals participating in or benefiting from, its services and activities.
iii. When working with children, young people and vulnerable adults, the Student’s Union intends that all students’ union representatives see themselves as part of a team sharing this common interest. As well as good public relations, such an approach should ensure that anyone who may be vulnerable feels able to raise any concerns they may have and discuss anything they may be unhappy about.
iv. In everyday interaction between students and representatives of the students’ union it is not always possible to determine if someone falls within the categories of vulnerable adult or child/young person. Therefore, it is important that all students’ union representatives treat everyone with equal sensitivity, which in itself will add to the provision of a friendly, safe, secure and enjoyable experience for all.
v. Students should feel safe and supported
vi. The fundamental principle, both in law and good practice, is that whenever the interests of a child, young person or vulnerable adult are involved, their welfare must always be paramount. The Students’ Union recognises this, and all students’ union representatives should seek to implement this principle and extend it to work with any student they interact with.


b) Individuals with Rights

i. All our students have rights as individuals and should be treated with dignity and respect regardless of their status as an adult, child, young person or vulnerable adult
ii. All students should feel comfortable and able to approach a students’ union representative.
iii. The Children’s Act 1989 gives children and young people certain rights, including the right to be listened to and to talk about any worries they may have, as well as the right to be protected if they are in danger, or at risk of harm.
iv. Building on the above children, young people and vulnerable adults should feel able to approach a students’ union representative for help, without fear of recrimination. It is our view that this also applies to every student regardless of whether they fit into a particular ‘vulnerable category’.

c) Selection of Staff, Officers and Volunteers

i. Recruitment to comply with employment law, equality and diversity and selection guidance 
ii. Application of fair practices – takes into account that they may come into contact with children, young people and vulnerable adults
iii. Support and supervision
iv. Safeguarding training as appropriate, child protection training as appropriate.

DBS Checks

1. Only for those who have substantial contact with children, young people and vulnerable adults
2. Other systems should be used for those who have infrequent contact with children, young people and vulnerable adults, such as a DBS certified supervisor

Where paid staff, elected officers or representatives or union volunteers are working regularly and closely with students or others who are identified as vulnerable, DBS checks may be required.  An example could be where specific activities, programmes or residential courses are offered for school groups, youth groups or special needs students or for regular one to one counselling with students under 18. DBS checks will not automatically be required for staff, elected officers or representatives or union volunteers coming into contact with young or vulnerable students in the course of normal Union activity.

Health and Safety Considerations

1. Enhanced duty of care as required for children, young people and vulnerable adults acknowledged and incorporated into policies and risk assessments for activities and departments. 
2. Planning and supervision of activities/events etc., that may include children, young people or vulnerable adults.


Code of Conduct

Some actions, no matter how well intentioned, may be misinterpreted and leave all parties vulnerable. The following is a quick reference guide to appropriate behaviour when working with children, young people and vulnerable adults.

Students’ Union representatives should:

· Remember they are a role model and provide an example for those they work with;
· Bear in mind that some actions, no matter how well-intentioned, may be easily misinterpreted and so leave all parties vulnerable;
· Be alert to any potential harm or inappropriate behaviour by young people;
· Sleeping arrangements should be carefully thought about and planned before any residential activities.  Whilst it is recommended that separate accommodation be provided for different genders, consideration must also be given to ensuring that an inclusive environment is provided for all and that the needs and preferences of any transgender and non-binary participants are met;
· Ensure they have adequate training if supervising sports or games, especially where physical contact is involved
· Respect individuals’ rights to privacy and confidentiality.
· Be aware that ‘abuse of a position of trust’ is a serious issue and ensure that they do not take advantage of any power imbalance arising from their position as a member of staff, elected officer or representative or union volunteer.
· Provide access for all students particularly children and young people to discuss any concerns they may have;
· Speak to the appropriate contact member of staff if they have concerns about an individual's safety.
· Adhere to external organisations safeguarding procedures and policies.

Students’ Union representatives should not:

· Be left alone for substantial periods of time with children, young people and vulnerable adults. Where one-to-one work is necessary they should inform another staff member where they are going, with whom and for how long;
· Permit abusive behaviour by others or engage in them (e.g. ridiculing, bullying and hazing);
· Show favouritism to or become too closely associated with an individual.
· Allow or engage in suggestive remarks, gestures or touching of a kind, which could be misunderstood;
· Jump to conclusions about others without checking facts;
· Hesitate to share concerns on any of these matters with the appropriate person.

Contact us if you have any concerns or for further details.
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Shared Parental Leave

Shared Parental Leave (ShPL) is a right which enables eligible mothers, fathers, partners and adopters to choose how to share time off work after their child is born or placed for adoption.  This could mean that the mother or adopter shares some of the leave with their partner, perhaps returning to work for part of the time and then resuming leave at a later date. This also applies to any employee who is eligible to apply for a Parental Order providing they meet the other qualifying conditions.

If an employee would like to request ShPL, they should contact their line manager as soon as possible to discuss the arrangements. Students’ Union will use this discussion as an opportunity to ensure that the employee is aware of their statutory rights or any contractual schemes that may be in place.  

