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1. Welcoming you

1.1 Your New Employee Handbook

A guide to your terms and conditions of employment, rewards, 

benefits and policies at McKee’s

 Welcoming you 

Who we are and what we do- welcome to the family

 Supporting you

Explaining your terms and conditions, working hours and a bit about your 
training and development 

 Rewarding you

Your benefits

 Working with us

Your uniform, our policies and our responsibilities
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Welcoming you - Getting the most from your employee handbook

 McKee’s is a real family farm. And it makes all the difference in the world. We don’t just sell 

goods, we live and breathe farming, and our family has been doing that here in the 

Craigantlet Hills of North Down, Northern Ireland, since 1922. Our business isn’t just what we 

do, it’s how we do it!

 Whilst McKee’s Farm Shop Limited is the company name it also trades under McKee’s 

Country Store & Farm Shop, and for the purposes of this Employee Handbook it shall be 

referred to as the “the Company”.

 This Employee Handbook along with our people and policies alongside your contract of 

employment is an essential guide to being part of our business.

 So, whether you’re new to us or have been here some time it’s important to read and 

understand this Handbook and refer to it when you need to.

 From time to time it might be necessary for us to change some of the details contained in this 

Handbook to reflect changes in company policy or legislation, so it’s important you always 

refer to the most current and up to date version.

 The Handbook is in four parts to aid you through your employee journey with us, from 

explaining terms and conditions to showing you where to put your belongings.
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Contacting us: Tel 02891 821304     www.mckeesproduce.com Follow us on Instagram @mckeesfarmshop and 

Facebook McKee’s Country Store and Restaurant

1.2 Welcoming you- Meet the team

5

Colin and Linda McKee-

Company Directors

http://www.mckeesproduce.com/


A little bit of history…

Colin and I married in 1996 and 3 years later our son, Isaac was born. Farming was under financial strain and we 
needed to diversify . We decided to sell potatoes from a small outhouse. We were encouraged when our first 
customer came into the yard to buy. 

There is nothing like the power of ‘word of mouth’ and before long we were adding little extras like fresh flowers and 
the odd pieces of fruit. I quickly learnt how to bake scones, make jam, and also juggle two new additions to the 
family, Caleb and Faye. However, Colin’s heart lay in Beef farming and it was his desire to rear and sell his own 
stock. So, before long, we had set up and employed a butcher. Sure enough, making Ready Meals was soon 
another string added to our bow!

The ‘Farm Shop’ and Butchery began gaining a lot of interest in the local community and to keep up we gave over 
our home kitchen in the evenings to willing helpers and cooks while we welcomed our fourth child, Solomon. 

With business increasing we then officially employed a part time chef to work in our new purpose built kitchen in the 
farm shop.

In 2006, we had a vision to open a small tearoom, but we were overwhelmed with the interest and within a year we 
had to extend and add on another room.  This quickly became a popular meeting place and progressed into a 
restaurant serving light snacks to daily roasts.  Many people have described it as a “must visit destination and food 
emporium”.  It has certainly exceed all our expectations.

March 2020, with the global pandemic, brought many challenges to our business in that with one of the restrictions 
advising people to “stay at home”, our restaurant closed with immediate effect.  The farm shop remained open, 
however, many opted to shop online, this in turn, set new challenges but again, customers and staff adapted to our 
amazement.  Our online shop now continues and is incorporated into our daily routine.

Now, in 2022, with normality returned, we remain a family business, with all the family now involved, and currently 
employ around eighty talented individuals across the various areas of the business.

All in all, it has been an experience and most of all, our privilege to serve our local community and those further 
afield.

Linda McKee
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Welcoming you- Our team

 Directors – Colin & Linda McKee

 General Manager – Caleb McKee

 Farm Manager – Isaac McKee

 Butchery Manager - Jonny Bell 

 Butchery Wholesale Manage r - James Armstrong

 Restaurant Manager - Louise Rutherford and Karyn Jarvis 

 Bakery Manager – Neil 

 Deli Manager – Dan & Ashley

 Deli Kitchen Head Chef’s - Mark McNeill & Janice 

 Restaurant Head Chef - Stephen McDonald

 Farm Shop Supervisor - Malcolm Daly / Mo Bond

 Caretaker – Robert Lutton

 Accounts - Yvette Fee

 Payroll – CJS Belfast

 Office Administrator – Alan Kilgore

 Food Nutrition & Hygiene Officer – Joanne Bertenshaw

 HR – Millar, McCall & Wylie
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1.3 Welcoming you- Our store and site

 As you are aware the Restaurant and Country Store run alongside the family home. We ask that you are respectful of that and that you do 
not enter the Private Property  & Farm. 

 Due to Health & Safety regulations it is important that there is no unauthorised access to any of the farm buildings or outhouses.
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Welcoming you- Your space

Kitchen and Staff Room

 The staff room is to be used while you are on your breaks. 

 Lockers are provided for your personal belongings. Personal belongings must not be kept in your working area. A 
key will be provided,  if you lose it please let your manager know as soon as possible.

 Emails and a noticeboard in the staff room which displays important information for all of the team. Please keep 
an eye on this to ensure you are up to date.

 It is everyone’s responsibility to maintain a safe, clean and tidy working environment. This includes keeping 
communal areas tidy and recycling as much material as possible.

 McKee’s runs alongside the family’s private property, please be respectful of this at all times and ensure both you 

and customers remain in the public areas.

 There are parking bays allocated specifically for employees, these will be pointed out to you by your line 
manger/ supervisor on your first day. Please ensure you use only those areas and leave the main area car park 
clear for customers.

 Portaloo for female staff use is located in the yard next to the staff room.

 Male facilities are also available in the cabin beside the container.
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2.  Supporting you

2.1Your Terms & Conditions explained

Working Hours

 Your normal hours of work are detailed in your Statement of Main Terms of Employment; it is your responsibility to ensure that you attend 
punctually for work and follow all timekeeping and absence procedures. In order to help us to maintain optimum service levels, you may 
be required to work additional hours from time to time. Further details are contained in your Statement.

 If you have a need to leave work prior to your normal finishing time or to have time away during the normal working period, you must not 
leave without first obtaining permission from your Line Manager. In such circumstances, you must report to your Line Manager upon 
leaving and, where appropriate, returning to work.

 Persistent lateness, unacceptable levels of absence and/or unauthorised absence will result in disciplinary action.

 A 20 minute break will be provided for every shift of 6 hours or more. Those working alternative shifts will have appropriate breaks 
allocated by their line manager.  Please notify your line manager at the start of your break.

 At the end of your shift please ensure you leave promptly.

Pay and Review

 The method of pay and payment intervals are set out in your Statement of Main Terms of Employment. An itemised pay statement will be 
issued to you at each pay period.  If at any time you have any queries, you should raise them with your Line Manager. 

 We’ll also make any deductions we have to under HM Revenue and Social Security laws and you’ll see details of these on your payslip.

 It’s important that you check your on-line payslip each month to make sure that you’ve received everything you’re entitled to and that 
any changes that have been made to your working hours or arrangements have been properly reflected.

 Any change in your pay will be notified to you.

 We have the right to deduct from your pay anything you owe us, this includes but is not limited to, pension deductions, Any overpayment 
we have made to you in relation to your salary, allowances or bonus payments, any holiday you have taken in excess to your entitlement 
should you leave us.
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Personal Details

 At the commencement of your employment you will have provided us with various personal details. You must notify a Line Manager immediately 
of any change, e.g. name, address, telephone number, next of kin, bank details.

 It is in your interest to notify us of any such changes, since, for example, without your changed bank details, The Company would not be able to 
deposit your pay into your bank account.  The Company will not be responsible for any issues arising out of your failure to notify changes in your 
personal details.

Holidays

 Your holiday entitlement is set out in your Statement of Main Terms of Employment together with all the conditions which you must follow in taking 
any holiday.

 All holidays must have received prior authorisation with your line manager, 1 week in advance, (as set out in your Contract) before being 
submitted to the office for final approval.  You should do this by using a holiday request form. 

 It is important that you obtain approval prior to booking any holiday as the Company will not be responsible for the loss of any holiday deposits or 
other incidentals which you may have incurred, if the holiday is not subsequently approved.

Probationary periods

 As per your terms and conditions in your contract of employment you are initially employed on a probationary period of 3 months.

 We will provide you with the training you need to do your job, this may be ‘on the job’ training where you will work alongside another member of 
staff.  

 You will also have to complete some paper- based training, including Data Protection and Social Media awareness but you will have plenty of 
opportunity to get any help you need with all of these. 

 Throughout your first 3 months you will have regular reviews with your line manager or supervisor to review your progress against our key 
competencies. Provided these are satisfactory your appointment will be confirmed on a permanent basis.

 Should you not be meeting all agreed objectives, the Company further reserves the right to extend this probationary period.

 Any decision relating to your probationary period will be discussed with you before the last week of the 3 months,  we will either confirm, or 
terminate your employment or extend your probationary period. 



Leaving the company

Shortage of Work and Redundancy Policy

Every attempt will be made to ensure your continuing employment in the event that the Company is faced with a shortage of work situation or is 
unable to provide you with work for any other reason. However, this could include temporarily placing you on short-time working or laying you 
off from work; in these circumstances you will be paid for those hours worked, or in accordance with the statutory guarantee pay provisions. 
However the Company will be under no obligation to pay you for any time during which you are not at work during short-time working or lay-off.
If the need arises to reduce the number of employees, the overriding consideration at all times will be the future viability of the business.  The 
Company will use such criteria as it considers appropriate to the circumstances at the time of redundancy.

Termination of Employment

 BY YOU
If you wish to resign, you should do so in writing giving such notice as is specified in your Statement of Main Terms of Employment.

 BY THE COMPANY
You will be entitled to receive from the Company the notice as is specified in your Statement of Main Terms of Employment.

 GROSS MISCONDUCT
You will be summarily dismissed (i.e. without notice) if there has been an act of Gross Misconduct. Generally this includes any breach of duty, 
conduct which brings the Company into disrepute or action which is inconsistent with the relationship required between employee and 
employer; but further examples are contained at Gross Misconduct in Rules and Procedures.
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2.2 Supporting you – your training & development

For every role in McKee’s there are key competencies against which we will measure performance alongside the key 
responsibilities for your role

 We will ensure you are trained to be able to do your job, your training will comprise:

- on the job training

- working with a mentor or supervisor

- Completing essential classroom training

 Throughout your employment we will also ask you to complete additional training if we feel it is either essential 
to your role, or would be beneficial to you and the company 
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As part of your employment with McKee’s we are committed to your development.   To ensure you are 

engaged with our company and we will ensure you have the following opportunities:

- Regular review meetings with your manager or supervisor

- Regular opportunities to feedback to your manager and to the Directors

Access to attend further training for additional responsibilities should this be available and relevant to your 
employment with McKee’s



3. Rewarding you

3.1  Your benefits

Employee Discount Scheme 

McKees Country Store & Restaurant are delighted to offer employees an Employee Discount Card which entitles them to a 10% 
discount throughout the store (excluding restrictions detailed below). 

