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WELCOME AND INTRODUCTION 

to 

VOCALITY, INC. 

 

 
Welcome to Vocality, Inc.  We are extremely proud of our Company and the team we have assembled 

to service and promote our business.  It is fully understood and readily accepted that our employees 

are a most valuable asset and the key means by which we can achieve our goals of:  

 

• Growth; 

• Profitability; and 

• Ongoing success. 

 

In order for us to continue providing our clients/customers with the highest quality of service and 

best value for money, it is essential that we all share a common philosophy in the way we approach 

and perform our individual and collective duties and responsibilities. 

 

The Company prides itself on being at the forefront of its profession. 

 

We will ask nothing of you that we would not ask of any employee, that being: 

 

• Loyalty; 

• Honesty; and 

• Hard work. 

 

Each of us has an important part to play and all of us are reliant upon one another making a full 

contribution towards generating a harmonious and efficient working environment.  As a caring 

Employer, we strive to provide our staff with job satisfaction, rewards for success and the opportunity 

to develop.   

 

You will be provided with a copy of this Handbook upon joining the Company. Vocality, Inc. is 

referred to as the "Company" throughout this Handbook.  Please take time to read this Handbook as 

it contains important information about your Contract with the Company. 

 

We are proud of the way in which we conduct our business and consider that employees work at their 

best when they are assured of integrity and a professional approach in all respects.  This must extend 

to our 'people' practices.  If you have any questions or comments, please feel free to contact me. 

 

We wish you a long and successful career with Vocality, Inc. and welcome you to our Company. 

 

Susan Harvey 

CEO 

 

 

 

 

 

 



INTRODUCTION 

 

Handbook Purpose 

This Employee Handbook is presented as a matter of information and has been prepared to inform 

you about the Company’s philosophy, employment practices, policies, the benefits provided to you as 

a valued employee, as well as the conduct expected from you. While this handbook is not intended to 

be a book of rules and regulations, it does include some important guidelines about which you should 

know. Except for the at-will employment provisions, the Handbook can be amended at any time.  

This Employee Handbook will not answer every question you may have, nor would we want to restrict 

the normal question and answer interchange among us.  It is in our person-to-person conversations 

that we can better know each other, express our views, and work together in a harmonious 

relationship. 

We hope this guide will help you feel comfortable with us. We depend on you – your success is our 

success. Please don’t hesitate to ask questions. Your manager will gladly answer them. We believe 

you will enjoy your work and your fellow employees here. We also believe you will find the Company 

a good place to work. 

No one other than authorized management may alter or modify any of the policies in this Employee 

Handbook. No statement or promise by a supervisor, manager, or department head is to be 

interpreted as a change in policy, nor will it constitute an agreement with an employee. 

Should any provision in this Employee Handbook be found to be unenforceable and invalid, such 

finding does not invalidate the entire Employee Handbook, but only the subject provision. 

We ask that you read this guide carefully, become familiar with the Company and our policies, and 

refer to it whenever questions arise. 

A copy of the current Handbook is located in the US Office.  It is important that you continue to 

familiarize yourself with the current Handbook on a regular basis and refer to it during your 

employment with us. 

 

Equal Employment 

It is the established policy of Vocality, Inc. (the “Company”), to provide equal employment 

opportunities to all qualified persons and to administer all aspects and conditions of employment 

without regard to race, religion, color, sex, gender, sexual orientation, pregnancy, age, national 

origin, ancestry, physical or mental disability, severe/morbid obesity, medical condition, military or 

veteran status, genetic information, marital status, ethnicity, alienage or any other protected 

classification, in accordance with applicable federal, state, and local laws.  The Company takes 

allegations of discrimination, intimidation, harassment and retaliation very seriously and will promptly 

conduct an investigation when warranted. 

Equal employment opportunity includes, but is not limited to, employment, training, promotion, 

demotion, transfer, leaves of absence, and termination. 

 



At-Will Notice 

The contents of the Employee Handbook are presented as a matter of information. While this 

Handbook is not intended to be a book of rules and regulations it does include some important 

guidelines, which you should know. Except for the at-will employment provisions, the Handbook can 

be amended at any time. The Handbook, the plans, policies, and procedures described herein and the 

language used herein, are not intended to create, or is it to be construed to constitute, a contract 

between the Company and any or all of its employees. Likewise, neither is this Employee Handbook, 

the plans, policies and procedures described herein, nor the language used herein, intended to be or 

is, a guarantee or promise of employment or continuing employment. 

You are not hired for any definite or specified period of time even though your wages are paid 

regularly. You are an at-will employee of the Company and your employment can be terminated at 

any time, with or without cause and with or without prior notice. Company policy requires all 

employees to be hired at-will and this policy cannot be changed except by a written document signed 

by you and an Officer of the Company. There have been no implied or verbal agreements or promises 

to you that you will be discharged only under certain circumstances or after certain procedures are 

followed. There is no implied employment contract created by this Handbook or any other Company 

document or written or verbal statement or policy. 