Eligibility for Shared Parental Leave (ShPL)

· Both individuals must have caring responsibility for the child.  Eligible partners include the biological father or the mother's husband, civil partner or partner.
· The mother/primary adopter must have at least 26 weeks' continuous service with their employer at the 15th week before the baby's due date/matching date and must still be working for that same employer when they intend to start the ShPL.  This is called the ‘continuity of employment test’.
· The other parent/adopter must also have worked (on an employed or self-employed basis) for any 26 out of 66 weeks preceding the baby's expected date of birth/expected placement date.  During this period they must have earned at least £30.00 (gross) pay per week (as at April 2015) for any 13 of the 66 weeks.

If the mother/primary adopter does not qualify for maternity/adoption leave then the partner is not eligible for ShPL.  An example of when this might be the case is if the mother/primary adopter is not working.

Further Evidence of Eligibility

Students’ Union may, within 14 days of the ShPL notification being given by the employee, request the following:

· the name and business address of his or her partner’s employer (where the employee’s partner is no longer employed or is self-employed their contact details must be given instead)
· in the case of biological parents, a copy of the child's birth certificate (or, where one has not been issued, a declaration as to the time and place of the birth).
· in the case of an adopted child, documentary evidence of the name and address of the adoption agency, the date on which they were notified of having been matched with the child and the date on which the agency expects to place the child for adoption

In order to be entitled to ShPL, the employee must produce this information within 14 days of the employer’s request. 



Starting Parental Leave (ShPL)

The employee will only be able to start their ShPL:

· 2 weeks after the child's birth or placement
· when their partner has ended their Statutory Maternity Leave (SML) or Statutory Adoption Leave (SAL) and has opted to take ShPL instead.

Length of Shared Parental Leave Available

The employee's ShPL must end by no later than the 52nd week after the child's birth or placement for adoption.

The length of ShPL available is calculated by subtracting the number of weeks’ Maternity or Adoption Leave already taken by the mother/primary adopter from the maximum 52 weeks that is available.  The remaining weeks can be shared by the two eligible parents/partners.  It should be noted that this is not the number of weeks available to each parent but the total combined leave that can be shared between both of them.

The mother/primary adopter does not have to return to work before the father/partner is permitted to take leave.  The balance of the maternity/adoption leave and pay can then be shared between both eligible parents/partners and both can be on ShPL at the same time.  

Notice Requirements 

Initial Declaration

At the earliest opportunity and at least 8 weeks before the requested ShPL is due to start, both parents should give their own employer a signed declaration (the appropriate form is available from the employee’s line manager) confirming their intention to take ShPL and that they meet the eligibility requirements.  This declaration should contain the following:

· The date on which the child is expected to be born or actual date of birth or, in the case of adoption, when the employee was notified of having been matched with the child and the expected date of placement
· The names and NI numbers of both parents/partners.
· Confirmation that they both meet the eligibility criteria, that the information is accurate and that if either ceases to meet the conditions of entitlement to ShPL then they will notify their employer immediately.
· Confirmation as to how much leave and pay, if any, has already been taken as Maternity/Adoption Leave.
· Details of how much remains to be taken as ShPL and Shared Parental Pay (ShPP), if applicable, and how this will be divided between the two people.  This should also include a non-binding indication of the expected pattern of leave the employee is intending taking including proposed start and end dates.


Notification

When an eligible employee wishes to take ShPL they must provide Students’ Union with a written declaration to take ShPL, detailing the periods they wish to take and provide the relevant notice at least 8 weeks, before the start date of the first period of ShPL.  In addition to the above information, each eligible parent/partner intending to take ShPL must include the following details:

· how much leave the parent/partner is intending to take;
· a start and end date or the proposed pattern of leave e.g. continuous/discontinuous.

The employee can submit up to three separate notices of their intention to take ShPL.  The employee must give at least 8 weeks' written notice to the employer before each period of leave is due to commence in each of the three separate notices.  This notice is binding.

The mother/primary adopter can only withdraw their binding notice if:

· either of the parents/partner discover that they do not meet the eligibility requirements, or 
· notice was given before the birth, the mother then changes her mind within 6 weeks of giving birth and she decides to remain on maternity leave.  

How the Shared Parental Leave may be Taken

An eligible employee may request ShPL to be taken in one continuous period or in a discontinuous pattern of leave.  However, each period of leave must be taken in blocks of at least one week and ShPL can start on any day of the week.  The employee can request ShPL to be taken as follows in a:

· single ’continuous’ block of leave, 
· several patterns of ‘discontinuous’ leave e.g. alternate weeks of ShPL with alternate weeks of return to work over a period of 12 weeks.    

Where an employee's notification is for a ‘continuous’ block of leave Students’ Union will agree to the request, providing the relevant 8 weeks’ notice has been given.  However an employee’s notification for ‘discontinuous’ blocks of leave may be refused by Students’ Union.  
If the ‘discontinuous’ blocks have been refused and an alternative agreement is not reached between Students’ Union and the employee, the total number of weeks of leave originally requested in the notice must be taken in one single continuous block starting on the initial date the first ‘discontinuous’ block of leave had been requested to start.  It is therefore beneficial for employees to discuss their request, prior to submitting a notice for discontinuous blocks of leave, to enable both parties to agree how the different blocks of leave can be taken to avoid this situation arising.  