Permanent Staff

You will receive your discount card within approximately 4 weeks of joining the Company and you will be asked to sign a 
declaration to say that you have received your card. Please read the contents of this Policy before signing; it will explain the
Discount Policy in full. If, however, you are unclear on eligibility, please speak with your Manager before making any purchases. 

The staff discount facility is non-contractual and discretionary. The Company reserves the right to change the eligibility criteria, rules 
of use or the value of the discount given. In exceptional circumstances or as a result of disciplinary action, the discount facility may 
be restricted or withdrawn from either an individual, a group of employees or from an entire work force. 

Temporary Staff

Short term temporary staff employed by the Company may be subject to different eligibility criteria and rules. Please speak to your 
Manager if you have any queries regarding your entitlement. 

Staff Discount Rules

You will need to sign for your card.

You can only use the card assigned to you to obtain discount.  You cannot use a colleague’s card and they cannot use yours, 
even if they are entitled to discount. 

You must always be present when using your card to avail of discount – remember; all purchases made with discount must comply 
with company procedures.

Payments can be made by cash, credit/debit card or gift card.  You may be asked to sign for your discount at the till as an 
additional security measure. 
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Loss of Discount Card

It is vital if you lose or mislay your discount card that you inform your Manager as soon as possible, failure to do so could result in the 
removal of your discount facility.  If you find a missing card that you have reported lost or stolen, return it to a Manager immediately.

Restrictions

The Company may restrict discount purchases on certain items e.g.: Items in short supply or trial lines, Reduced items ;Certain offers 
and events may have additional restrictions, which will be communicated separately at the time.  

Discount is available throughout the store except for the restaurant.

You may purchase items with discount in reasonable quantities for your own personal use.  You may not buy large amounts of any 
product or ‘bulk purchase’ items.  The company reserves the right to refuse sale of large amounts of products.

Any people not listed ARE NOT entitled to discount. If you are unsure always check with your Manager before purchasing. 

Discount Abuse

Failure to comply with any procedure may give rise to disciplinary action being taken against you, which may result in dismissal. The 
Company reserves the right to withdraw the scheme or to vary the rate of discount offered, and to limit or exclude discount on 
specified products at its sole discretion.
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4.0 Working with Us

4.1 Looking the part

The way we look at work creates an image of McKee’s for our customers. As such it’s important we dress in a way that’s suitable for what you do and 
where you work.

We have an agreed dress code for all employees which complies with the Food Standards Agency and this must be adhered to at all times:

 Use your full uniform at all times where this has been provided. Please make sure it is clean and pressed

 No jewellery should be worn with the exception of a wedding band / discrete single stud earrings

 Make up is to be kept to a minimum and nail varnish is not permitted

 No facial piercings 

 Tattoos should not be visible

 Hair must be tied neatly back, with all loose ends secured.  No irregular colours i.e. pinks /blue

 Beards must be neatly groomed & with a beard net

Uniforms will be supplied (shirts and aprons) upon commencement of employment. There is a life expectancy that these will last 2 years. You may wish 
to purchase additional items at your own expense, please speak to us if you would like to do this. At the end of your employment please return any 
uniform or other property to your manager or supervisor on your last day.

Working in the shop, restaurant or Deli:

Our uniform is in accordance with health and safety advice. 

Please wear the regulation blouse or shirt along with apron.

This should be worn with black full length dress trousers, black socks (no trainer socks), black belts and either black non slip shoes or completely black 
trainers (Leggings, cropped trousers or coloured footwear are not permitted). 

Any items worn under the uniforms which may be visible i.e. camisoles /T shirts must be Navy or white.
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There are regulation Navy McKee’s branded Cardigans, Slipovers, Jackets and Hats also provided for the colder weather.

Depending on your role there are permitted exceptions:

 Chefs /Bakers -Professional attire is required, for example, dark, preferably black, denims

 Butchers- permitted exception to black dress trousers

 For all employees, any plasters required must be regulation blue.

 Regulation Hat /Hair net as requested 
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4.2 Working with us- Your Health, Safety & Wellbeing

Smoking

Smoking is only permitted in the designated smoking area, outside the staff room, and only during designated break times.

This policy has been established to help provide a healthy, safe and comfortable environment for all employees, customers and visitors to the 
premises and to accord with the Smoking (NI) Order 2006.

Any breach of this policy will necessitate disciplinary action being taken against the offending employee.

If employees wish to smoke outside the premises during any permitted break period they must not do so in view of customers as the 
Company believes this portrays a negative image.

Our approach also extends to the use of e-cigarettes as well.

Drugs and Alcohol

Alcohol and substance abuse can have a detrimental effect upon your health, it can adversely influence your work performance and your 
relationships with colleagues and customers. It can result in reduced efficiency and increased absenteeism. The Company has a duty 
towards and is concerned about the health and welfare of all employees.  It is therefore the Company policy to:

 promote a responsible attitude to the consumption of alcohol amongst employees

 offer assistance to those employees who require it

 treat alcohol and substance abuse as a health problem and arrange for employees to seek professional assistance.

 The Company will treat any absence due to alcohol and substance abuse in the same way as sickness absence on condition that you 
obtain professional treatment and maintain regular contact with the appropriate Occupational Health Department.

 The Company will treat all relevant discussions in strict confidence.

 If inadequate work performance or unacceptable behaviour, including poor work relationships, occur or persist, the matter may be
dealt with under the Company’s Disciplinary Procedure.  Careful consideration will be given if you have acknowledged the existence of 
a problem and/or have agreed to obtain medical help for the condition.  However, any incident which amounts to gross misconduct 
would be considered a dismissible offence.  If you fail to complete a prescribed course of treatment or have a relapse following
treatment, the matter may be dealt with under the Company’s Disciplinary Procedure.
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4.3 Absence Policy & Procedures
If you need time off work, for reasons you can plan for, you must agree this with your manager beforehand wherever you can. But we know 
things happen that we can’t always plan for, including illness.

If this happens you need to let your manager, or other agreed contact, know that you won’t be at work as soon as you can and at least within 1 
hour of your usual start time. Depending on the reason you’re not able to attend work, there are a range of leave options to support you. 
Whatever the reason for your absence, it’s really important you contact your manager, because if you’re absent without their agreement or 
knowledge this is known as being Absent Without Authorised Leave (AWAL) and we reserve the right to stop your pay which, following 
investigation, may lead to serious consequences and possible disciplinary action.

The Company will invoke the following procedures in cases of unauthorised short term absence:

Stages in the Absence Procedure Action

 More than 2 days unauthorised absence in any one month 

(4 consecutive weeks) or more than 4 days in any 3 months Verbal Warning

 2 days unauthorised absence in the following month Written Warning

 2 days unauthorised absence in the following month Final Written Warning

 1 day unauthorised absence in any month following Dismissal

The Company will deduct pay for any period of unauthorised absence.

The Company also reserves the right to invoke the disciplinary process where any employee displays persistent short term absence even if same 
is authorised and/or certified. The Company deems this necessary as it may be undesirable for any employee who displays persistent short term 
absence to continue in employment due to their unreliability.

The Company will review instances of long term absence on a case by case basis.

The Company will take the principles enshrined in the Disability Discrimination Act 1995 (as amended) into account when applying these 
procedures.
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Medical Notes access

In certain circumstances it may be necessary for the Company to obtain a Medical Report from your Doctor/Specialist in order to 
establish:

 reason for and likely duration of absence

 when you will be able to return to work, and whether the problem will recur

 what, if any, treatment is being prescribed; and

 whether you can carry out all the duties of the job.

This will enable the Company to plan workloads. It is in the interests of both yourself and the Company to establish, with the benefit 
of expert medical opinion, your ability to work.  You have certain rights under the Access to Personal Files and Medical Records
(Northern Ireland) Order 1991 

 Your Doctor/Specialist cannot submit the report to the Company without your consent. You may withhold consent to the 
report being sought or can request to see the report prior to it being forwarded to the Company.

 If you indicate that you wish to see the report in advance, the Company will inform you when the Doctor/Specialist has been 
written to; and the Doctor/Specialist also will be notified that you wish to see the report. You then have 21 days to contact the 
Doctor/Specialist regarding arrangements to see the report.

 Should you indicate that you do not wish to see the report before the Company, you still have the right to write to the Doctor, if 
the report has not been provided to the Company and have 21 days to contact the Doctor/Specialist regarding arrangements 
to see the report.  You have the right to ask the Doctor/Specialist for a copy of the report for up to 6 months after it has been 
supplied. (There may be a charge for this.)

 You may ask the Doctor/Specialist to amend any part of the report which you consider to be incorrect or misleading. If the 
Doctor/Specialist is not in agreement, you may attach a statement of your views with the report.  If the Doctor/Specialist thinks 
that you or others would be harmed by the report, or any part of the report, it can be withheld from you.

 No decision will be made that could affect your employment without careful consideration of all the circumstances.

 Where the Company wishes to obtain a medical report, you will be asked for your written consent. Should you withhold such 
consent, the Company will take a decision regarding your continuing employment without the benefit of medical opinion.
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4.4 Family Friendly Policies 

4.4.1  Maternity

You have certain statutory rights if you are pregnant.  These are addressed in turn below; listing what conditions must be met for you to be entitled to the 

rights. To obtain the benefit of each right, you must have complied with all of the conditions.

The rules on pregnancy and maternity are very complex and any query should be raised with the Company via your line manager in the first instance.

Ante-Natal Care

You are entitled to reasonable time off work, with pay to attend for ante-natal care at appointments made on the advice of a registered medical 
practitioner, registered midwife or registered health worker. If requested, you must provide a certificate of pregnancy and an appointment card.

Statutory Maternity Pay (SMP)

To qualify for SMP you must satisfy the following criteria:

 -have been continuously employed for at least 26 weeks at 15th week before the Expected Week of Childbirth (“EWC”);

 have average weekly earnings of not less than the figure set by the Government for the payment of National Insurance Contributions;-

 still be pregnant at the 11th week before the EWC or have given birth by that time;

 provide medical evidence of your EWC by the 15th week before your EWC (if requested).

 provide 28 days notice that you intend to stop work.