 

Background Checks 

Prior to making an offer of employment, the Company may conduct a job-related background check.  

A comprehensive background check may consist of prior employment verification, professional 

reference checks, education confirmation, and / or criminal record and credit checks.  Third-party 

services may be hired to perform these checks. 

 

Immigration Law Compliance 

All individuals hired by the Company will be required to establish and certify their identity and right to 

work in the United States. Each individual employed by the Company will be required to produce, 

within three (3) days, proof of his/her identity and eligibility to work in the United States. Each 

individual hired by the Company will be required to certify on the appropriate Form I-9 his / her 

identity and right to work in the United States. 

 

Recruitment 

All vacant posts within the Company will be advertised internally, whether or not they are also 

advertised externally.  All Terms and Conditions of Employment and related benefits shall be non-

discriminatory, except in cases where there is a legal requirement that the job holder is of a specified 

gender or where health and safety regulations apply. 

All applicants for employment and all employees applying for alternative positions or promotion within 

the Company shall be assessed according to their skills, experience and ability to do the job.  When 

vacancies are advertised, both internally and externally, we will continue to ensure that such 

advertising, both in placement and content, is compatible with the Terms of this Policy. 



Advertisements will encourage applications from all suitably qualified and experienced people.  When 

advertising job vacancies, in order to attract applications from all sections of the community, we will, 

as far as reasonably practicable: 

(a) Ensure advertisements are not confined to those publications which would exclude or 

disproportionately reduce the numbers of applicants of a particular gender, sexual 

orientation, age, religion or racial group. 

(b) Avoid prescribing any unnecessary requirements which would exclude a higher proportion of 

a particular gender, sexual orientation, age, religion or racial group, or which would exclude 

disabled job applicants. 

(c) Avoid prescribing any requirements as to marital or civil partnership status. 

Where vacancies may be filled by promotion or transfer, they will be published to all eligible 

employees in such a way that they do not restrict applications from employees of any particular 

gender, sexual orientation, age, religious or racial group, or from employees with a disability. 

Internal applicants for vacancies should expect a full review of their work history, including their work 

performance, salary history and other information in their personnel file. 

With disabled job applicants, we will have regard to our duty to make reasonable adjustments to 

work provisions, criteria or practices, or to work premises in order to ensure that the disabled person 

is not placed at a substantial disadvantage in comparison with persons who are not disabled. 

Employment of Family Members 

The employment of members of an employee’s immediate family is subject to the provisions set out 

below: 

Family members (defined as parents, children, spouse, civil partner, siblings, grandparents and those 

same relationships engendered by in-laws, adoptions, civil partnerships, guardianships and 

stepfamilies) may be employees of the Company as long as their employment does not create an 

inappropriate work relationship.  This applies whether the relationship exists at the time of 

employment or subsequent to employment. 

An inappropriate work relationship results when family members are employed: 

• In the same workgroup. 

• In direct or indirect Supervisor/subordinate relationship. 

• Where there is a strong possibility of interaction of job duties. 

• In a Department where control/audit over the work of that Department is the responsibility of an 

immediate family member working in another Department. 

All employment decisions, job assignments, transfers and promotions are to be consistent with this 

Policy. 

 

 

 



Introductory Period 

Your first ninety (90) days of employment at the Company are considered an introductory period. 

This introductory period will be a time for getting to know your fellow employees, your manager and 

the tasks involved in your job position, as well as becoming familiar with the Company’s products and 

services. Your manager will work closely with you to help you understand the needs and processes of 

your job. 

This introductory period is a try-out time for both you, as an employee, and the Company, as an 

employer. During this introductory period, the Company will evaluate your suitability for employment, 

and you can evaluate the Company as well. At any time during this first ninety (90) days, you may 

resign. If, during this period, your work habits, attitude, attendance, performance, or other relevant 

factors do not measure up to our standards, we may release you. 

At the end of the introductory period, your manager will discuss your job performance with you. 

During the course of the discussion, you are encouraged to give your comments and ideas as well. 

Please understand that completion of the introductory period does not guarantee continued 

employment for any specified period of time, nor does it require that an employee be discharged only 

for cause.  Please also understand that completion of the introductory period does not imply that you 

now have a contract of employment with the Company, other than at-will. Completion of the 

introductory period does not alter the at-will employment relationship. 

A former employee who has been rehired after a separation from the Company of more than one 

year is considered an introductory employee during their first ninety (90) days following rehire. 

 

Training and Development 

Equal consideration will be given to all employees for training opportunities, both to perform their job 

and to develop personally. 