Changes to the Leave 

Students’ Union recognises that the employee’s plans may change during the maternity or adoption leave period.  There is however a maximum of three notifications of a period of leave or variations of a period of leave which will apply.  This includes the first notification 




Premature Birth

Different notification requirements apply if the baby is born early (i.e. before the beginning of the expected week of childbirth - EWC) and the parent/partner had booked ShPL/ShPP to be taken in the 8-week period following the expected week of childbirth. 

In this case, the parent/partner may prefer to take the booked leave and pay after the actual birth.  The employee should provide the employer with notice to vary their ShPL and ShPP as soon as practicable following the birth.  This flexibility does not apply to ShPL or ShPP booked to start 8 or more weeks after the EWC, nor does it allow the parent to vary the number of weeks of leave or pay requested.  

Approving the Shared Parental Leave 

It is up to each employee to discuss the proposed pattern of leave with their line manager.  As with any request for leave, this needs to be approved by Students’ Union.  Students’ Union will respond to the employee’s request for ShPL to either approve or refuse the discontinuous leave as soon as is reasonably practical within 14 days (discussion period) of the request being made.

If, after the discussion period, the line manager is unable to agree to the employee's requested discontinuous pattern of leave, the employee must either take that period of leave in a single continuous block or withdraw the notice request for leave within two days of the end of the discussion period.  This will not be counted as one of the three notices and a new notice can be submitted.

The employee can choose another start date when this leave period will begin within 5 days of the end of the discussion period, however the leave cannot start any earlier than the initial notified start date.  

Pay and Benefits during Shared Parental Leave

The employee will only receive Statutory Parental Leave Pay (ShPP) during the time their partner would have been receiving Statutory Maternity or Adoption Pay, or Maternity Allowance.

The amount of ShPP that is available is calculated by subtracting the number of statutory weeks’ Maternity or Adoption Leave Pay that has already been paid from the paid entitlement of 39 weeks.   The remainder of the unused ShPP can then be shared by the two eligible parents/partners.  It should be noted that this is not the number of weeks’ pay available to each parent but the total ShPP that is available to be shared between them.  The employee must confirm in their notice if they intend to claim ShPP during the requested leave period.

During the paid period of ShPL (if any) an employee will be entitled to continue to receive any pay related benefits such as pension contributions.

At the end of any paid period, an employee’s entitlement to pay related benefits will cease.  However, in the case of pensions, the employee will require to contact their Pension provider to discuss what actions they are required to take.  The employee should inform the employer of any actions necessary.

During the whole of the ShPL an employee will be entitled to receive all non-pay related benefits (such as contractual private health care, childcare vouchers, Students Union vehicle, if applicable).

Annual Leave and Shared Parental Leave

An employee is entitled to continue to accrue their contractual annual leave entitlement during ShPL.

However, annual leave cannot be taken at the same time as ShPL.  The employee must discuss with the line manager the possibility of taking any untaken annual leave at the start or end of the ShPL.  It is important to remember that annual leave can be carried over from one holiday year to another in these circumstances and therefore careful planning of annual leave is essential.

Shared Parental Leave in Touch (SPLIT) days

Employees will be able to use additional "keeping in touch" (KIT) days (a total of 20 days per parent/partner) whilst taking ShPL.  These will be known as "SPLIT days" to differentiate them from the 10 KIT days that are also available to be taken by the mother/primary adopter during the maternity leave and adoption leave.

The employee will be entitled to be paid for the work they undertake during this period.  The rate of pay will be their normal basic contractual pay. 

If the employee is still receiving Statutory Adoption or Maternity Pay when they undertake the work, the ShPP will be his or her basic contractual pay.
 
Students’ Union may make “reasonable contact” with the employee during their ShPL.  The purpose of this contact will be for communication purposes only.  Prior to the employee going on ShPL, the line manager will discuss the preferred method of communication i.e. phone, email, letters. 

Returning to Work 

Following the ShPL, the employee will be entitled to return to their original job if they have not been absent for more than 26 weeks in total (either as one block or in aggregate) and including any time on maternity, paternity or adoption leave. 
 
If the absence is for more than 26 weeks, the employee has the right to return to a job that is similar and suitable to ensure that there has been no detriment because they have taken ShPL.

An employee who wishes to return to work earlier than their expected return date should make a written request to do so, giving at least 8 weeks' notice of the proposed date of return.  This will count as one of the three permitted requests.  If the employee has already used all three notifications to book/vary leave, the employer may consider the request but is not obliged to accept it.


Revoking Notice to Curtail Maternity or Adoption Leave 

If a mother or adopter has given notice to curtail their maternity or adoption leave, they may revoke (withdraw) the notice only if they have not returned to work, the curtailment date has not passed, and one of the following circumstances apply: 

· Where it is discovered during the 8 weeks following the notice that neither the mother/adopter nor their partner has any entitlement to ShPL or ShPP. 
· In the event of the death of the partner. 
· (for mothers only) If the notice was given before the birth, and the mother changes her mind she can revoke her maternity leave curtailment notice during the 6 weeks following the birth. 

If a mother or adopter revokes their notice in the first two circumstances, there is no further opportunity to opt into ShPL at a later date for the same child. 