SMP is payable at the higher rate (equivalent to 90% of earnings) for the first six weeks of leave and for the remaining 33 weeks at the standard rate as 
set by the Government. You are entitled to receive SMP if your contract terminates at any stage after the 15th week before EWC.

Health and safety

 Under the Health and Safety at Work (NI) Order 1978, once a Company is aware that the employee is pregnant, a risk assessment must be carried 
out for all expectant mothers as early in pregnancy as possible and at regular intervals throughout the pregnancy as appropriate.
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Maternity Leave

All employees are entitled to statutory maternity leave regardless of their length of service. You are entitled to 26 weeks Ordinary 
Maternity Leave (“OML”) and 26 weeks Additional Maternity Leave (“AML”).   Whilst on OML and/or AML all contractual benefits 
except for your pay will be maintained as if you were not absent.   At the end of your OML/AML you are entitled to return to the
job you were in before you went away.   To obtain Statutory Maternity Leave you must:

 notify the Company that you are pregnant 

 notify the Company the date that the baby is due

 notify the Company that date that you wish your leave to commence (this date can be changed at  a later stage 
providing you give at least 28 days notice of the change)

Notification should be provided by the 15th week before your EWC.

 The Company will write to you within 28 days of your notification of leave, setting out the date on which you are expected 
to return to work if you wish to take your full entitlement to maternity leave. The Company reserves the right to request 
provision of MAT B1 form which is available from your doctor or midwife. This form is provided after you have been pregnant 
for 21 weeks. 

 You are legally prohibited from working during the two weeks immediately after the birth; this is known as the “compulsory 
maternity leave period” and is considered part of the ordinary maternity leave period.

 At the end of the additional maternity leave period you are entitled to return to a similar position deemed suitable and 
appropriate.   

 The above information is given for guidance purposes only and confers no extra rights to you beyond those provided by 
statute
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4.4.2 Family Friendly - Paternity

Following the birth of a child, male employees (fathers only) will be eligible to take paid leave to care for the child or support the mother if you meet 
all of the following conditions:

 you have or expect to have responsibility for the child’s upbringing;

 you are the biological father of the child or the mother’s husband or partner;

 you have been continuously employed for 26 weeks leading into the fifteenth week before the actual date of confinement.

 still employed on the actual date of confinement

Length of Paternity Leave

 You are entitled to choose to take either one week or two consecutive weeks of paternity leave, odd days are not acceptable.

 You are entitled to start your paternity leave on any day of the week following the child’s birth but this leave must be completed within 56 days 
of the actual date of birth, or if the child is born early, within the period from the actual date of birth up to 56 days after the expected week of 
confinement.

 You will only be entitled to one period of leave irrespective of whether more than one child is born as a result of the same pregnancy. Whilst on 
Paternity Leave all contractual benefits except your pay will be maintained as if you were not absent.

Statutory Paternity Pay

 Statutory Paternity Pay will be paid for either one or two consecutive weeks as chosen by you. SPP is the same standard rate as set by the 
Government for Statutory Maternity Pay.

 You will not be eligible for SPP if your average earnings are below the lower earning limit for National Insurance purposes.

 You should inform the Company of the date you expect any payments of SPP to start at least 28 days in advance, unless this is not reasonably 
practicable.
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Notice

Should you wish to take paternity leave you must inform the Company of:

• your intention to take paternity leave by the 15th week before the Expected Date of Confinement;

• the week the baby is due;

• whether you wish to take 1 or 2 weeks leave;

• when you want your leave to start.

Should you wish to change the date on which you want your paternity leave to start you must inform the Company at least 28 days in advance, unless this 

is not reasonably practicable. 

You must provide the Company with a completed self-certificate and signed declaration, as evidence of your entitlement to SPP and paternity leave. 

The above information is given for guidance purposes only and confers no extra rights to you beyond those provided by statute



4.4.3 Family Friendly- Adoption Leave

From 6th April 2003, you have certain statutory rights if you are adopting a child.    These are addressed in turn below; listing what conditions 

must be met for you to be entitled to the rights.   To obtain benefit of each right, you must have complied with all of the conditions.

The rules on Adoption leave and pay are very complex and any query should be raised with the Company.

Statutory Adoption Leave

You are entitled to 26 weeks ordinary adoption leave followed by 26 weeks additional adoption leave if you meet the following conditions.   

You must:-

 be newly matched with a child for adoption from an approved adoption agency;

 have been continuously employed for up to 26 weeks leading into the week in which you are notified of being matched with a child for 

adoption.

 provide a ‘matching certificate’ from an approved adoption agency.

Adoption leave can be taken either from the date of the child’s placement or from a fixed date which can be up to 14 days before the 

expected date of placement

You are only entitled to take one period of leave irrespective of whether more than one child is placed for adoption as part of the same 

arrangement.

If placement ends during the adoption leave period, you will be entitled to continue adoption leave for up to 8 weeks after the end of the 

placement.
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Whilst on ordinary adoption leave all contractual benefits except for your pay will be maintained as if you were not present. At the end of ordinary adoption leave you 

are entitled to return to the job you were in before you went away.  Whilst on additional adoption leave your employment contract will continue with some contractual 

benefits and obligations remaining in force.   At the end of the additional adoption leave you are entitled to return to a similar position which is deemed suitable and 

appropriate. 

Statutory Adoption Pay

Statutory Adoption Pay will be paid during the ordinary adoption leave period, additional adoption leave is unpaid.

SAP is the same standard rate as set by the Government for Statutory Maternity Pay. You will not be eligible for SAP if your average earnings are below the lower earnings 

limit for National Insurance Purposes

You should inform the Company of the date you expect any payments of SAP to start, at least 28 days in advance unless this is not reasonably practicable.

Notice

Should you wish to take adoption leave you must inform the Company of:-

• your intention to take adoption leave within 7 days of being notified by the approved adoption agency that you have been matched with a child for adoption, 

unless this is not reasonably practicable. 

• when the child is expected to be placed with you; and

• when you want your adoption leave to start.

Should you wish to change the date on which you want your adoption leave to start you must inform the Company at least 28 days in advance, unless this is not 

reasonably practicable.

The Company will write to you within 28 days of your notification of leave, setting out the date on which you are expected to return to work if you wish to take your full 

entitlement to adoption leave.

Should you wish to return to work before the end of your adoption leave you should give the Company 28 days notice of the date on which you intend to return to work.

The above information is given for guidance purposes only and confers no extra rights to you beyond those provided by statute. 
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4.4.4 Family Friendly- Parental Leave

 Employees must have one year’s continuous service to qualify for parental leave.

 Employees must have or expect to have responsibility for the child and the leave must be taken for the purpose of caring 
for the child.  

 Eligible employees are entitled to 18 weeks parental leave for each child up the child’s 18th birthday. The right applies to 
each child, therefore if an employee has twins they are entitled to 36 weeks parental leave. The entitlement applies to an 
individual child not an individual employment e.g. if an employee has taken eight weeks parental leave with their previous 
employer they are only entitled to take another five(or) ten weeks while in our employment. They must also have completed 
a years’ service with the Company to qualify. 

 Parental leave is an individual right and you cannot transfer the leave between parents, for example a father cannot 
decide to only take 10 weeks and the mother 16 weeks. 

 An employee must give 21days notice to take parental leave.  

 An employee can take a maximum of four weeks parental leave per child per year. For these purposes a year starts when 
you become eligible for parental leave (either when the child is born or when you have worked for the company 
continuously for one year whichever comes later). 

 Parental leave must be taken in blocks of one week; unless your child is disabled in which case leave can be taken in blocks 
of one day. A week is based on your usual working pattern, so if you work Mondays and Tuesdays only, a week would be 
two days or if you work Monday to Friday a week would be five days. The employer can only postpone parental leave if the 
operation of its business would be duly disrupted.  Leave can only be postponed for up to six months.  Parental leave is 
unpaid leave.
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4.4.5 Shared Parental Leave

 If you are considering sharing your maternity leave with your partner, you should discuss this with your manager at the earliest
opportunity. Shared Parental leave is complex and a full policy relating to this is available upon request.

 Shared Parental Leave enables eligible parents to choose how to share the care of their child during the first year of birth or 
adoption. Its purpose is to give parents more flexibility in considering how to best care for, and bond with, their child. All eligible 
employees have a statutory right to take Shared Parental Leave. There may also be an entitlement to some Shared Parental Pay. This 
policy sets out the statutory rights and responsibilities of employees who wish to take statutory Shared Parental Leave (SPL) and 
statutory Shared Parental Pay (ShPP). 

Eligibility

SPL can only be used between two people

- The mother / adopter

- The father of the child in the case of birth OR the spouse, civil partner, partner of the child’s mother / adopter

Both parents must share the main responsibility for the care of the child at the time of the birth/placement for adoption

Additionally, if you are seeking to take SPL must satisfy each of the following criteria:

the mother/adopter of the child must be/have been entitled to statutory maternity/adoption leave or if not entitled to statutory
maternity/adoption leave they must be/have been entitled to statutory maternity/adoption pay or maternity allowance and must have 
ended or given notice to reduce any maternity/adoption entitlements; 

 you must still be working for the organisation at the start of each period of SPL; 

 you must pass the ‘continuity test’ which requires you to have a minimum of 26 weeks' service at the end of the 15th week before the 
child’s expected due date/matching date

 your partner must meet the ‘employment and earnings test’ requiring them in the 66 weeks leading up to the child’s expected due 
date/matching date have worked for at least 26 weeks and earned the required amount set by the Government

 you must correctly notify us of your entitlement and provide evidence as required
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Entitlement

If you are eligible you may be entitled to take up to 50 weeks SPL during your child’s first year in your family. 

 The number of weeks available is calculated using the mother’s/adopter’s entitlement to maternity/adoption leave, which 
allows them to take up to 52 weeks’ leave. If they reduce their maternity/adoption leave entitlement then they and/or their 
partner may opt-in to the SPL system and take any remaining weeks as SPL

 A mother/adopter may reduce their entitlement to maternity/adoption leave by returning to work before the full 
entitlement of 52 weeks has been taken, or they may give notice to curtail their leave at a specified future date. If the 
mother/adopter is not entitled to maternity/adoption leave but is entitled to Statutory Maternity Pay (SMP), Statutory 
Adoption Pay (SAP) or Maternity Allowance (MA), they must reduce their entitlement to less than the 39 weeks. If they do 
this, their partner may be entitled to up to 50 weeks of SPL. This is calculated by deducting from 52 the number of weeks of 

SMP, SAP or MA taken by the mother/adopter.