• You will be appraised against relevant, objective criteria to measure performance and training 

needs. 

• Promotion prospects will be governed by individual merit, ability, achievement and development 

potential. 

• It is a Condition of your employment that you are required to attend appropriate   induction/ 

training/educational courses. 

• We will train, develop and promote on the basis of merit and ability only. 

• Once per year, a review of your performance is made by your Manager, and recorded on your 

appraisal form. 

• Any training needs or other training issues arising in or from the appraisal shall be recorded on a 

Training Plan. 

• During the year, your performance against objectives will be monitored through other short 

reviews.  These reviews will be documented using a standard form. 



Increases in compensation are not automatic and will depend on the Company's business situation 

and industry outlook, as well as on your individual performance.  It must also be recognized that 

should your overall remuneration package be increased, this may be through enhanced benefits 

rather than or as well as an increase in salary. 

We will train all Managers in the Company’s Policy on Equal Opportunities and help them identify 

discriminatory acts, practices or acts of harassment or bullying.  Managers will be responsible for 

ensuring they actively promote equal opportunities within the Departments for which they are 

responsible. 

We will also provide training to all employees to help them understand their rights and responsibilities 

in relation to dignity at work and what they can do to create a work environment that is free from 

bullying and harassment. 

 

Post-Employment Discrimination 

We will not discriminate against any former employee on the basis of their race, colour, nationality, 

ethnic or national origin, sex, mental or physical disabilities, age, marital or civil partnership status, 

actual or perceived sexual orientation, gender re-assignment, religion or religious or philosophical 

belief; for example, when providing references for future employment, or in conducting the Appeals 

Procedure for any former employee. 

 

Monitoring 

We will, from time to time, review the Equal Opportunities Policy and progress in achieving its 

objectives.  Where barriers to equal opportunities are identified, any necessary changes will be made 

to this Policy. 

 

HARASSMENT AND BULLYING (DIGNITY AT WORK) POLICY 

Harassment and Bullying (Dignity at Work) – Statement 

It is our policy to maintain a non-discriminatory working environment that is free from harassment or 

bullying based on race, colour, nationality, ethnic or national origin, sex, mental or physical 

disabilities, age, marital or civil partnership status, actual or perceived sexual orientation, gender re-

assignment, religion or religious or philosophical belief. 

Employees must not harass, bully or intimidate other employees on these grounds.  Such harassment 

not only contravenes the Company's policy but it may also constitute unlawful discrimination.  Such 

behavior will be treated as potential gross misconduct under the Company's disciplinary procedure 

and could render the employee liable to summary dismissal.  Employees should bear in mind that 

they can be held personally liable for any act of unlawful harassment.  Employees who commit 

serious acts of harassment may also be guilty of a criminal offense. 

All employees are responsible for conducting themselves in accordance with this policy and the 

Company will not condone or tolerate any form of harassment, bullying or intimidation, whether 

engaged in by employees or by outside third parties who do business with the Company, such as 



clients, customers, contractors and suppliers.  The Company will take appropriate action against any 

third parties who are found to have committed an act of improper or unlawful harassment against its 

employees. 

It is the responsibility of all employees to eliminate any harassment, bullying or intimidation of which 

they are aware by informing their manager of suspected cases of harassment, bullying or 

intimidation. 

All allegations of harassment or bullying will be thoroughly and promptly investigated.  Where 

allegations are substantiated, appropriate disciplinary action up to and including dismissal will be 

taken against any person responsible. We will also take appropriate action against any third parties 

who are found to have committed an act of harassment against our employees. 

This policy covers bullying and harassment in the workplace and in any work-related setting outside 

the workplace, for example, business trips and work-related social events. 

 

Anti-Harassment 

Harassment and bullying take many forms ranging from tasteless jokes and abusive remarks to 

pestering for sexual favours, threatening behavior and actual physical abuse.  Whatever form they 

take, harassment or bullying are always serious and are totally unacceptable. 

We recognize that harassment and bullying can exist in the workplace as well as outside and that this 

can seriously affect employees' working lives by interfering with their job performance or by creating 

a stressful, intimidating and unpleasant working environment. 

Harassment and bullying occurs where, on the ground of an individual's race, colour, nationality, 

ethnic or national origin, sex, mental or physical disabilities, age, marital or civil partnership status, 

actual or perceived sexual orientation, gender re-assignment, religion or religious or philosophical 

belief, or related to either the employee’s sex or that of another individual, a person engages in 

unwanted conduct that:  

• Has the purpose of violating a person's dignity at work, or creating an intimidating, hostile, 

degrading, humiliating or offensive work environment for that person.  This includes unwanted 

conduct of a sexual nature.   

