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This Company Handbook is designed to advise new members of staff on the day to day operation of FST and on key policy and contractual agreements. For existing members of staff, the handbook is for quick reference to these key areas.

Much of the information except where indicated to the contrary in the handbook forms part of the formal contract between Federation of Scottish Theatre and you as a member of staff. It is important that from time to time you remind yourself of these terms and conditions.

FST encourages the adoption of best practice by its members across artistic and administration departments and it is therefore important that the FST operates the high standards of terms and conditions of employment that it encourages members to adopt. This handbook sets out the tools by which FST aims to achieve, monitor and maintain that position.

This handbook also needs to evolve and be updated, so please give comments and recommendations. Updates will be issued from time to time, which should be inserted as directed. If you feel you need further clarification after reading this handbook, please do not hesitate to discuss it with the CEO or General Manager.

This policy is subject to annual review by the board or at such other times as the board considers appropriate.



[bookmark: _Toc529183286]PART ONE: FEDERATION OF SCOTTISH THEATRE

1. [bookmark: _Toc529183287]Background Information
Mission:
FST is the development body for professional dance, opera and theatre in Scotland, bringing the sector together to speak with a collective voice, to share resources and expertise and to promote collaborative working.

Vision:
· A confident and ambitious dance, opera and theatre sector creating work of the highest quality

· More people watching and participating in professional dance, opera and theatre from all communities across Scotland

· A well-resourced and managed dance, opera and theatre ecology

Core Aims:
· To support Scotland’s dance, opera and theatre sector to be a world leader in artistic and management practice

· To be a key influencer in Scotland’s civic and cultural life

· To ensure the long-term financial stability of FST and continually strive to be a well-managed and effective organisation, making the best use of resources

The Federation of Scottish Theatre is the membership organisation for the professional dance, opera and theatre sector in Scotland, undertaking advocacy at a national level with government and funding bodies, co-ordinating initiatives and providing advice and services to members to secure the creative future of theatre in Scotland.

The FST’s members represent professional dance, opera and theatre in all its forms and FST currently has over 200 members. FST is governed by a Board of eleven, elected from the membership, who, along with the CEO, agree on the policies and priorities of FST, which are endorsed at quarterly meetings of members. The CEO and executive team action policies and strategic initiatives and are supported by task-focussed working parties of members.

2. [bookmark: _Toc529183288]Federation of Scottish Theatre
Core Team
CEO: 	Fiona Sturgeon Shea
General Manager: 	Amanda Liddle
Training & Professional Development Manager: 	Fiona McCurdy
Marketing and Communications Manager: 	Agnieszka Swida 
Finance & Administration Assistant: 	Margie Jones
Events and Membership Assistant: 	Rhona Stevens/Karen McGaughrane
Culture Counts Executive Leader:	Jennifer Hunter

Head of Design	Andy Robertson
Project Co-ordinator	Joseph Peach	

FST Board of Directors
Co-Chair:	Liam Sinclair (Dundee Rep Theatre and Scottish Dance Theatre)
Co-Chair: 	Rhona Matheson (Starcatchers)
Treasurer: 	Callum Smith (National Theatre of Scotland)
Board Members: 	Anita Clark (The Work Room)
Emma Jayne Park (Individual)
	Niloo- Far Kahn (National Theatre of Scotland)
	Al Seed (Individual) 
	Mairi Taylor (Birds of Paradise)
	Kate Nelson (Nutshell Theatre) 
	Sam Gough (The Tron Theatre)
	Yolanda Aguilar (Shaper-Caper)

3. [bookmark: _Toc529183289]Company Information
Federation of Scottish Theatre Limited is a company limited by guarantee and a registered charity.

Website:	www.scottishtheatre.org 
Email:		hello@scottishtheatre.org
Email format:	[firstname.surname]@scottishtheatre.org 
Phone:		+ 44 (0) 131 248 4842

The FST is currently based at Royal Lyceum Theatre, which has areas of limited accessibility.

Registered Office Address:	Federation of Scottish Theatre
c/o Royal Lyceum Theatre 
30b Grindlay Street
Edinburgh
EH3 9AX

Registered Company no: 	SC 59292
Registered Charity no: 		SC 014133

4. [bookmark: _Toc529183290]Day-to-day Company Operation
This section is designed to give brief information about the operational aspects of FST. The procedures outlined in this section are to enable all members of staff both permanent and temporary to be informed and carry out their work in a constructive environment. If you feel that procedures should be reviewed or changed in any way, please contact the CEO.