A mother who revokes her maternity leave curtailment notice within 6 weeks of the birth, in the first of the above circumstances, will still be entitled to opt into ShPL at a later date with the same partner.  If the mother, then returns to work she can still decide to opt into ShPL; or she can give another notice to curtail her maternity leave. 

If the mother or adopter revokes their notice to end their maternity or adoption leave, they will remain on maternity or adoption leave.  Their entitlement to maternity or adoption leave is then restored back to a total of 52 weeks, even if their partner has already taken ShPL during the first 6 weeks of the birth or placement before they revoked their leave curtailment notice. 

Where a mother gives notice to curtail her maternity leave before the birth and then changes her mind within 6 weeks of the birth, her partner’s entitlement to ShPL stops.

Redundancy Situations

Should a potential restructure be considered in Students’ Union while an employee is on ShPL, the employee will be included in the consultations.

An employee whose role becomes redundant whilst taking ShPL must be considered for any suitable alternative employment in preference to other employees (in the same way as an employee who is on maternity leave).

Fraudulent Claims

Students’ Union can, where there is a suspicion that fraudulent information may have been provided or where Students’ Union has been informed by the HMRC that a fraudulent claim was made, investigate the matter further.  

If Students’ Union has investigated and it shows that fraud has been perpetrated the Disciplinary Procedures will be followed which may result in disciplinary action being taken up to and including dismissal if it is considered that the actions amount of gross misconduct.


[bookmark: _Time_Off_For][bookmark: _Toc150349638][bookmark: _Toc174623784]Time Off for Dependants

Employees have the right to take a reasonable amount of unpaid time off to deal with unexpected emergencies involving a dependant so they can make necessary longer-term arrangements.  

A dependant is defined as a parent, spouse, partner, child or someone who usually lives with the employee as part of their family or any other person who reasonably relies on the employee for assistance.

There is no minimum length of service period for an employee to qualify for this right.

The right to time off is as follows:

· To make arrangements for caring for a dependant when the normal care arrangement breaks down, for example, if a childminder or nurse fails to turn up.

· To help or make arrangements when a dependant is ill or injured.  The illness or injury does not have to be serious or life threatening and may be mental or physical.

· When a dependant gives birth.  This does not include taking time off after the birth to care for the child.

· When a dependant dies. Further information on compassionate leave is detailed in Part 1 of this Handbook (Section 11a – Bereavement). 

· To deal with an unexpected incident involving a dependent child during school hours.

This right to time off is only to deal with emergencies and to put other care arrangements in place if the situation is expected to last for some time.  For example, in the case of the illness of a dependant, the employee is entitled to time off to make arrangements so that the dependant is looked after by someone else, they are not entitled to time off for the duration of the dependant’s illness. 

Employees are required to notify Students’ Union as soon as possible that they will be absent, the reason for the absence and how long they think they will not be at work.  If an employee fails to inform Students’ Union of their absence or the reason for it, this may result in disciplinary action being taken.