• Is reasonably considered by the individual to have the effect of violating his or her dignity at work, 

or of creating an intimidating, hostile, degrading, humiliating or offensive work environment for the 

individual, even if this was not intended by the person responsible for the conduct. 

Harassment or bullying may be physical, verbal or non-verbal conduct.  Examples include: 

(a) Unwanted sexual attention, requests for sexual favours, or physical contact, eg, touching. 

(b) Lewd, suggestive or over-familiar behavior. 

(c) Insults, derogatory comments, ridicule or 'jokes' of a sexual or racist nature. 

(d) Display or circulation of sexually suggestive or racially sensitive material. 

(e) Displaying abusive or offensive writing or material. 



(f)  Abusive, threatening or insulting words, behavior, language or mockery, including abusive 

comments about appearance. 

(g) Unfair allocation of work. 

(h) Deliberate exclusion from workplace conversations. 

(i)  Any other conduct based on an individual's race, colour, nationality, ethnic or national origin, 

sex, mental or physical disabilities, age, marital or civil partnership status, actual or perceived 

sexual orientation, gender re-assignment, religion or religious or philosophical belief, which 

may be intimidating or abusive to another person. 

These examples are not exhaustive and disciplinary action at the appropriate level will be taken 

against employees committing any form of harassment, bullying or intimidation.  

In the case of harassment related to gender, you do not need to be the subject of the unwanted 

conduct for harassment to have occurred.  For example, the conduct could be directed at nobody in 

particular or at someone other than yourself, including someone of the opposite sex. 

Sexual harassment (as opposed to harassment related to gender) occurs where a person engages in 

any form of unwanted conduct of a sexual nature that: 

• has the purpose of violating the employee’s dignity at work, or of creating an intimidating, hostile, 

degrading, humiliating or offensive work environment for the employee; or 

• is reasonably considered by the employee to have the effect of violating his or her dignity at work, 

or of creating an intimidating, hostile, degrading, humiliating or offensive work environment for the 

employee, even if this effect was not intended by the person responsible for the conduct. 

Conduct may be harassment whether or not the person intended to offend.    Something intended as  

a ‘joke’ or as ‘office banter’ may offend another person.  This is because different employees find 

different levels of behavior acceptable and everyone has the right to decide for themselves what 

behavior they find acceptable to them. 

Behavior which a reasonable person would realise would be likely to offend you will always constitute 

harassment without the need for you having to make it clear that such behavior is unacceptable, for 

example, touching someone in a sexual way.  With other forms of behavior, it may not always be 

clear in advance that it will offend a particular employee, for example, office banter and jokes.  In 

these cases, the behavior will constitute harassment if the conduct continues after the employee has 

made it clear, by words or conduct, that such behavior is unacceptable to him or her.  A single 

incident can amount to harassment if it is sufficiently serious. 

Harassment also occurs where, on the ground of the employee’s rejection of or submission to 

unwanted conduct of the kind specified above, a person treats the employee less favourably than he 

or she would treat him or her had he or she not rejected, or submitted to, the unwanted conduct.  

 

Informal Complaint 

We recognize that complaints of harassment and bullying (particularly of sexual harassment) can 

sometimes be of a sensitive or intimate nature, and that it may not be appropriate for you to raise 

the issue through the normal Grievance Procedure. In these circumstances, you are encouraged to 

raise such issues with a senior person of your choice (whether or not that person has a direct 



supervisory responsibility for you) as a Confidential Assistant. This person cannot be a Director, who 

will be responsible for investigating the matter if it becomes a formal complaint. 

If you are the victim of minor harassment, you should make it clear to the harasser on an informal 

basis that their behavior is unwelcome and ask the harasser to stop. If you feel unable to do this 

verbally, then you should hand a written request to the harasser, and your Confidential Assistant can 

help you in this. 

 

Formal Complaint 

If you believe you have been subjected to harassment or bullying (whether by a fellow employee or 

third party), you should invoke the Grievance Procedure as set out in this Handbook. 

In view of the sensitivity of this subject, you may, if preferred, approach the Managing Director 

directly rather than your immediate Manager.  In either case, we will treat the matter as strictly 

confidential.  However, in order to effectively investigate an allegation, we must be able to determine 

the scope of the investigation and the individuals who should be informed or interviewed about the 

allegation.  For example, your identity and nature of the allegations must be revealed to the alleged 

harasser so that he or she is able to fairly respond to the allegations. 

If possible, you should keep notes of the harassment so that the written complaint can include:  

(a) Name of the alleged harasser. 

(b) Nature of the alleged harassment. 

(c) Dates and times when the alleged harassment(s) occurred. 

(d) Name(s) of any witnesses. 

(e) Any action already taken by you to stop the alleged harassment. 