The office hours are generally between 9.30am – 5.30pm. Royal Lyceum Theatre opens daily at around 8am and will close at 6pm unless a performance is taking place. FST staff are required to sign in and out of the building using the name board at the entrance. Royal Lyceum Theatre is a non-smoking building.

During normal office hours, the phone is answered by the Membership Officer, Training Officer, Administration Assistant and/or Communications Officer. Outside office hours the answer phone is always on.

Each permanent company member has an email address and messages can be exchanged by mobile or email. There is always a way to contact a member of staff in case of emergency. A list of current contact details for key contacts can be found here: Admin\Personnel\Useful Numbers

5. [bookmark: _Toc529183291]Financial Control
The CEO is ultimately responsible for monitoring and reporting on financial matters and is supported by the General Manager. The Admin Assistant is responsible for day-to-day financial record-keeping.
All staff are responsible for maintaining good financial sense in any business dealings for the company and working within agreed budgets at all times.
Full written procedures are available for the processing of income and expenditure and can be found here: \Finance\Finance Procedures 

6. [bookmark: _Toc529183292]Security
All core members of staff will be issued with a fob for entry to Royal Lyceum Theatre offices and a key for the FST office. These should be kept safe at all times. Staff are expected to be responsible for the safety of the keys and may be asked to pay for lost keys themselves.

As part of the induction process, all members of staff will be shown how to secure the company office along with any other security procedures for the company's base. It is all staff’s responsibility to ensure the company office is secure and not left unattended without being locked.

It is not possible to work in the Royal Lyceum Theatre offices alone. Securing the building is the responsibility of Royal Lyceum Theatre staff who lock and alarm the building at the end of each day. It is essential to sign in and out of the building using the name board at the entrance to ensure the building is not secured with any FST staff still being present.

There is an entry phone system at the Royal Lyceum Theatre. Buzzer 4 accesses the FST office. Staff are responsible for any guests in the building and they should not be left unaccompanied. Guests for other organisations should not be buzzed in by FST.

[bookmark: _Toc529183293]PART TWO: CONTRACTUAL TERMS AND CONDITIONS OF EMPLOYMENT
1. Employment Contracts
All core members of staff are employed on a specific ‘In House’ Contract. This has been formulated to meet the specific demands of FST, covering all fundamental areas of employment, taking into account current employment legislation.

This contract is reviewed on an annual basis as part of the appraisal process and updated accordingly.

Contracts are issued in the following format: a Letter of Appointment is issued with a job description and the Company Handbook, which sets out all the terms and conditions.

[bookmark: _Toc529183294]Terms and Conditions of Employment
2. Salary
All members of salaried staff are paid by direct transfer into their nominated bank accounts. PAYE employees are paid on or around the 26th of each month. 

You will receive a payslip showing how the total amount of your pay has been calculated. It will also show the deductions that have been made and the reasons for them, e.g. Income Tax, National Insurance, etc. Any pay queries which you may have should be raised with the Administration Assistant in the first instance.

Employees’ salaries will be reviewed annually.

New members of staff are required to complete a contact details form and must give the Administration Assistant their bank details, a P45 and other information about taxable status. Tax will be deducted at emergency rate if tax details are not given and will continue at this rate until we are informed by your tax office.

All staff must notify the company of any changes to their details.

Overpayments
If you are overpaid for any reason, the total amount of the overpayment will normally be deducted from your next payment but if this would cause hardship, arrangements may, at the discretion of the FST, be made for the overpayment to be recovered over a longer period.

Income Tax and National Insurance
At the end of each tax year you will be given a form P60 showing the total pay you have received from FST during that year and the amount of deductions for Income Tax and National Insurance. You may also be given a form P11D showing non-salary benefits. You should keep these documents in a safe place as you may need to produce them in your dealings with the Inland Revenue and other government departments, or if completing a self-assessment form.

FST is a registered charity and, therefore, it is not possible for FST to pay wages in advance or make loans to staff.