Students’ Union will require information about the nature and reason for the time off.  Any information provided will be dealt with in the strictest confidence.
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Transgender Equality Policy
Purpose of policy
This policy outlines our commitment to ensuring that transgender employees are treated with dignity and respect and are not disadvantaged in the workplace.
The policy sets out the steps we take to welcome and support transgender employees so that they feel that they belong and are able to thrive.
Scope
The policy covers all employees, contractors, temporary workers and job applicants and applies to all stages of the employment relationship.
The policy accompanies our Equality and Diversity policy, Equal Opportunities Policy and our  and anti-bullying, Harassment and Stalking policy.
Failure to take account of this policy may result in disciplinary action being taken against an employee.
Our commitment
We believe that diversity and inclusion bring benefits to the business and that people work better when they can be themselves and feel that they belong.
We are committed to providing a working environment that is free from discrimination, harassment or victimisation and will ensure that our recruitment, promotion and retention procedures do not treat people less favourably because of their gender identity.
Terminology
We recognise that terminology around gender identity is evolving as awareness increases and more people choose to self-define. Transgender is an umbrella term describing the diverse range of people whose gender identity differs from the sex that they were assigned at birth. An individual may identify as transgender but may not identify with the binary concept of woman or man.
We acknowledge that gender identity and sexual orientation are not interchangeable concepts. Gender identity is about a person's internal sense of their gender. This may or may not align with the sex they were assigned at birth. Sexual orientation, or sexuality, is about to whom someone is physically and/or emotionally attracted. This may be to someone of the same sex ("lesbian" or "gay"), a different sex ("heterosexual" or "straight") or more than one sex ("bisexual"). We will not assume that a transgender colleague has a particular sexual orientation.
Managers and colleagues should respect how an individual chooses to describe themselves and, if in doubt, should ask rather than assume. Using inappropriate language and terminology can cause offence and distress and undermines our efforts to create an inclusive workplace.
The appendix to this policy provides a glossary of some of the most commonly used terms.
The law
Equality Act 2010
Gender reassignment is one of the nine protected characteristics covered by the Equality Act 2010. The Act protects a person from discrimination, harassment and victimisation if they are "proposing to undergo, are undergoing, or have undergone a process (or part of a process) of gender reassignment". There is no requirement for the person to be under medical supervision to be protected. Under the Act, a person who takes time off work for gender reassignment must not be treated less favourably in respect of employment decisions, for example by being denied access to training or promotion opportunities.
The Act also protects anyone who is perceived to have the characteristic of gender reassignment or is associated with someone who has the protected characteristic of gender reassignment, such as an individual's partner or a friend.
An employee who treats a colleague less favourably because of gender reassignment, for example by refusing to work with them, may be held personally liable for discrimination.
Gender Recognition Act 2004
The Gender Recognition Act 2004 allows an individual to apply for a gender recognition certificate (GRC), which will give them legal recognition in their acquired gender and enables them to obtain a new birth certificate. The Act safeguards the privacy of an individual with a GRC by defining information relating to the gender recognition process as "protected information" and, except "in certain specific circumstances" (for example, for the purpose of preventing or investigating crime), it is a criminal offence to disclose such information without the individual's consent.
An application for a GRC will be made to the Gender Recognition Panel. Individuals are required to provide a medical diagnosis of gender dysphoria and evidence that they have lived in their acquired gender for two or more years and intend to do so permanently.
We will never ask an employee if they have a GRC, or require anyone to apply for one for employment purposes.
How we support transgender equality
We recognise that job applicants and employees are not required to tell us their gender identity or gender history. The gender in which an individual chooses to present will always be acknowledged and respected. This extends to individuals who identify as non-binary, ie they do not regard their gender identity as exclusively male or female.
To promote a workplace that is inclusive of people, regardless of their gender identity, we adopt the following approach.
Recruitment and selection
We wish to attract applicants from as wide a talent pool as possible and the recruitment process is designed to be inclusive of applicants regardless of their gender identity. Except in exceptional defined circumstances, a job applicant's gender identity is irrelevant. In an exceptional circumstance where the nature of a specific role might lawfully prevent someone who is transitioning from applying, legal advice must always be sought in advance of advertising.
Job advertisements should make clear that opportunities are open to all suitably qualified applicants. If this statement makes explicit reference to not discriminating on particular grounds, this reference should extend to all of the protected characteristics, including gender reassignment. Where an application form is used, this should not include a question about previous names as this may deter an individual who has transitioned from applying.
Hiring managers and interview panel members should not ask questions about an applicant's gender identity or history. If an individual chooses to mention this during the interview, they should be informed that we support transgender employees and assured that the disclosure will have no bearing on the outcome of the interview, will not be revealed outside the interview room or noted on the interview record.
The requirement to provide proof of identity to confirm the right to work in the UK can be particularly sensitive for a transgender applicant whose identification documentation may be in their previous names. We will always ensure that an applicant is made aware of the full range of permissible identification documents and that the process of checking is handled sensitively and with respect for the privacy of the individual.
Where an individual's documentation reveals their previous name and thereby their gender history, this information will be kept confidential and stored securely with the permission of the individual and in accordance with our data protection policy. The same approach will apply where an applicant is required to present qualification certificates before a job offer is confirmed and the certificates are in the applicant's previous name.
Monitoring
In line with our policy on equal opportunities in employment, we will gather and analyse information relating to the diversity of the workforce and applicants for employment and promotion. Equality monitoring enables us to identify under-representation and disparities of experience between different groups. Monitoring data helps inform our priorities for action and provides a baseline for measuring progress. Gender identity is included among other personal characteristics in our equality monitoring criteria.
The disclosure of personal information by employees/job applicants is voluntary and employees may withdraw their consent to its processing at any time. Any information disclosed will be treated in confidence, stored securely and used only to provide statistics for monitoring purposes in accordance with our data protection policy / policy on processing special categories of personal data. When communicating monitoring data, we will ensure that it is anonymised to avoid identifying individuals.
Employment