Upon receipt of a formal complaint, we will take action to separate you from the alleged harasser to 

enable an uninterrupted investigation to take place.  This may involve a temporary transfer of the 

alleged harasser to another work area or suspension with pay until the matter has been resolved.  

The person dealing with the complaint will carry out a thorough investigation in accordance with the 

Disciplinary Procedure.  Those involved in the investigation will be expected to act in confidence and 

any breach of confidence will be a disciplinary matter.  Your complaint will also be dealt with in 

accordance with the Grievance Procedure. 

When the investigation has been concluded a draft report of the findings and of the investigator's 

proposed decision will be sent, in writing, to you and to the alleged harasser. 

If you, or the alleged harasser, are dissatisfied with the draft report or with the proposed decision, 

this should be raised with the investigator within five working days of receiving the draft.  Any points 

of concern will be considered by the investigator before a final report is sent, in writing, to you and to 

the alleged harasser.  If you are still dissatisfied you may appeal in accordance with the Grievance 

Procedure. 

 



General Comments 

If the report concludes that the allegation is well-founded, the harasser will be subject to disciplinary 

action in accordance with the Disciplinary Procedure.  An employee who receives a formal warning or 

who is dismissed for harassment may appeal against the disciplinary action by following the 

Disciplinary Appeal Procedure.  

If you bring a complaint of harassment, you will not be victimised for having brought the complaint.  

However, if the report concludes that the complaint is both untrue and has been brought with 

malicious intent disciplinary action will be taken against you. Insofar as possible, we will also take 

appropriate action against a third party harasser. 

 

Whistle Blowing Policy 

Open reporting is to be encouraged, and it is a cornerstone of this Policy that employees should be 

comfortable in bringing any concerns forward in the secure knowledge that they will be taken 

seriously - and there will be no adverse repercussions where they have acted in good faith. 

It is important to the Company that any fraud, misconduct or wrongdoing by workers is reported and 

properly dealt with. It is the responsibility of all employees to raise any concerns they might have 

about malpractice within the workplace.  We therefore encourage all employees to raise any concerns 

they may have about the conduct of others in the business or the way in which the business is run.  

This Policy sets out the way in which employees may raise their concerns and how we will deal with 

those concerns. 

Alternatively, you may wish to bring a complaint using the normal Grievance Procedure set out in this 

Handbook. 

 

What is Whistle Blowing? 

A Whistle Blower is someone who discloses information to their Employer or to the relevant 

authorities which relates to some danger, fraud or other illegal or unethical conduct in the workplace. 

The law recognizes that Whistle Blowing occurs and protects employees who are Whistle Blowers 

from suffering detrimental treatment or from being unfairly dismissed as a result.  To be protected by 

legislation a Whistle Blower must fall within the stringent legal rules.  Anyone who does not act in 

good faith will not be protected. 

 

Company Policy 

We seek to conduct our business honestly and with integrity at all times.  It is our policy as an 

Employer to ensure that at every level of management our business is conducted in such a way as to 

comply with all legal requirements that govern our activities.  However, we acknowledge that all 

businesses face the risk of their activities going wrong from time to time, or of unknowingly 

harbouring malpractice. 

We believe we have a duty to take appropriate measures to identify such situations and to attempt to 

remedy them.  By encouraging a culture of openness and accountability, we believe we can help 



prevent such situations occurring.  There is no reason for any employee to believe that he or she will 

suffer a detriment for speaking up if they believe something is wrong or if we are alerted to it we will 

conceal or destroy evidence.   

 

Qualifying Disclosures 

The Public Interest Disclosure Act 1998 (“the Act”) protects Whistle Blowers from suffering detriment 

in employment and makes dismissal for having made certain disclosures automatically unfair.  There 

is no qualifying period of employment for this protection. 

Employees who raise legitimate concerns about specified matters are protected under the Act.  

Specified matters are called “qualifying disclosures”.  A qualifying disclosure is one made in good faith 

by an employee who has a reasonable belief that: 

(a) A criminal offense has been committed, is being committed, or is likely to be committed. 

(b) A person has failed, is failing, or is likely to fail to comply with a legal obligation. 

(c) A miscarriage of justice has occurred, is occurring, or is likely to occur. 

(d) The health and safety of any individual has been, is being or is likely to be endangered. 

(e) The environment has been, is being or is likely to be damaged. 

(f)  Information tending to show any matter falling within any one of the above categories has 

been, is being, or is likely to be deliberately concealed. 

It is not necessary for you to have proof that such an act is being, has been or is likely to be 

committed – a reasonable belief is sufficient, even if that belief later turns out to be wrong.  You have 

no responsibility for investigating the matter.  It is our responsibility to ensure an appropr iate 

investigation takes place. 