Commencing SPL

SPL can start in the following ways; 

 The mother can take SPL after she has taken the legally required two weeks of maternity leave immediately following the 
birth of the child

 The adopter can take SPL after taking at least two weeks of adoption leave 

 The father/partner/spouse can take SPL immediately following the birth/placement of the child but first may choose to 
exhaust any paternity entitlements.

 Where a mother / adopter gives notice to curtail their maternity/ adoption entitlement, then the partner/ adopter can take 
leave while the mother/ adopter is still using their entitlement.

 SPL will generally commence on your chosen start date specified in your leave booking notice, or in any subsequent 
variation notice. If you are eligible to receive it, Shared Parental Pay (ShPP) may be paid for some, or all, of the SPL period.

 SPL must end no later than one year after the birth/placement of the child. Any SPL not taken by the first birthday or first 
anniversary of placement for adoption is lost 
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Notifying of your intention to take Shared Parental Leave

If you are entitled to, and are intending to take SPL, you must give your manager notification of your entitlement and intention, at 
least eight weeks before you can take any period of SPL. Upon receipt of this request we may request further information and 
evidence before approving this request.

If you are eligible you may request to take your SPL in continuous or in discontinuous blocks of leave. 

Once we have received your notification, it will be dealt with as soon as possible, but a response will be provided no later than 
the 14th day after the leave request was made. All notices for leave will be confirmed in writing.

You will be informed in writing of the decision as soon as is reasonably practicable, but no later than the 14th day after the leave 
notification was made. The request may be granted in full or in part: for example, we may propose a modified version of your 

request

Please ensure you are familiar with the SPL policy  and if in doubt please speak to your manager in the first instance.
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4.5 Flexible Working

Flexible Working Policy

If you have children under seventeen, disabled children aged under eighteen, or are a carer of an adult living at the same address you will have 
the right to apply to work flexibly, providing you have the qualifying length of service, however statute does not provide you with the automatic 
right to work flexibly.  The Company will consider your application seriously.

Eligibility    

In order to make a request you must meet the following conditions:-
 have a child under seventeen, or under eighteen in the case of a disabled child or be a carer for an adult living at the same address;
 have been continuously employed for 26 weeks at the date the application is made;
 make the application no later than two weeks before the child’s sixth birthday, or eighteenth birthday in the case of a disabled child;
 have or expect to have responsibility for the child’s upbringing;
 be making the application to enable you to care for a child;
 not have made another application to work flexibly under the right during the past twelve months;

The Procedure
The initial onus will be on you to make a considered application in writing.
You are only entitled to make one application per year and accepted applications will mean a permanent change to your terms and conditions 
of employment.  
Your Line Manager will arrange to meet with you in order to explore the desired work pattern in depth and to discuss how best it can be 
accommodated.  You may bring a fellow work colleague to this meeting should you so wish.
Your Line Manager will write to you within 14 days of the meeting either to agree to your requested new work pattern and a start date; or to provide 
clear business grounds as to why the application cannot be accepted and the reasons why the grounds apply in the circumstances. In the 
majority of cases this will be the end of the matter.
You have a right to appeal the Company’s decision within 14 days of it being notified to you.    
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4.6 Other Leave
Appointments

You are normally expected to ensure that appointments to visit the doctor, dentist, hospital, etc. are made in your own time and outside normal working 
hours. In the event that this is not reasonably practicable, time off work will be permitted to attend such appointments providing that the appointment is 
substantiated with an appointment card (if requested) and the timing of the appointment causes as little disruption as possible i.e. at the beginning or 
end of the working day.

Bereavement Leave

In the event of the death or funeral of immediate family, being a spouse, parent, child or sibling, you may be granted appropriate time off work of up to 
3 days and payment at the discretion of the Company after careful and sympathetic consideration has been given to the circumstances surrounding 
each bereavement. Leave for funerals of non-immediate family and/or friends must be booked as annual leave.

Marriage

You are entitled to one day’s leave. As above payment will be at the discretion of the Company.

Family Emergency

You are entitled to reasonable time off for urgent incidents of real need involving a dependant, who is a member of your immediate family or someone 
who reasonably relies on you for help when they are ill or injured or for making arrangements for them to be cared for in the event of illness or injury. The 
entitlement to time off in such circumstances is limited to what is reasonable for you to deal with the immediate problem and sort out any longer term 
arrangements. If you are unable to attend work due to unforeseen family circumstances such as the death of a dependant, breakdown of childcare 
arrangements or illness of a dependant, you may be entitled to reasonable time off work. Payment during such time off will be at the discretion of 
management.

Jury Service

You are entitled to time off work to fulfil your obligations with regard to Jury Service. In the event of you being summoned to attend for Jury Service, you 
must notify management immediately on receipt of the Jury Summons, giving details of the dates you are required to attend Court. If you are retained 
on Jury Service for a prolonged period, you have an obligation to notify the Company and must keep in regular contact throughout. You must return to 
normal working immediately following your release from Jury duties. You are reminded to ensure that an expenses claim is submitted to the Court in 
accordance with the available allowances for travelling, subsistence and your financial loss. You are entitled to payment in full for this time off less jury 
service payment.

Public duties

You are entitled to reasonable time off during working hours to perform the duties associated with certain positions, such as Justices of the Peace, 
members of a local authority, statutory tribunal or police authority. Payment for this time off will be at the discretion of management.
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5.0 Statutory Provisions

5.1Data Protection Policy
McKee’s are committed to protecting the rights and freedoms of data subjects and safely and securely processing their data in accordance with all of 
our legal obligations of the General Data Protection Regulation (“GDPR”) and DPA Act 2018. We hold personal data about our employees, clients, 
suppliers and other individuals for a variety of business purposes. Individuals the right to be aware of, seek access to and have some control over the 
nature and content of information held in relation to them by the Company, and to know for what reasons the information is held or processed.

The Company recognises the importance of respecting the privacy of all our employees and the need for the appropriate safeguards, in relation to the 
collection, storage and processing of personal data.

As employees, we all have an expectation that information held about us will be dealt with properly and responsibly.   As an employer the Company has 
a responsibility and a duty of care to ensure that this happens.   It is important to understand your responsibility when handling other peoples’ personal 
data, whether this is employee or customer related.

This applies to information held on computer or in Manual filing systems from which they are identifiable.

Information held must be ‘adequate, relevant and not excessive’.

These are the principal reasons why the Company would hold personal information on its employees:

 Recruitment, promotion, training, redeployment and/or career development

 Calculation of payroll data and the transfer of such data for use by internal auditors

 Calculations of certain benefits including pensions

 For contacting next of kin in the event of an emergency

 Compliance with statutory requests from the Inland Revenue, Department of Social Security, the Benefits Agency and other relevant public 
authorities/agencies.

 Disciplinary purposes arising from an employee’s conduct or ability to perform their job

 Provision of reference to financial institutions, facilitate entry onto educational courses and assist potential future employers

 Assessment of suitability for internal moves and career progression/manpower planning.

Employees can make a written request to inspect their own file and this can normally be arranged within 28 working days
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Data Protection Policy

In accordance with the General Data Protection Regulation (“GDPR”) and requirements of the Data Protection Act 2018 and  in 

accordance with all our legal obligations this is our policy and statement of the purposes for which we hold personal data about our 
employees and others who work for us. For more information, please refer to our Data Protection & Privacy Policy which can be
obtained by contacting the office.

General 

We will collect, hold and process information consisting of personal data including sensitive personnel data about all our employees, 
applicants for employment, self employed contractors, agency workers and others who work for us who are referred to in the Act as 

“data subjects”. 

The purpose for which we hold any information about data subjects is for use solely for administrative and personnel management 
purposes, including but not limited to recruitment, appraisals, performance, promotion, training, career development, pay and
remuneration, pension and insurances and other benefits, payroll, tax, national insurance, other deductions from pay, health and
safety, discipline and grievances; and the review of our human resources policies.  

Sensitive Personal Data  

The purposes for which we hold sensitive personal data about data subjects are for equal opportunities monitoring, the management 
of human resources and for the provision of specific services to individuals, including but not limited to suitability and fitness for work; 
sick pay and sick leave; absence control; maternity leave and pay; parental leave; safe environment and obligations under the
Disability Discrimination Act. The Act defines “sensitive personal data” as personal data consisting of information relating to such 
matters as to racial origin; religious beliefs; membership of a trade union; health; etc.
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Retention of Data  

The categories of information which we will hold and the time for which we will normally hold it will be as follows in accordance with the Code of 
Practice published by the Data Protection Commissioner and legal advice:  

 Application Form & Associated Documents Duration of Employment + 3 months

 Payroll & tax information 6 years

 Sickness Records 3 years

 Annual Leave Records 2 years

 Unpaid Leave / Special Leave Records 3 years

 Annual Appraisal Records 5 years

 Records relating to promotion, transfer, training, 

disciplinary matters 1 year from the end of employment

 References given / information to enable 

reference to be given 5 years from reference/end of employment 

 Summary of record; name, position, dates of employment 5 years from reference/end of employment

 Records relating to accidents or injury 12 years

NB: It may be necessary to retain information for longer periods of time in the event of ongoing legal proceedings. The purpose for which we hold any 
formation about data subjects after the end of employment (as indicated in the above table) is for use solely for any residual employment related 
matters including, but not limited to the provision of job references, processing applications for re-employment, matters relating to retirement benefits, 
the conduct of legal proceedings and allowing us to fulfil contractual or statutory obligations.

Once the relevant period of time has passed the documentation will be securely destroyed ( hard copies) or deleted at source (soft copies).
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Statutory Purposes  

In addition to the above purposes, we may collect, hold and process data including personal sensitive data if it is necessary to do so for 
compliance with any statutory duty with which we are required to comply.  

Third Parties  

If necessary for the above purposes we may transfer personal data to insurers, bankers, legal, medical and other professional advisors, 
administrators of your pension provider and any other companies to which we have contracted work relating to any of the above purposes for 
which the personal data are to be used. Data may also be disclosed to others at an employee’s own request.  

Electronic Communications  

We may monitor electronic communications by employees, including to websites, to ensure that these systems are being used in accordance 
with our internet policies. Please refer to our email and internet usage policy.  

Good Practice  

The Data Protection Act and GDPR principles, set out principles of good practice, to which we will make all reasonable efforts to adhere. These 
principles are that the data must be: fairly and lawfully processed; processed limited purposes and not in any manner incompatible with these 
purposes: adequate, relevant and not excessive; accurate; not kept for longer than is necessary; processed in accordance with individuals’ 
rights; secure; not transferred to countries without adequate protection.
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Access and Correction  

You have a right to request access to and to request correction of your personal data in relation to your employment. If you wish 
to exercise these rights please contact a senior manager.