An employee who is transitioning may wish to be redeployed on a temporary or permanent basis. This may be because: the individual is in a public-facing role and wishes to avoid having to answer questions from the public about their gender identity; or the role involves particular tasks that will be difficult to undertake if undergoing a particular type of treatment (for example, hormone therapy that causes fatigue). Requests to be redeployed will be discussed with the employee and, where possible, we will seek to accommodate the employee's wishes. This will include agreement on whether the redeployment is to be temporary or permanent.
A manager should not put pressure on an individual to change jobs or make assumptions about their capability or wishes.
An employee's gender identity will not have a bearing on any employment decisions or access to benefits, except where permitted by law. For example, an individual who has transitioned but does not have a GRC may be required to disclose their gender history for insurance and pension purposes. In such circumstances, we will handle such information in line with our data protection policy.
Where pension and insurance providers request disclosure of an individual's gender identity, we will ensure that this requirement has been checked with the underwriter and the requirement is made clear in any scheme information provided to employees. In such circumstances, the employee's written consent will be obtained before disclosing their gender history and status.
Names and pronouns
We will take all necessary steps to ensure that an individual's change of name is respected. Whether intentional or not, consistently addressing a transgender employee by their previous name (known as "dead naming") is distressing to the individual and impacts on their sense of belonging.
A GRC is not required to enable someone to change their name and we will never ask an individual if they have a GRC to verify a name change.
We will always respect an individual's chosen pronouns. Consistently addressing a transgender employee by their previous name and/or an inappropriate pronoun may amount to harassment and will be dealt with accordingly.
Updating employee records
An individual does not need a GRC to request that their details are updated on their employment records. The individual will be treated in the same way as other employees wishing to update their details. We will agree with the individual what paper and electronic records need to be changed. These will include those records that may contain names, titles and other personal identifiers such as photographs on the organisation's website and intranet.
Where an employee is absent while completing their transition, any records that hold personal details should be updated by the time the individual presents at work with their new identity.
Confidentiality
All records that include details of an employee's gender history will be destroyed in a secure manner, unless there is a specific reason for retaining them (in which case the employee will be made aware of this and told why). Where other people in the organisation need to be aware of the employee's transition to make a change to a particular record, we will obtain the employee's consent, and restrict the information to those who need to know.
Where there is a need to retain documentation that shows someone's gender history, this information will be stored confidentially in line with the requirements of data protection legislation. The information will be held electronically in a secure environment (for example, password protected) that can be accessed only with the consent of the individual concerned. Only named individuals will be allowed to access this information and those individuals will be made aware that breaches of confidentiality could be unlawful and result in disciplinary action.
Care will be taken to ensure that any search of the organisation's records by others will not inadvertently reveal an employee's gender history.
It is an individual's decision as to whether they choose to reveal their gender status and we will respect their right to privacy. The right to privacy will apply regardless of whether or not the individual has a GRC.
Where an employee discloses information about their gender history or status (verbally or in writing), this will be treated as confidential. This includes any information provided to the line manager or HR. Such information will not be shared with others, unless there is a specific reason and then not without the written consent of the individual concerned. Disclosure of the gender history of someone with a GRC without their specific permission would normally be a criminal offence.
Information relating to an employee's gender status or history will not be disclosed to a third party without the individual's consent, for example when responding to a reference request.
Communication
Where an employee chooses to transition while working for us, we will work together with them to agree who will be told and by whom, and when and how this will happen. The most important consideration is that the employee feels safe in the workplace.
The employee may wish to tell colleagues about their transition or may prefer for this to be done by someone else on their behalf. We will encourage the individual to do what is best for them and, if the employee is not ready to tell anyone at the early stages, we will respect the employee's wishes. The employee is entitled to privacy and we will seek to protect them from intrusive enquiries.
Where an employee has a public or client-facing role, we will discuss with the individual what third parties need to know and how this should be handled.
We will be mindful of possible media interest and establish a protocol for handling media interest to ensure that:
· a transgender employee is not left to deal with this alone; and
· their colleagues understand the importance of not compromising the individual's right to privacy.
Bullying and harassment
We adopt a zero-tolerance approach to harassment, bullying or victimisation and such behaviour may result in action being taken under our disciplinary procedure.
Examples of harassment against transgender people include:
· verbal abuse such as name-calling, threats, derogatory remarks or belittling comments about transgender people;
· asking an individual if they have a GRC;
· jokes and banter about someone's gender identity or transgender people generally;
· refusing to use the appropriate pronoun (for example, calling a trans woman "he") or calling the person by the name they had before they transitioned;
· threatening behaviour or physical abuse;
· intrusive questioning about someone's gender identity or transition;
· excluding a transgender colleague from conversations or from social events;
· refusing to work with someone because they have transitioned; and
· displaying or circulating transphobic images and literature.
All employees are made aware of our policy on investigating claims of bullying and harassment and the procedures in place for handling complaints. We will also publicise our position on bullying and harassment to any third parties with which we engage.
Any complaints of bullying and harassment are taken seriously and dealt with promptly.
Working overseas
Where there is a possibility of working overseas, we will be alert to any issues that may arise in local jurisdictions where the law does not protect against discrimination because of gender identity. We will conduct a risk assessment and discuss the situation with the employee to agree the best way forward.
Toilets and facilities
We will support a transgender employee's right to use the toilets and facilities appropriate to their gender from the point at which the individual declares that they are living their life fully in that gender. In some cases, the individual may wish to use a single-occupancy toilet during their transition, but they must not be pressurised to do so, and this should not be seen as a long-term solution. A transgender person should not be expected to use an accessible toilet unless they wish to because they have a disability.
We will agree with the employee when they wish to start using the facilities appropriate to their affirmed gender and how this should be communicated to colleagues. Any concerns raised by others will be dealt with promptly and sensitively and harassment of the individual will not be tolerated.
Dress codes
We will agree with the employee what flexibility in our dress code may be permitted to accommodate the process of transition or where a gender-specific mode of dress would be uncomfortable for the individual.
If a transgender employee is required to wear a uniform, we will ensure that arrangements have been made to provide them with a uniform appropriate to their gender. The uniform will be available from the point at which the individual presents in their affirmed gender.