If you have a complaint relating to your personal circumstances in the workplace, then you should 

use the normal Grievance Procedure set out in this Handbook. 

 

Protected Disclosures 

In order to qualify for protection, there are specified methods of disclosure, or procedures, which you 

must have followed in order to disclose one of the above matters.  We encourage employees to raise 

their concerns under the procedure outlined in this Policy in the first instance.  The aim of this Policy 

is to provide an internal mechanism for reporting, investigating and remedying any workplace 

wrongdoing.  It is, therefore, desirable that you will not find it necessary to alert external 

organisations.  

A qualifying disclosure is protected if it is made to the Company under the terms of this Policy or to 

another person, other than the Company, whom you reasonably believe to be solely or mainly 

responsible for the relevant failure.  You must act in good faith at all times. 

 



Disclosure Procedure 

This Procedure applies to all employees.  In addition, agency workers and contractors who perform 

functions in relation to the Company are encouraged to use it. 

In the event of you wishing to make a qualifying disclosure, you should follow the steps below:  

(a) In the first instance, report the situation to your Manager. If you do not wish to speak to your 

Manager, you can instead speak to a member of the Senior Management Team.  Such 

disclosures should be made promptly so that an investigation may proceed and any action 

taken expeditiously. 

(b) All qualifying disclosures will be treated seriously.  The disclosure will be promptly and fairly 

investigated and, as part of the investigatory process, you will be interviewed and asked to 

provide a written witness statement setting out the nature and details of the disclosure and 

the basis for it.  Confidentiality will be maintained during the investigatory process to the 

extent that this is practical and appropriate in the circumstances. However, in order to 

effectively investigate a disclosure, we must be able to determine the scope of the 

investigation and the individuals who should be informed of or interviewed about the 

disclosure.  If it becomes necessary to disclose your identity, we will make efforts to inform 

you that your identity is likely to be disclosed.  In order not to jeopardise the investigation, 

you are also expected to keep the fact that you have raised a concern, the nature of the 

concern and the identity of those involved confidential.  The length and scope of the 

investigation will depend on the subject matter of the disclosure.  We reserve the right to 

arrange for another Manager to conduct the investigation other than the Manager with whom 

you raised the matter. In addition, an investigative team with experience of operating 

workplace procedures or specialist knowledge of the subject matter of the disclosure may be 

appointed.  It is not normally appropriate to set a specific timeframe for completion of 

investigations in advance, because the diverse nature of disclosures makes this unworkable. 

(c) Once the investigation has been completed, you will be informed in writing of the outcome, 

together with our conclusions and decision in a timely manner.  However, the need for 

confidentiality may prevent us from giving you specific details of the investigation or actions 

taken.  We are committed to taking appropriate action with respect to all qualifying 

disclosures which are upheld. 

(d) When our conclusions have been finalised, any necessary action will be taken.  This could 

include either reporting the matter to an appropriate external Government Department or 

Regulatory Agency and/or taking internal disciplinary action against relevant members of 

staff.  We will endeavour to inform you if a referral to an external agency is about to or has  

taken place, although we may need to make such a referral without your knowledge or 

consent if this is appropriate in the circumstances.  We will also review and implement any 

recommendations for change to minimise the risk of the recurrence of any malpractice or 

impropriety which has been uncovered.  If no action is to be taken, the reasons for this will 

be explained you. 

(e) If, upon conclusion of the above stages, you reasonably believe that appropriate action has 

still not been taken, you may then report the matter to the proper authority in good faith.  

The Act sets out a number of prescribed external bodies or persons to which qualifying 

disclosures may be made.  These include HM Revenue & Customs (HMRC), The Financial 

Services Authority (FSA), Office of Fair Trading (OFT), Health & Safety Executive (HAS) and 



the Environment Agency.  However, we always encourage employees to raise their concerns 

directly in the first instance, rather than externally.  

 

General Principles 

You should be aware of the importance of eliminating fraud or wrongdoing at work. You should 

report anything you become aware of that is illegal. 

You will not be victimised, subjected to a detriment or dismissed for raising a genuinely-held concern 

in good faith under this Policy, even if your disclosure is not upheld. 

Employees who victimise or retaliate against those who have raised concerns under this Policy will be 

subject to disciplinary action. 

If an investigation under this Policy concludes that a disclosure has been made maliciously, 

vexatiously, in bad faith or with a view to personal gain, the Whistle Blower will be subject to 

disciplinary action. 

Covering up someone else’s wrongdoing is a disciplinary offense.  You should never agree to remain 

silent about a wrongdoing, even if told to do so by a person in authority such as a Manager.  You 

should report the matter to a Director. 