You have the right to withdraw your consent for our use of your personal data should you believe we are using it unlawfully.

It is also your right to the right to lodge a complaint with the Information Commissioner's Office with regards to the handling of 
your data.

We take data protection seriously and ensure that  all security rules must be followed when handling any data,  a breach of this
policy will lead to disciplinary action.
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5.2 Internet, Email & Social Media Policy

Information Security

You must take the appropriate steps to guard against unauthorised access to, alteration, accidental loss, disclosure or destruction of data. Under no 
circumstances should you divulge your password to anyone else nor should you gain access or attempt to gain access to information stored 
electronically which is beyond the scope of your authorised access level.

Email & the Internet

We encourage you to use email and the internet as, used correctly, it is a facility that is of assistance to many employees. Inappropriate use, 

however, causes many problems ranging from minor distractions to legal claims against the Company. This section sets out the Company’s view on 
the correct use of the e-mail system.  The e-mail system is available for communication on matters directly concerned with the business of the 
Company. Employees using the e-mail system should give particular attention to the following:

 the standard of presentation: the style and content of an e-mail message must be consistent with the standards that the Company expects from 
written communications

 the extent of circulation: e-mail messages should only be sent to those employees for whom they are particularly relevant

 the appropriateness of e-mail: e-mail should not be used as a substitute for face to face communication;  "Flame-mails" (e-mails that are abusive) 
can be a source of stress and can damage working relationships, while hasty messages, sent without proper consideration, can cause 
unnecessary misunderstandings

 the visibility of e-mail: if the message is confidential, the user must ensure that the necessary steps are taken to protect confidentiality

 the Company will be liable for any defamatory information circulated either within the Company or to external users of the system; and

 e-mail contracts: offers or contracts transmitted via e-mail are as legally binding on the Company as those sent on paper.

Misuse of the e-mail/Internet can expose the Company to significant risk and the Company reserves the absolute right to monitor employees' use of e-
mail and the internet.

Care must be taken when attaching documents to ensure there is no infringement of copyright and you must not disclose confidential information.

Copies of e-mail should be retained where appropriate (as e-mail is a form of documentation which could be 'discoverable' in legal proceedings).
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Computer Software

Because of potential virus infection and consequent damage to the business, you must not load any software into any computer 
without the prior approval of management. Approval will only be given after virus checking.

 Virus protection software is maintained and periodically updated.

 It is mandatory that you re-boot your P.C. daily with the anti virus software to ensure that no viruses are present.

 Under no circumstances must you load games or free issue software onto the Company equipment.

 If a specific application programme is necessary for your work, then it will be purchased by the Company for your use.

 You must not make 'pirate' copies of the Company owned software for use by other persons either inside or outside the 
Company. This not only breaks the Company rules, it is an illegal practice.

 You must not link your own device to the Company’s PC equipment without prior approval of management. 
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Unauthorised Use

 the Company will not tolerate the use of the e-mail system or the internet for any of the following:

 any message that could constitute bullying or harassment (e.g. on the grounds of sex, race or disability)

 personal use, e.g. social invitations, personal messages, jokes, cartoons or chain letters

 on-line gambling

 accessing /downloading pornography or other illegal or obscene material

 downloading software which has not been virus checked and approved by the Company

 downloading or distributing copyright information and/or any software available to the user

Authorised Use

 Access to the Internet is provided to employees for matters directly concerned with the business of the Company.  You should be aware 
that:

 being logged into a site while undertaking other work may mean a telephone connection is open unnecessarily

 leaving Internet access open while away from your desk means that unauthorised use may occur in the absence and be attributable to 
you

 spending long periods of the working day on the Internet means normal work is not being done or colleagues are picking up an unequal 
share; and

 telephone records and system records may be used to monitor your use of the Internet.

 This is not an exhaustive list.
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Social Media

 The purpose of this policy is to set out the company’s rules regarding social media and social networking. The absence or lack of explicit 
reference to a specific site does not limit the extent of the application of this policy. Where no policy or guideline exists, employees 
should use their professional judgment and take the most prudent action possible. Consult with the Managing Director if you are 
uncertain. 

 Be respectful to the company, other employees, customers, partners and competitors. 

 You should not post or publish a comment, photograph about the Company, its employees or customers without prior consent from your 
Manager

 Whether you are blogging or tweeting or using any other social media channels, remember that your readers may include current or
potential customers, as well as current, past and future employees. Consider that before you publish and make sure you do not alienate 
or offend any of those groups

 Employees should understand that the Company can and will monitor the use of social media and social networking websites, even if 
they are engaging in social networking or social media use away from the work environment

 Failure to comply with any procedure will give rise to disciplinary action being taken against you, and this could include dismissal.
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5.3 Drivers & Vehicle Use Policy

The information set out below applies if you have been provided with a car for your personal use, have the use of a pool car or drive 
commercial vehicles.

 A vehicle is only available if you hold a current and valid driving licence. As all vehicles are insured through the Company, any 
conviction for driving offences, any driving endorsements and any fines incurred whilst you are in possession of the vehicle must be 
reported immediately. You are personally responsible for the payment of any fine or fixed penalty incurred whilst in charge of the vehicle.

 If you are considered to be acting carelessly or recklessly in your use of the vehicle, you will be subject to disciplinary action (and this may 
involve the withdrawal of the vehicle where appropriate). If you are prosecuted or convicted of a driving offence which results in a 
period of disqualification and the holding of a licence is an essential requirement of the job, this will give rise to disciplinary action being 
taken against you, and this could include dismissal.

 You must immediately report any and every accident or incident in which a vehicle in your charge becomes involved, regardless of fault 
and whether or not persons or property are affected.

 You must avoid the consumption of alcohol or drugs prior to or during the course of driving. Infringement of this rule will result in your 
dismissal.

 Only authorised personnel may drive the Company’s vehicles.  Unauthorised passengers must not be carried in vehicles, nor must 
vehicles be used for personal purposes without permission.

 The appropriate documentation must be carried at all times (e.g. insurance details), and you must ensure that all security devices are 
operable when the vehicle is left unattended.  If a telephone is installed in your vehicle, it may only be used for business purposes or in an 
emergency unless prior authorisation to do so has been given. 

 You must ensure that the vehicle is kept in good condition. This includes keeping it clean and ensuring that the tyre pressure, lights, oil, 
water etc. are up to the required standard.  You must not drive the vehicle in an unroadworthy condition. Any defects must be reported 
immediately to management. The vehicle must not be driven without the fault being rectified or prior approval given.

 You are responsible for ensuring that any service, maintenance and repair is carried out.  All vehicles must be serviced in accordance 
with the Company’s policy and /or manufacturers recommendations. Services must be arranged on time and the service record 
completed and stamped by the garage. Whenever possible servicing should be booked and carried out at a time when it will cause 
least disruption to your working day. You must obtain prior authorisation from management and/or the Company’ insurers with the 
required quotes in the event of the vehicle requiring any repair work, and must not hire a replacement vehicle whilst repairs are being 
carried out without prior authorisation.
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 You will be liable to pay for all fuel used in respect of private mileage.

 You must not have modifications made, or extras fitted to the vehicle, without prior permission from management. Where 
the reversal of the modification or the removal of the extra would result in the value of the vehicle being less than had they 
not been done or fitted, then the modification and/or extra will become the property of the Company.

 The Company reserves the right to require you to surrender any vehicle you have been issued with, at any time, in the event 
of absence from work. (This does not apply to the 18 week ordinary maternity leave period).  You must make your vehicle 
available for another employee to use on business at any time.

 Under certain conditions, other persons may be allowed the use of your vehicle. If you require further details you should 
contact management. Aside from other conditions which may apply, you will be responsible for payment of any fines or 
damage incurred by the third party.

 In the event of termination of your employment, you will not be entitled to the private use of the vehicle or entitled to 
compensation for the duration of your contractual notice period

Commercial Vehicles

 You are responsible for the safe transit of both vehicle and load, and must ensure that any trailers are coupled and 
uncoupled safely.  It is your responsibility to ensure that containers are properly sealed; where it is found that a container is 
not properly sealed, it must be reported immediately.  You are responsible for ensuring that all loads are properly secured at 
all times.

 Any uniforms provided must be worn at all times whilst on duty.

 You must report in regularly. Where it is not possible to complete the required assignments for any reason, the Company 
must be contacted and kept fully informed of the situation.

 You must comply with all statutory and the Company regulations regarding the recording of daily mileage, journeys 
undertaken and driving hours, and must not exceed maximum driving hours by working for a third party.

 Any statutory regulations in respect of the use of Trade Plates must be complied with.
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5.4 Equal Opportunities Policy

The Company is committed to the principle of Equal Opportunities in Employment.

This policy is intended to ensure:
 That no applicant or employee either directly or indirectly receives less favourable treatment on the grounds of their religious belief, political opinion, 

sex, disability, marital status, age, sexual orientation race or by virtue of the applicant having a criminal record.
 That no applicant or employee is placed at a disadvantage by requirements or conditions which cannot be shown to be relevant to performance.

Policy
To this end the Company will:

 Extend equal treatment to employees, potential employees and members of the public regardless of their religious belief, political opinion, sex, 
disability, marital status, age, sexual orientation, race or by virtue of the applicant having a criminal record.

 Comply with the letter and spirit of the letter and spirit of the Fair Employment & Treatment (NI) Order 1998, the Fair Employment (Monitoring) 
Regulations (NI) 1999 (as amended) and the Sex Discrimination (NI) Order 1976 (amended 1988).

 Review periodically its selection criteria and procedures to maintain a system where individuals are selected, promoted and treated solely on the basis 
of their merits and abilities which are appropriate to the job.

 Seek to give all employees equal opportunity and encouragement to progress within the Company by adopting appropriate affirmative action 
measures.

 Distribute and publicise this policy statement throughout the Company and elsewhere as is from time to time deemed appropriate.
 Maintain a neutral working environment in which no employee feels under threat or intimidated because of his/her religious belief or political opinion.   

In compliance with the Fair Employment & Treatment (NI) Order 1998, the Company does not permit the display of flags, emblems, posters etc., the 
circulation of literature, wearing of items of clothing such as football shirts, tattoo’s etc., or the articulation of slogans or songs which is likely to give 
offence or cause apprehension among particular groups of employees.

 Provide facilities for any employee, who believes that inequitable treatment has been applied to him or her within the scope of this policy, to raise the 
matter through the appropriate grievance procedure.