Training on transgender equality and gender reassignment
Information on transgender equality and gender identity is an integral part of our equality-awareness training for our staff. The aim is to help our workforce to understand what is and is not acceptable behaviour and to differentiate myth from reality, thereby minimising the potential for conflict arising from misunderstandings.
Discrimination because of gender identity is included in other training as appropriate, for example, induction, recruitment and selection, performance management and customer-care training.
Supporting an employee who is transitioning
We will be supportive of an employee who has made the decision to transition.
We acknowledge that the transition process and the time it takes will be unique to each individual and that it is not always a single process. We will not make assumptions about the employee or what they need but will instead work with the individual to ensure that they have the support that is right for them.
Transitioning is a major decision and the individual may have taken years to come to this point. They may fear rejection or ridicule by their work colleagues. It is therefore vital that we support the individual so that they can continue to work without fear of discrimination and harassment.
Once we have been made aware by an employee that they will be starting, or have started, the process of transitioning, an appropriate point of contact will be agreed with the employee. That person will work with the employee to develop a confidential action plan to manage the individual's transition at work.
The plan will consider what steps to take before, during and after the employee's transition. No action will be taken without the employee's consent.
It is important to develop a plan that is bespoke to the individual employee. Some of the key issues to address are likely to include:
· when and how an individual will present at work in their affirmed gender;
· handling a request by the employee to change their job temporarily during the transition process or to move to a new role permanently;
· the point at which colleagues, especially any direct reports, will be informed and how this will be done;
· if and how third parties, such as clients, should be informed;
· how absence from work for reasons associated with transitioning (for example, for medical appointments and/or medical treatment) will be handled;
· arrangements for changing the individual's name on their personnel records, email, security badges etc;
· confidentiality; and
· dress codes and/or uniforms.
Transitioning is a process that takes time, and, to help both parties, regular review meetings will be arranged to manage the process. This will ensure that the right support is in place and enable the plan to be amended as things change. Effective support for someone who is transitioning requires dialogue, agreed action and respect.
Appendix: glossary
· Acquired gender: Used in the Gender Recognition Act 2004 to describe a person's gender after transitioning. As this is a legal term, many people now prefer to use the term "affirmed" gender.
· Assigned gender: The gender assigned to someone at birth, based on their physical characteristics.
· Cisgender (or Cis): Describes someone whose gender identity matches the sex that they were assigned at birth.
· Cisnormative: An assumption that gender is a binary concept and that being cisgender is the norm.
· Cross dresser: Someone who chooses to wear clothes not conventionally associated with their assigned gender. "Cross dresser" is now used in preference to the term "transvestite", which is considered to be outdated and can cause offence. Cross dressers are often comfortable with their assigned gender and therefore may not intend to transition.
· Dead naming: Refers to calling a transgender or non-binary person by their birth name and not their chosen name. Whether or not this is intentional, it can cause distress for the individual and have an impact on their sense of belonging. It is important to respect an individual's chosen name.
· Gender or Gender Identity: Describes a person's innate sense of themselves. For example, they may identify as female, male, as having no gender, as non-binary or as gender fluid. A person's gender identity may not correspond with the sex that they were assigned at birth. Gender is increasingly recognised as not being a binary concept, but on a spectrum.
· Gender dysphoria: A recognised medical condition where someone experiences severe discomfort and anxiety because their gender identity does not align with the gender that they were assigned at birth.
· Gender expression: How an individual presents their gender identity to others, for example through their appearance and behaviour.
· Gender reassignment (or transitioning): The process where an individual changes their expressed gender to live fully in the gender with which they identify. For example, a person who was assigned female at birth decides to take steps to live the rest of their life as a man. Gender reassignment does not require medical treatment and is a protected characteristic under the Equality Act 2010. For many transgender people, the terms "gender confirmation" or "gender affirmation" are now preferred to "gender reassignment".
· Intersex: An individual who is biologically not of the male or female sex. The sex that an intersex person was assigned at birth may differ from their gender identity.
· LGBT+: Lesbian, gay, bisexual, transgender is a commonly used acronym. The "plus" denotes inclusion of other identities such as intersex or asexual. The acronym is often expanded to LGBTQI with "Q" standing for Queer (or questioning) and "I" for intersex.
· Misgendering: When a transgender person is referred to by the sex that they were assigned at birth.
· Natal gender (or natal man/natal woman): Used as an alternative by some people to Cisgender (or Cis).
· Non-binary: A term used by people who feel that their gender identity is not binary male or female. Some non-binary people may identify as having no gender or being genderless (agender), while others may identify in between male and female, or as having a gender that is different to either male or female. Some people identify as "gender fluid" meaning that their gender identity moves between two or more gender identities in different circumstances. The terms "non-binary" and "transgender" are distinct and should not be used interchangeably.
· Passing: Used to describe people who are seen by others as being in the gender with which they identify. For example, a trans woman "passes" when she is seen by others as a woman, not as someone whose assigned gender is male.
· Pronouns: Terms people use to refer to others - often gendered "he/him", "she/her" - sometimes neutral/unisex "they/them". (This is not an exhaustive list.)
· Real life experience: The period of time that a person must live and work in their acquired gender before being given medical treatment through the NHS. In most cases, this period is between one and two years.
· Sex: The biological and physiological differences that define men and women.
· Trans man (female to male): Used to describe a person who was assigned as female at birth but identifies as male and is transitioning, or has transitioned, from female to male.
· Trans woman (male to female): Used to describe a person who was assigned as male at birth but identifies as female and is transitioning, or has transitioned, from male to female.
· Transgender (or trans): An umbrella term describing the diverse range of people whose gender identity or gender expression differs from the gender they were assigned at birth.
· Transitioning: The steps taken by individuals to live in the gender with which they identify. These steps can be social, psychological, legal and may sometimes involve medical procedures. Each person's experience of transitioning is unique to them. Transition is not about the individual "becoming" as it is about them "gender affirming".
· Transsexual: Under the Equality Act 2010, a transsexual person is someone who has the protected characteristic of gender reassignment (see above). A transsexual person does not have to be under medical supervision to be protected under the Act. The term is now considered to be out of date and the more inclusive term "transgender" is preferred.
· Transphobia: A fear of or a dislike of transgender people. It is based on prejudice and misunderstanding and can involve verbal abuse, physical violence and other forms of harassment.

