 

DISCIPLINARY POLICY AND PROCEDURE 

Introduction 

While we do not wish to impose unreasonable rules of conduct upon our employees, certain 

standards of behavior are necessary to maintain good employment relations and discipline in the 

interest of all employees.  We prefer that discipline be voluntary and self-imposed, and in the great 

majority of cases this is how it works.  However, from time to time, it may be necessary for us to take 

action against individuals whose level of behavior or performance is unacceptable. 

It is not practicable to specify all disciplinary rules or offenses, which may result in disciplinary action, 

as they may vary depending upon the nature of the work.  In addition to the specific examples of 

unsatisfactory conduct, misconduct and gross misconduct shown in this Handbook, a breach of other 

Conditions, Procedures, Rules, etc, within this Handbook will also result in the Disciplinary Procedure 

being invoked to deal with such matters. 

Rules Covering Unsatisfactory Conduct and Misconduct  

The following Rules covering unsatisfactory conduct and misconduct are examples only.  You will be 

liable to disciplinary action if you are found to have acted upon any of the following: 

(a) Failure to abide by the general Health and Safety Rules and Procedures. 

(b) Smoking on Company premises or in Company vehicles. 

(c) Consumption of alcohol and non-prescribed drugs on the premises and working while under `

 the influence of alcohol or non-prescribed drugs. 

(d) Persistent absenteeism and/or lateness. 



(e) Unsatisfactory standards or output of work due to carelessness, negligence or lack of effort, 

or application. 

(f)  Rudeness towards other employees, clients, customers or members of the public, 

objectionable or insulting behavior, harassment, bullying or bad language. 

(g) Failure to devote the whole of your time, attention and abilities to the Company's business 

and its affairs during your normal working hours. 

(h) Unauthorized use of email and Internet systems, and abuse of personal telephone calls.  

(i)  Failure to carry out all reasonable instructions or follow Company Rules and Procedures. 

(j)  Unauthorized use or negligent damage or loss of Company property. 

(k) Failure to report immediately any damage to property or premises caused by you. 

(l)  If your work involves driving, failure to report immediately any type of driving conviction or 

summons which may lead to your conviction. 

The above is intended as a guide and is not an exhaustive list. 

 

Serious Misconduct  

Where one of the Unsatisfactory Conduct or Misconduct Rules (see above) has been broken and if, 

upon investigation, it is shown to be due to your extreme carelessness or your serious misconduct, or 

it has a serious or substantial effect upon the Company’s operation or reputation, you may be issued 

with a Final Written Warning in the first instance. 

You may also receive a Final Written Warning as the first course of action if in an alleged gross  

misconduct disciplinary matter, upon investigation, it is shown to have some level of mitigation and is 

treated as an offense just short of dismissal. 

Minor faults will be dealt with informally through counselling and training.  However, in cases where 

informal discussion with you does not lead to an improvement in conduct or performance, or where 

the matter is more serious, for example, unauthorized absenteeism, persistently poor timekeeping, 

sub-standard work performance due to carelessness, negligence or lack of effort or application, etc, 

the following Disciplinary Procedure will be used.  At all stages of the Procedure an investigation will 

be conducted. 

Where poor performance is, in our view, due to a genuine lack of capability on the your part and not 

because of carelessness, negligence or lack of effort or application, we will instead follow the 

Capability Policy and Procedure set out in this Employee Handbook. 

We will notify you in writing of the allegations against you and will invite you to a Disciplinary Hearing 

to discuss the matter. We will provide sufficient information about the alleged misconduct or poor 

performance and its possible consequences to enable you to prepare to answer the case. This will 

include the provision of copies of written evidence, including witness statements, where appropriate. 

Having given you reasonable time to prepare your case, a formal Disciplinary Hearing will then take 

place, conducted by a member of the Management Team, at which you will be given the chance to 

state your case.  You have the right to be accompanied, if requested, by a Trade Union Official, Trade 



Union Representative or a fellow employee of your choice.  You must make every effort to attend that 

Hearing.  At the Hearing, you will be allowed to set out your case and answer any allegations. You 

will also be given a reasonable opportunity to ask questions, present evidence, call relevant witnesses 

and raise points about any information provided by witnesses.  

Following the Hearing, the Company will decide whether or not disciplinary action is justified and, if 

so, you will be informed in writing of our decision in accordance with the Stages set out below and 

notified of your right to appeal against that decision. 

It should be noted your behavior is not looked at in isolation but each incident of misconduct is 

regarded cumulatively with any previous occurrences. 

 

Gross Misconduct 

Offenses under this heading are so serious that an employee who commits them will normally be 

summarily dismissed.  In such cases, we reserve the right to dismiss without notice of termination or 

payment in lieu of notice. 

Examples of gross misconduct (see also above) include, but are not limited to: 

(a) Theft, fraud, unauthorized possession of Company property, deliberate falsification of 

records, or any other form of dishonesty. 