Implementation of Policy
 The Shareholders have overall responsibility for the implementation of this policy statement and Line Managers for its day to day operation.
 Line Managers are responsible for appropriate personnel receiving training and direction in the relevant legislation, the Company procedures and that 

practices are reviewed and amended as necessary.
 Line Managers are responsible within their specific area for ensuring that objective procedures are followed and that no breach of policy occurs

 All employees are required to comply with the policy as part of their Terms and Conditions of Employment.   Breach of policy or any act of 
discrimination or harassment on the part of an employee will be regarded as Gross Misconduct which will give rise to disciplinary action being taken 
against you, and this could include dismissal.
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5.5 Anti Harassment Policy

The Policy

The Company fully supports the rights and opportunities of all people to seek, attain and hold employment without discrimination.
The Company believes every person has the right to be treated with respect and dignity and is committed to promoting a harmonious, neutral 
working environment in which no-one is made to feel apprehensive because of their religious belief, political opinion, sex, disability, marital status, 

age, race, sexual orientation or by virtue of them having a criminal record.
The Company believes that any form of harassment is unacceptable and due to the serious and genuine adverse consequences it may cause 
individuals, it will not permit or condone harassing behaviour.   The Company will take positive steps to secure and promote a working environment 
which allows respect for the individual and freedom from any form of harassment.
The Company will treat harassing behaviour as Gross Misconduct and it will be dealt with under the Company’s disciplinary procedures and may 
warrant dismissal.
In addition to the Company’s view on unacceptable behaviour, there are specific legal protections under the Fair Employment & Treatment (NI) 

Order 1998 and the Fair Employment (Monitoring) Regulations (NI) 1999 (as amended), Race Relations (NI) Order 1997, Disability Discrimination Act 
1995, Sex Discrimination Order (NI) 1976 (amended 1988), Employment Equality (Age) Regulations 2006 and the Rehabilitation of Offenders Order 
(NI) 1978.   Sectarian, racial and sexual harassment constitute unlawful discrimination.

The Procedure

he Company fully recognises the rights of employees to complain about sectarian harassment should it occur.  It has developed a procedure 
through which employees can confidentially raise complaints relating to sectarian harassment.
The procedure does not replace or prejudice the rights of employees to pursue a complaint under the fair employment legislation to the Fair 
Employment Tribunal for Northern Ireland.   A complaint to the Fair Employment Tribunal must be lodged within 3 months from the date when the 
Complainant first knew, or might reasonably be expected to have first known, of the act of discrimination.  
Every effort will be made to ensure that employees making complaints will not be victimised.   Victimisation constitutes discrimination contrary to 
the Fair Employment & Treatment (NI) Order 1998.
Any complaint of victimisation will be dealt with promptly, seriously and in complete confidence.   Victimisation will  result in disciplinary action and 

may warrant dismissal
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Definition of Harassment

Harassment is defined as any verbal or physical abuse, derogatory statements, displays of emblems, or discriminating remarks made 
by one or more persons in the workplace, which are any of the following:

 Unwanted, unreciprocated

 Cause humiliation, offence and / or distress

 Interfere with job performance or create an unpleasant working environment.

 Trivialise people as a group and emphasise their sexuality / marital status / religious beliefs / political opinions / disability / age / 
race or criminal record

Harassment may take many forms.   It can change from extreme forms such as violence and bullying to less obvious actions like
ignoring someone at work.   

The following, though not an exhaustive list, may constitute harassment:

Physical Abuse:

 Unwanted physical contact

 Physical threats

 Suggestive gestures

 Unnecessary touching or assault

 Exclusion from normal workplace/social events

 Deliberate and recurring isolation at work

 Initiation ceremonies

 Intrusion by pestering, spying, following etc.

Whether or not harassment has occurred depends on the nature of the behaviour and its adverse consequences to the victim; not
on the intention of the person(s) taking the action
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Verbal Abuse: Discriminatory, sexist remarks

 Inappropriate or intimate questioning about one’s private life

 Repeated sectarian or sexually suggestive jokes or name calling

 Abusive language

 Offensive remarks or propositions

 Demeaning statements of a sexual or sectarian nature

 Aggressive shouting or rages linked with sex, marital status, religious belief, political opinion, disability, race or criminal records

 Demeaning gossip or slander

 Offensive slogans or songs 

Resolve

The company will monitor the incidence of harassment. Monitoring information and the effectiveness of the policy and procedures 
for dealing with harassment will be reviewed annually

All employees have a responsibility to help create and maintain a working environment which respects the dignity of employees.  
They should be aware of the serious and genuine problems which harassment can cause; ensure that their behaviour is beyond 
question and could not be considered in any way to be harassment.   They should also provide support to colleagues who are being
harassed, by encouraging them to follow the agreed complaints procedure.

Your Line Manager has a responsibility to ensure that harassment does not occur in work area for which they are responsible.

Line Managers also have a responsibility to explain the Company’s policy to their staff and take steps to positively promote it. They 
will be responsive and supportive to any member of staff who complains about harassment, provide full and clear advice on the
procedure to be adopted, maintain confidentiality in all cases and ensure that there is no victimisation after a complaint has been 
reviewed.   Whenever possible, employees will be given the opportunity to raise a complaint with a co-religionist.

The Company will provide training to ensure that all Line Managers and other staff are fully aware of this policy and the procedures 
for dealing with harassment
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Procedure 
Any employee who believes that he/she has suffered any form of harassment is encouraged and requested to raise the matter through the 
following procedures:

The Informal Procedure
This stage is appropriate when an employee simply wants the behaviour to stop.

1.If a person feels it is appropriate and may be effective, they may approach the alleged Harasser(s) directly and make it clear that their 
actions are unwelcome.  Furthermore they should indicate that it is offensive, makes them feel uncomfortable and interferes with work.   They 
should ask for the behaviour to stop immediately.   This may be done either verbally or in writing.
A personal approach at this stage may well avert the development of a serious situation particularly where the Harasser is unaware of the 
scope of the offensiveness of their actions.

2. The Company recognises that it may be very difficult for an individual to take such action.   Consequently Line Managers can talk through the 
issue with the person and to advise them about any approach to take, to explain the Company’s Policy and Procedures or go with them to 
speak to the alleged Harasser(s).    In certain circumstances the Line Manager may go in place of the victim as may a friend.
Line Managers will help the individual indicate that the behaviour is unwelcome and unwanted and that it contravenes the Harassment Policy.   
The person(s) acting on behalf of the harassee should take notes especially of any action taken to resolve the informal complaint.   These notes 
should be retained.   However, failure to do so will not invalidate any later investigation and findings.
At this stage as the approach is still informal only support to the harassee can be provided.   Line Managers will offer sensitive advice on the 
Formal Procedures if the person experiencing the harassment wishes to raise a complaint in this way.

3. All parties will retain confidentiality (subject to statutory requirements) at this stage in order that the victim is protected from retaliation.

4. If the harassment raises serious issues, or a pattern emerges the Company reserves the right to formally investigate the incidents(s) and take 
appropriate action.
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The Formal Procedure

Making a complaint
If it is inappropriate to attempt to resolve the problem informally, then a complaint should be raised immediately through the Formal 
Procedure.    The Informal Procedure does not have to be used first.

Investigation under the formal procedure
1. Time Limits
A complaint under the formal procedure must be made as soon as possible following an action of alleged sectarian harassment so that the 
matter can be dealt with swiftly and decisively.

2.. Making a Complaint

Individuals should make complaints in writing to their Line Manager.  The Line Manager will acknowledge receipt of the complaint as soon 
as is practically possible and arrange to meet the Complainant, who may be accompanied by a work colleague.   Whilst it is preferable 
that a complaint be made in writing this will not preclude the investigation of a complaint made verbally.

3. Initial Meeting With The Complainant
The Line Manager will meet the Complainant to:
Clarify and formally record the nature of the complaint and confirm that it is being handled under the formal procedure.
Ensure that the Complainant is aware of the next stages of the procedure.

4. Informing The Alleged Harasser
The Line Manager will meet with the alleged Harasser and:
Outline the nature of the complaint.
Confirm that it is being handled under the formal procedure.
Ensure that the alleged Harasser is aware of the next stages of the procedure.
Following this meeting the Line Manager will write to the alleged Harasser outlining the nature of the complaint and setting a date for a 

formal meeting to be held as soon as is practicably possible.
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How The Complaint Will Be Investigated

Step 1 - Meeting the Alleged Harasser
The Line Manager will then meet the alleged Harasser and hear what she/he has to say about the alleged incident.  The alleged Harasser may be assisted by 
one of his/her work colleagues.

Step 2 - Meeting with anyone who can assist with the Investigation

Having received written notification from the person alleging harassment, the Line Manager will meet anyone who was present when the alleged incident 
took place.   Each individual will be asked to outline what happened.

Step 3 - Further Clarification
The Line Manager may then wish to meet any of those in steps 1 to 2 again to clarify or gain further information.
Note 1- The purpose of the meetings is to establish the facts.  All those giving information to the Line Manager do so privately and not in the presence of any 
other person involved in or present during the alleged incident.  All evidence provided to assist with the investigation will be treated in strictest confidence.
Note 2- Whilst the Supervisor/Line Manager will seek to resolve the matter as quickly as possible, the meetings with all involved, need not necessarily follow 
immediately after each other.   Ever effort will be made to have held all necessary meetings as soon as is practically possible after the date the complaint 
was received.

Step 4 - Consideration of Information
Having obtained all the information possible, the Line Manager will consider whether the complaint of harassment is substantiated.   Although they should 
consider all of the information placed before them by all of the parties, a Complainant’s personal belief, values or practices, whether sexual, religious, 
political, racial or by virtue of them having a disability or criminal record should not in themselves be regarded as relevant information.

Step 5 - Reporting of Facts
The Line Manager will then prepare a written report outlining the facts, indicating his/her findings, and whether a case of harassment is substantiated, to the 
head of the harassee’s department and human resources department.

Step 6 - Decision on disciplinary action
The Line Manager will consider the facts and will decide either:

1. To recommend to the Managing Director implementation of the Company’s agreed disciplinary procedure against any party as appropriate.
2. To recommend any other management action.   For example, the provision of training or counselling.

Step 7 - Communicating the decision
The Managing Director , having made a decision will communicate this in writing to both the person who has complained of harassment and the person 
against whom the complaint was made.  Every effort will be made to have completed the procedure within 15 days of the complaint having been received.
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Investigation Follow up

Consideration of transfer

(a) Redeployment if disciplinary action is taken

Where a complaint has been upheld and a serious act of harassment has taken place the Complainant may wish to avoid any further contact with the 
Harasser.   Should the Harasser remain in employment with the Company, and where it is agreed that further contact between the individuals 
concerned would be unacceptable, every effort will be made to facilitate this wish.   Consideration should always be given to relocating the Harasser 

in the first instance and where the transfer of the Complainant occurs it should not lead to any disadvantage to her/him.