[bookmark: volunteers-policy][bookmark: _Toc174623786]Volunteers Policy

[bookmark: DCAM-2867461]Purpose of this Policy and Introduction 

The purpose of this policy is to clarify the terms on which volunteers carry out tasks for the organisation. The policy does not constitute, either implicitly or explicitly, a binding contract of employment or a contract for services. The organisation reserves the right to change any aspect of this policy at any time.

[bookmark: DCAM-2867462]Definition of “Volunteer"

A volunteer is someone who, without compensation or expectation of compensation beyond reimbursement of expenses incurred in the course of their volunteer duties, performs a task at the direction of and on behalf of the organisation. Volunteers are not employees of the organisation and do not work under a contract for services. They undertake to carry out specific tasks on behalf of the organisation but are under no obligation to offer their services. Similarly, the organisation is not obliged to offer them work.

While volunteers have no employment rights such as paid sickness and holidays, they are covered by the organisation's rules on health and safety and equal opportunities and should ensure that they are aware of and follow these policies.

[bookmark: DCAM-2867463]Users and Relatives as Volunteers

Clients of the organisation may be accepted as volunteers, where such service does not constitute an obstruction to, or conflict with, service provision to the users or to others. Relatives of clients may also serve as volunteers but will not be asked to carry out any work that impinges upon their relationship.

[bookmark: DCAM-2867464]Service at the Discretion of the Organisation

The organisation accepts the service of all volunteers with the understanding that such service is at its sole discretion. Volunteers agree that the organisation may at any time, for whatever reason, decide to terminate their relationship.
If a volunteer wishes to end their relationship with the organisation they should inform the relevant manager as soon as possible.


[bookmark: DCAM-2867465]Conflicts of Interest

Any volunteer, who has a conflict of interest with any activity or programme of the organisation, whether personal, philosophical, or financial, must declare this to their project manager.

[bookmark: DCAM-2867466]Representation of the Organisation
Prior to any action or statement that might significantly affect or obligate the organisation, volunteers should seek prior consultation and approval from appropriate staff. These actions may include, but are not limited to, public statements to the press, lobbying efforts with other organisations, collaborations or joint initiatives, or any agreements involving contractual or other financial obligations. Volunteers are not authorised to act as representatives of the organisation unless this is explicitly stated.

[bookmark: DCAM-2867467]Confidentiality and the Data Protection Act 2018

The organisation is registered under the Data Protection Act 2018. Volunteers are responsible for maintaining the confidentiality of all proprietary or privileged information to which they are exposed while serving as a volunteer, whether this information involves a member of staff, volunteer, service users or other person, or involves the overall business of the organisation.

Failure to maintain confidentiality will be treated seriously.

[bookmark: DCAM-2867468]Dress Code

As representatives of the organisation, volunteers, like staff, are responsible for presenting a good image to clients and to the community and must dress appropriately for the conditions and performance of their duties.

[bookmark: DCAM-2867469]Timesheets

Where appropriate, individual volunteers are responsible for the completion and timely submission of timesheets. These are used to ensure that projects are managed efficiently and within budget.


[bookmark: DCAM-2867470]Criminal Records Checks

As appropriate for the protection of clients, volunteers in certain assignments may be asked to submit to a criminal record check. Volunteers who do not agree to the background check may be refused the assignment.

[bookmark: DCAM-2867471]Lines of Communication

Volunteers should be included in and have access to all appropriate information, memos, materials and meetings relevant to the work assignments. Lines of communication should operate in both directions and should exist formally and informally. Volunteers should be consulted regarding all decisions that would substantially affect the performance of their duties.

[bookmark: DCAM-2867472]Ending the Agreement

The organisation may find it necessary to end this agreement if the volunteer commits any of the following:

· gross misconduct or insubordination
· being under the influence of alcohol or drugs
· theft of property or misuse of the organisation's equipment or materials
· abuse or mistreatment of clients or co-workers
· failure to abide by its policies and procedures
· failure to meet physical or mental standards of performance
· failure to perform assigned duties satisfactorily

Note:
This list is not exhaustive.


[bookmark: DCAM-2867473]Reimbursement of Expenses

Volunteers are eligible for reimbursement of reasonable out-of-pocket expenses incurred while undertaking business for the organisation and they are encouraged to claim their expenses to ensure that the true cost is reflected in project accounts. Prior approval must be sought for any major expenditure, and receipts must always be submitted in support of claims.

[bookmark: DCAM-2867474]Insurance

Personal liability and accident insurance is provided for all volunteers engaged in the organisation's business (excluding normal motor insurance). In respect of motor vehicle insurance cover, volunteers are responsible for consulting with their own 

insurers regarding the extension to include volunteer work. They may be required to produce evidence of this cover.
[bookmark: node-84527]
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