(b) Wilfully causing harm or injury to another employee, client, visitor, supplier or customer, 

physical violence, bullying or grossly offensive behavior. 

(c) Deliberately causing damage to the Company's property. 

(d) Causing loss, damage or injury through serious carelessness or gross negligence. 

(e) Extremely serious insubordination. 

(f)  Serious incapacity at work through an excess of alcohol or non-prescribed drugs. 

(g) Possession, supply or use of illicit drugs. 

(h) A serious breach of health and safety rules. 

(i)  Abuse of the Company's telephony, email and Internet systems. 

(j)  Grossly indecent or immoral behavior, deliberate acts of unlawful discrimination or serious 

acts of harassing, bullying or victimising another employee on the grounds of race, colour, 

ethnic/national origin, nationality, religion or religious or philosophical belief, sex, sexual 

orientation, gender re-assignment, marital or civil partnership status, age and/or disability. 

(k) Deliberate falsification of any records (including time sheets, absence records, etc) in respect 

of you or any fellow employees. 

(l)  Working in competition with the Company. 

(m) Breach of confidentiality (including a failure to maintain confidentiality in an investigation 

relating to a complaint of harassment.  



(n) Absence without leave or just cause. 

(o) Sleeping on the premises during working hours. 

(p) Gambling on the Company's premises. 

(q) Being convicted of a serious criminal offense (whether committed during the course of your 

employment or not). 

(r) Undertaking private work on Company premises and/or during working hours without express 

permission of your Manager. 

(s) Taking part in activities which result in adverse publicity to the Company or which cause the 

Company to lose faith in your integrity.  

The above examples are intended as a guide and this is not an exhaustive list. 

 

Suspension 

In the event of serious or gross misconduct, you may be suspended while a full investigation is 

carried out. Such suspension will be on full basic pay.  Suspension is a neutral act, which does not 

imply guilt or blame, and will be for as short a period as possible. Suspension is not considered to be 

disciplinary action. 

Employees Who Have Been Employed For Less Than One Year 

This disciplinary procedure does not apply to any employee who has been employed by the Company 

for less than one year.  

 

GRIEVANCE POLICY AND PROCEDURE 

Objective 

The objective of the Grievance Procedure is to provide an employee who considers that they have a 

grievance with an opportunity to have it examined quickly and effectively, and where a grievance is 

deemed to exist, to have it resolved, if possible, at the earliest practicable opportunity. 

Most grievances can be settled informally with your Managers, and you should aim to settle your 

grievances in this way if possible. 

Procedure 

If a grievance cannot be settled informally with the relevant Manager, you should raise it formally.  

The Procedure has been drawn up to establish the appropriate steps to be followed when pursuing 

and dealing with a formal grievance. 

Stage 1 

In the event of you having a formal grievance relating to your employment you should, in the first 

instance, put your grievance in writing and address it to your Manager making it clear that you wish 

to raise a formal grievance under the terms of this procedure.  Where the grievance is against your 



Manager, the complaint should be addressed to a member of the Senior Management Team. This 

grievance procedure will not be invoked unless you raise your grievance in accordance with these 

requirements. 

Your Manager (or whoever you addressed the grievance to) will then invite you to a grievance 

meeting to discuss the grievance and you have the right to be accompanied at this meeting by a 

Trade Union Official, Trade Union Representative or a fellow employee of your choice.  You must 

make every effort to attend that meeting. At the meeting, you will be permitted to explain your 

grievance and how you think it should be resolved. 

Following the meeting, we will endeavour to respond to the grievance as soon as possible and, in any 

case, within five working days of the grievance meeting.  If it is not possible to respond within this 

time period, you will be given an explanation for the delay and be told when a response can be 

expected.  You will be informed in writing of our decision on the grievance and notified of your right 

to appeal against that decision if you are not satisfied with it. 

Stage 2 

In the event that you feel your grievance has not been satisfactorily resolved, you may then appeal in 

writing to a senior Manager or Director within five working days of the grievance decision. You should 

also set out the grounds for your appeal. 

Upon receipt of such a request, the senior Manager or Director (who again may not be the person to 

whom the appeal was addressed) shall make arrangements to hear the grievance at an appeal  

meeting and at this meeting you may again, if you wish, be accompanied by a Trade Union Official, a 

Trade Union Representative or a fellow employee of your choice.   

Following the meeting, the senior Manager or Director will endeavour to respond to the grievance as 

soon as possible and, in any case, within five working days of the appeal hearing.  If it is not possible 

to respond within this time period, you will be given an explanation for the delay and be told when a 

response can be expected.  You will be informed, in writing, of our decision on your grievance appeal. 

This is the final stage of the Grievance Procedure and the Company's decision shall be final.  

 

 

 

 

 

 

 