(b) Redeployment where disciplinary action has not been taken

In such cases consideration may still be given, where practicable, to the voluntary transfer of one of the employees concerned.

 Equal Opportunities Awareness Training

The Manager of the Harasser will be responsible for ensuring that the Harasser is made fully aware of the Company’s policies on equal opportunities and 
harassment, of the likely consequences of any further breach of policies and of the law relating to these matters.

 Malicious Complaints

It is possible that complaints might be brought with mischievous or malicious intent.   Where this is found to be the case, those individuals will be 
appropriately dealt with under the Company’s disciplinary procedures.

 Statutory Rights

Nothing in this procedure detracts from a person’s statutory rights.
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5.6 Health, Safety and Environmental Protection Policy

It is the aim of the Company to provide safe and healthy working conditions for its entire staff. In addition it will endeavour to ensure that all 
work carried out by its staff does not adversely effect the health and safety of anyone else in the vicinity such as suppliers, contractors or other 
members of the general public.  These basic rules apply equally to offices, stores and workshop areas.  They are applicable to all company 
personnel.

Objectives

The objectives of the Company’s Health & Safety and Environmental Protection Policy are;

 To provide standards of health, safety and welfare which comply fully with the requirements of the Health and Safety at Work Order 
(NI) 1978 (HASAWO) and all other relevant statutory provisions.

 To maintain a safe and healthy workplace and safe systems and method of work.

 To protect company personnel and others, the Company visitors, from foreseeable hazards whilst in or around the Company’s 
premises.

 To provide staff with the information, instruction, training and supervision they need to work safely.

 To develop safety awareness amongst all staff.

 To make staff aware of their individual responsibility to take all reasonable care for the safety of themselves and others, and to co-
operate with Contracts manager in matters of safety.

 To develop a strong sense of Environmental Protection amongst company personnel.

Individual Responsibilities

 Every member of staff must take care that his/her own health and safety and that of other people is not affected by anything that he or 
she does, or fails to do, at work. The Company expects its staff to take a mature and intelligent attitude towards health and safety and do 
all in their power to minimise the possibility of any accident.

 If any practice or process is considered to be unsafe, it must be brought to the immediate attention of their Line Manager. Line Managers 
will if necessary, obtain further advice from appropriate health and safety specialists.

 All accidents at work involving injury or damage must be reported immediately.  Circumstances which might have resulted in injury or 
damage must be reported at once the Company investigation of them may reveal means by which future accidents could be avoided.

 Staff must comply with any local safety rules and instructions and special measures that are introduced, the Company the proper use at all 
times of protective equipment, materials and machinery.
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Accident & Fire reporting
Accidents must be reported so that an investigation is carried out, causes identified and a possible recurrence prevented. Please make sure that any accident is 
promptly reported to your Line Manager.  All injuries, however minor, must be recorded in the Company accident book. You can contribute to Accident Reporting 
and Prevention by:

 Reporting to your Line Manager, any hazards observed.

 Knowing where the accident book is and reporting minor injuries.

 Working safely and not misusing equipment or vehicles.

 Not taking or organising any hazardous activity which you are not qualified to take.

 Practising the art of good housekeeping and workshop hygiene.

 Keeping alert and adopting a positive attitude to health and safety.

 Reading and adhering to the Company’s Health & Safety Policy directive.

 Be aware of fire hazards and adhering to Fire Orders.

 When lifting heavy items properly following instruction and assessment.

Fire

All fires, however large, start from something small.  Everyone must be aware of the action to be taken in the event of an outbreak of fire or the fire alarm being 
sounded.  The following instructions are intended for guidance:

Fire action.  If you discover a fire:

 Shout “FIRE” continuously.

 Immediately operate the nearest fire alarm call point.

 Attack fire, if possible and only if safe to do so, with appropriate appliances/equipment available.

On hearing the Fire Alarm:

 Leave the building via the nearest available route, do not stop to collect personal belongings, do not re-enter the building, and report immediately to the 
assembly area . Close all doors to limit the spread of fire and smoke.  Switch off electricity/gas equipment.

 The Contracts manager will take charge of the evacuation and ensure that no one is left in the building.

53



Persons reporting Fire:

 Phone the Fire Brigade by dialling (9) 999.

 Give the operator your telephone number and ask for the Fire Brigade.

 When the Fire Brigade replies,  “Fire at ‘……address……’”. Do not replace the receiver until address has been repeated by the F ire Brigade.

Fire Precautions

You can contribute to Fire Safety by:

 Never obstruct Fire Exits or Escape Routes.

 Never misuse Fire Extinguishers.

 Never wedge open Fire Doors.

 Observe all ‘No Smoking’ rules.

 Replace tops and proper storage of flammable materials.

 Not covering ventilation grilles.

 By switching off unnecessary electrical equipment.

First Aid

Immediate and proper treatment of injuries may save lives; it is essential for the reducing of pain and can aid recovery.  In your work location an 
appropriate level of first aid cover will normally be available. Ensure you know who your first aiders are.

You can contribute to First Aid by:

 Calling for help immediately.

 Bringing help to the casualty – not the casualty to help.

 Checking to see if the casualty is breathing.

 Knowing where the First Aid Kit is kept.

 Not moving an injured person (except to save that person’s life).

 Not administering drugs.
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Electrical Safety
Electricity

Always treat electricity with respect.  It is a very convenient source of power, but LETHAL!  You must not attempt any repair or maintenance work unless you have been 
trained and authorised to do so.  If you have to open photocopiers, printers or any other electrical equipment then you must first switch off the power at the socket or 
the source.  All electrical equipment contained within any building must be registered and tested prior to use

Trailing wires are tripping hazards – roll them up and secure them with an elastic band and/or tape.  Switch off all electrical equipment (except fax or telephone 
answering machines etc) when you finish your day’s work and leave the office. If in any doubt, speak to your manager who will send for an electrician

Look out for:

 Damaged insulation or cables.

 Broken or discoloured plugs and sockets.

 Loose cable grips on plugs or equipment.

 Signs of dampness near a power supply.

Do not:

 Move desks or equipment without arranging for cable runs to be altered.

 Leave drinks on any electrical appliance.

 Touch equipment with wet or damp hands.

 Bring personal electrical equipment to work (e.g. radios, kettles) which have not been tested.

 Obstruct ventilation grilles in any equipment.

 Overload plug sockets or use adaptors

 Obstruct the power point (the plug should be easily removable).

 Fit plugs onto equipment (leave it to the experts).

 Use defective electrical equipment.

 Interfere with or misusing electrical equipment.

 Cover electrical equipment.
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Your workstation 
PCs, Laptops and Visual Display Units (VDUs) are increasingly common in the workplace and at home.. With increased use people have reported symptoms such  as 

headaches and tired eyes with frequent use.  Please ask your line manager for a copy of a DSE (Display Screen Equipment ) Assessment form to help you to set up your 

workstation as comfortably as possible. The following can also help you to adjust your workplace to suit you- If you are working at the VDU for long periods use a chair with 

adjustable height and back support.

 However well designed the chair and desk, sitting in the same position for long periods is undesirable, you should therefore be able to change your posture as 

required.  Your system will have a detachable keyboard and a tilt and swivel facility for the screen.  Use them to adjust the system to meet your own needs.

 Some movement is desirable but repeated stretching movements are not.  Make sure there is enough workspace to use whatever documents you need.

 Do no rest hands on the edge of the keyboard or desk, or bend your hands up at the wrists.  Try to keep soft touch on the keys and don’t overstretch your fingers.  

Good keyboard techniques are important in prolonged operations.

 Experiment with different layouts of keyboards, screen and document holder to find the best arrangement for you.

 Arrange your desk and screen so that any bright lights are not reflected in the screen.  You should not be looking directly at windows or bright lights.  Easy to operate 

curtains or blinds should be provided to cut unwanted light.

 Adjusting the screen to suit you.  Make sure your screen image is sharp and individual characters can be read easily:

 The characters should not flicker or move.

 There should be no reflections on the screen.

 Use the brightness control to suit the lighting condition of the room.

 Make sure there are no layers of dirt or grime, or even finger marks, on the screen.

 Maintaining a viewing distance of 25-70cm.

 Keeping the top of the screen at or below eye level by adjusting your chair for height and support.

 Adopting a straight seating position.

 Keeping elbows at approximately 90 degrees.

 Having your eyesight regularly examined.

 Take regular breaks from the screen

 Using a foot rest.
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Housekeeping

Housekeeping & Hygiene

Good housekeeping and hygiene necessitated the Company having a place for everything and ensuring everything is in its place. Neglect 
in maintaining these practices leads to accidents, fire and health hazards.  Many injuries in the Company result from a simple slip, trip or fall.  
They result from such things as untidiness, trailing cables, split liquids, loose and defective flooring, debris on the floor.

You can contribute to good housekeeping and hygiene by:

 Keeping passageways clear.

 Closing desk drawers, filing cabinets and other storage mediums.

 Storing and stacking materials safely.

 Putting away sharp objects.

 Not allowing tripping hazards e.g. trailing cables, boxes, papers, pallets etc.

 Disposing of waste in bins provided.

 Adopting a clean work area policy at the end of the working day.

 Cleaning up all spillages immediately.

 Washing hands before commencing work and after using the toilet.

 Covering cuts or burns immediately with a first aid dressing.

 Not reporting to work without clearance from your GP if you are suffering from an infectious or contagious disease, illness or 
infection.

 If you make contact with someone who is suffering from an infectious or contagious disease report this fact to your Line Manager
before you commence work.

 It is unacceptable for employees to dispose of their own waste in McKee’s refuse and recycling. This will be considered misuse of 
company facilities
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Health & Safety- Manual Handling

Lifting
Any manual handling operation where there is significant risk of injury should be the subject of an assessment.  
After the assessment has been completed and any safety measures have been taken, the Company including the provision of 
mechanical assistance or person protective equipment, you should take the following action.

Before you lift, ensure the area is clean and tidy.  Remove any obstacles from the area that may cause a slip, fall or trip, such as 
trailing wires and cables, loose carpeting or items of office furniture.
Assess the weight to be lifted by carefully pushing the object to be moved.  If it moves easily, it should be within your capability to 
lift.  If you find it difficult to move, the load is probably too heavy for you and you should seek assistance from a colleague.
Once the appropriate checks have been completed, you are ready to lift.

The practice of safe lifting and handling is based on the following six principles:
1.Feet – Hip width apart, with one foot forward in the direction of travel.
2.Knees – Bend to gain lifting power from the leg muscles which are the strongest in the body.
3.Hands – Grasp the object to be lifted by using the whole of the fingers and the palms of the hands.
4.Back – Straight but no necessarily vertical, to ensure the spine and other back muscles do not take the strain of the lift.
5.Head – Chin tucked in with head facing the direction in which you intend to move.

You can contribute to safe lifting by:
 Thinking before you lift.

 Using mechanical aids 
 Obtaining assistance for heavy and awkward objects.
 Wearing sensible footwear and avoid loose clothing.
 Wearing gloves.
 Loading at waist height.
 Being able to see over the load.
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Storage of Materials

When storing or filing items in cupboards, filing cabinets or racking, remember to store heavy items at waist height.  Items of 
equipment should not be stored on top of cupboards above eye level.
Use available storage space to the best advantage, so that you can move about without colliding with sharp corners of desks, 

cabinets etc.  Filing cabinets should be placed where you have ample room when a drawer is open.
Loading of vehicles must be controlled and logical.  The same constraints apply to load carriers as those that apply to other 
storage areas.

You can contribute to safe storage, carriage by:

 Not overloading cabinets, cupboards, containers, shelving or load carriers.

 Stowing goods for carriage in a proper manner.
 Not storing items in passageways – especially on escape routes.
 Using storage media sensible, e.g. only opening one filing cabinet drawer at a time.
 Not storing items on top of racking, shelving or cupboards.
 Storing and filing neatly on drawers and on shelves.
 Using steps/ladders to reach high storage areas.
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5.7 Disciplinary Policy and Procedure

Disciplinary Rules & Procedure

It is accepted that most employees will observe acceptable standards of performance and behaviour, it is considered, 
nevertheless, necessary to establish a procedure for dealing with those employees who fail to comply with the rules and 
regulations laid down by the Company or who fail to reach or maintain acceptable standards. 

The objective of such a procedure is to give employees the opportunity to improve their behaviour/performance. It identifies 
those who have authority to take disciplinary action and aims to ensure that employees are protected against unjustifiable or
inconsistent disciplinary action. It also identifies the type of offence which would result in disciplinary action being taken, what 
action would be taken and what further action would result if there is no improvement, or a recurrence takes place. 

General Principles 

We expect all of our employees to adhere to the terms and conditions of their employment and the rules, regulations and 
standards established by the Company. 

Prior to taking any form of disciplinary action there will be a thorough investigation into any allegation of misconduct or poor
performance. 

In such cases of alleged misconduct, we recognise that employees have: -

 The right to a fair hearing, with the opportunity to state their case before any disciplinary action is taken. 

 The right to be accompanied, if desired, at any disciplinary interview, by either a fellow employee or a Trade Union 
Representative. 

 We further acknowledge the right for individuals to appeal against what they perceive to be an unjust or unfair penalty. 

 The Company is responsible for ensuring that the disciplinary rules and procedure are applied fairly and consistently. 
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Disciplinary Rules 

We recognise there are types of misconduct and gross misconduct. 

The following list shows the type of rules/offences which we have categorised for each of the levels of 
misconduct.  This list provides examples only and is not exhaustive.

Misconduct

- Lateness 

- Absenteeism 

- Failure to report absence 

- Planned unauthorised absence 

- Failure to work overtime when reasonably requested to do so 

- Careless work and poor effort at work 

- Excessive time away from the job

- Contravention of personal hygiene rules

- Neglect causing damage to or loss of Company's, customers or other employee's property,  equipment or 
tools 

- Wilful or excessive wastage of material 

- Insubordination 
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Gross Misconduct

- Horseplay

- Consuming intoxicants or being under the influence of alcohol or drugs during working hours or bringing such 
intoxicants into the premises without permission 

- Theft 

- Leaving the place of work without permission 

- Smoking in prohibited areas 

- Violent behaviour at work 

- Serious insubordination

- Ignoring safety hygiene or security rules and thereby endangering ones own or others physical wellbeing or safety 

- Obscene behaviour

- Falsification of Company documents/records 

- Ignoring safety, hygiene or security rules 

- Fraud 

- Wilful damage to or gross negligence of Company, Client, customer or other employee's property, equipment or 
tools 

- Harassment or intimidation 

- Clocking offences/falsifying reports 

- Bringing the Company into disrepute 

- Breaching the Company Equality & Diversity Policy

- Working for another employer whilst absent from work with McKee’s Country Store & Restaurant
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Disciplinary sanctions

Oral Warnings 

Committing misconduct will lead to an interview with your manager and at this interview you will have the 
opportunity to offer an explanation. If it is decided that an offence has occurred, an oral warning will be 
issued.  This may also be issued if your performance is below standard 

Written Warnings

Committing the same or similar misconduct within 6 months will lead to an interview with your manager and 
at this interview you will have the opportunity to offer an explanation. If it is decided that an offence has 
occurred, a written warning will be issued. It will be recorded and placed on your file for a period of 12 
months. 

Final Written Warning 

If the same or similar misconduct is committed within the next 12 months this will lead to an interview with an 
appropriate manager and at this interview you will have the opportunity to offer an explanation. If it is 
decided that an offence has occurred, a final written warning will be issued containing clear notice that a 
repeat of the misconduct within 12 months may result in dismissal. Again, this will be recorded.  

Committing major misconduct will lead to an interview with your manager and at this interview you will have 
an opportunity to offer an explanation. If it is decided that an offence has occurred, a final written warning  
will be issued containing clear notice that any further misconduct may result in dismissal.

Dismissal 

If the same or similar misconduct is committed within 12 months from the final written warning this will lead to 
an interview with an appropriate manager and at this interview you will have the opportunity to offer an 
explanation. If it is decided that an offence has occurred, you will be dismissed. 

All warnings will be recorded and held on file for 12 months.
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Standard procedure

These will apply when the company is contemplating disciplinary action against you . This may include oral or written warnings 
and suspension on full pay.

Step 1: Statement of grounds for action

 We will provide you with a written statement setting out the nature of the basis for the disciplinary- your performance, 
conduct or capability

 It will indicate the relevant disciplinary action

 You will be invited to attend a meeting to discuss the matter

Step 2: Meeting

 We will arrange a meeting to take place before any action is taken, except where the action includes suspension during 
investigations.

 You should make every effort to attend this meeting

 After the meeting we will inform you of the decision reached. You will be be notified of your right to appeal against this 
decision.

Step 3: Appeal

 You must inform the company of your decision to appeal within 5 days of the decision being communicated to you.

 You will be invited to attend a further meeting which you should take all reasonable steps to attend.

 This may take place after action has been taken

 We will inform you of the final decision

 There is no further right of appeal

Committing gross misconduct may lead to an interview with a senior manager during which the you will be given the opportunity
to offer an explanation. If it is decided that gross misconduct has been committed, you will be summarily dismissed i.e. without
notice or payment in-lieu of notice. 
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Precautionary Suspension 

In certain situations, where major or gross misconduct is suspected, or where there has been a serious complaint, management may
need time to carry out a full investigation. In such circumstances the Company reserves the right to suspend an employee pending a 
decision. Such suspension will be with pay and is without prejudice. 

Where there has been gross misconduct, or where you  have  failed  to  meet  the  required  standards  after  due  warnings  have  
been  given,  you  may  be dismissed. As an alternative to dismissal the Company may exercise its discretion to apply another sanction 
such as, transfer or demotion.  This will be confirmed in writing, and you will be advised of the right of appeal. 

Seriousness of the Offence

As  outlined above,  the  seriousness  of  any  misconduct  offence  and  the  frequency  of occurrence  may  justify  a  more  severe  
disciplinary  sanction.  A  second  infraction  for  a misconduct offence is likely to result in the next stage of disciplinary action.  For 
example, an employee who had previously received an oral warning  for an offence is likely to receive a written warning should 
another incident of a similar nature take place.  Acts of major misconduct are likely to result in a final written warning even if it is the first 
offence.  Acts of gross misconduct are likely to result in summary dismissal.

Modified Dismissal Procedure 

Modified dismissal procedures will apply when the Company is entitled to dismiss you on conduct related grounds without notice or 
payment in lieu of notice. 

Step 1: Statement of grounds for action

The company will provide you with a written statement setting out:

 Alleged misconduct which has led to this dismissal

 The basis and evidence for the decision to dismiss

 Your right of appeal against the decision to dismiss

Step 2: The appeal

 You must inform us in writing of your intention to appeal within 5 days of the decision being notified to you.

 You will the be invited to a further meeting which you should endeavour to attend

 We will inform you of our final decision.

 There is no further right of appeal
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5.8 Grievance Procedure

The object of this procedure is to allow you to openly raise any issues encountered at 

work, and for us to provide a swift and amicable resolution to any grievance raised. In 

the first instance you should raise any issues with your manager ,should you feel able to 

do so, to allow swift informal resolution.

General Principles 

The company will ensure, as far as is possible, that

 Each step in the procedure will be taken without reasonable delay

 Times and locations of any meetings will be reasonable for all parties

 A grievance is defined as a complaint by you, about an action taken, or which we 

are contemplating taking in relation to you

 You have the right to be accompanied by either a work colleague or a trade union 

representative at any grievance meeting. This right will be notified to you.
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Standard Procedure

Step 1: Written grievance

 Provide a written statement to your manager setting out the nature of the basis for the 
grievance. If you feel you cannot do this, please issue to a Director.

 The written grievance should set out the nature of the complaint, including any relevant 
facts, dates, and names of individuals involved so that we can investigate it.

Step 2: Meeting

 We will arrange a meeting to discuss the issues raised. You should make every effort to 
attend this meeting.

 After the meeting we will inform you of the decision reached

Step 3: Appeal

 You have the right to appeal

 You must inform us of your intention to appeal within 5 days of the decision being notified 
to you

 You will then be invited to attend an appeal meeting which you should take all 
reasonable steps to attend

 We will inform you of the final decision.

 There is no further right of appeal

67



Document History

Name Version Number Amended date Created by Approved by

Employee Handbook 2 November 2016 McKee’s Colin & Linda McKee

Employee Handbook 3 February 2019 Evolve Colin & Linda McKee

Employee Handbook 4 Aug 2019 Evolve Colin & Linda McKee

Employee Handbook 5 NOV 2019 EVOLVE

Employee Handbook 6 August 2020 McKee’s Colin & Linda McKee

Employee Handbook 7 January 2022 McKee’s Colin & Linda McKee

68

EVOLVE www.go-evolve.co.uk E: info@go-evolve.co.uk © February 2019