3. Hours of Work
Full time employees of FST are contracted for 35 hours per week, usually worked as 7 hours over 5 days. Office hours are generally between 9.30am and 5.30pm, Monday to Friday, with an hour break for lunch.

As the office building is open from 8.30am to 6pm it is possible for staff to work flexibly within these hours. For example, staff may choose to work their daily hours from 8.30am to 4.30pm or 10am to 6pm. Whilst there is flexibility for staff to work within the time the office building is open, to maintain availability and service to our members, staff should liaise with colleagues to ensure the FST office is staffed from 9.30am to 5.30pm unless in exceptional circumstances.

Staff may be required from time to time to attend meetings outwith Edinburgh. Appropriate travel expenses will be reimbursed on these occasions.

When out of the office, staff should ensure they set up e-mail alerts to notify people of their anticipated return. When the office is closed for holidays or members events the office voicemail should also be updated to inform callers when the office will reopen.

Time off in Lieu (TOIL)
Occasional evening and weekend work is required and time off in lieu can be taken for any work in excess of a staff member’s contracted hours. This should be agreed with the line manager.

In those circumstances where additional hours are worked, time off in lieu must be taken within one month of accrual and with the agreement of the line manager. It will not be carried over to the following month.

In the event of requiring to stay overnight on business, staff will be entitled to half a day (3.5 hours) of TOIL.

Flexible Working
Flexible working is a way of working that suits an employee’s individual needs. This could mean working extended hours over a shorter number of days, working from home or shorter hours. All staff are entitled to request to work flexibly.

Provided you meet certain eligibility requirements (as set out in the organisation's Flexible Working Policy set out at Part Three), an application for flexible working will be considered by the organisation and, although not guaranteed, every effort will be made to support an employee’s request where it is possible whilst still meeting the requirements set out in the job description.

4. Meal and Travel Allowances and Expenses
Reasonable expenses including travel, subsistence and childcare (outside normal hours and in extreme circumstances) whilst on FST business will be reimbursed, if first approved by the CEO.

Travel should be always made by public transport unless time or money make it impractical to do so. For example:
· Location is inaccessible via public transport
· Time to travel via public transport is vastly in excess of driving time
· Heavy material needs to be transported
· Two or more members of staff are travelling

Where an employee requires to use their car for work it is the employee’s responsibility to ensure that they have adequate insurance cover for business use. All staff will be required to submit their driving license and insurance documents annually to confirm any driving convictions and their insurance cover.

Travel expenses will be paid at current Company rates:
· Mileage
· 45p per mile for the first 10,000 miles in the tax year
· 25p per mile over 10,000 miles in the tax year

All expenses claims should be detailed on an expenses form with the appropriate receipts and submitted to the Finance Assistant for approval and processing using claimexpenses.com

In the event of requiring to stay overnight or be out of the office on business, meal expenses will be covered as below, based on current ITC negotiated rates (on provision of receipts). Any reasonable accommodation costs will be covered by the company.
· Meals: Daily where breakfast is provided with accommodation - £18.20
· Meals: Daily where breakfast is not provided with accommodation - £25.80

5. Holiday Entitlement
FST’s holiday year runs from 1 April – 31 March.

The basic annual holiday entitlement with pay is 24 days per year for full time staff in addition to authorised public holidays (on average 10 per annum). Additional/alternative religious holidays may be granted in certain circumstances.

Part time workers’ holiday allowance (including public holidays) is calculated as a pro rata percentage of the full time 35 hour working week.

Requests for holidays should be made by completing the holiday request form and submitting to your line manager/the CEO who will confirm promptly whether it is possible to grant your request. In general, the amount of holiday that can be taken at any one time is up to two weeks. Longer holidays may be granted at the discretion of the CEO/Board.

All holidays should be detailed on the employee’s holiday form and saved in the holiday folder on the share drive. \Admin\Personnel\Holidays

Holiday during an unusually busy period is at the discretion of the CEO. 

Up to one week of holiday may be carried over from one year to the next with additional carry over in exceptional circumstances in negotiation with the CEO.

On termination of employment (other than in cases where the employee’s employment is terminated for Gross Misconduct), you will be paid in lieu of holiday entitlement accrued but untaken during the holiday year in which your employment is terminated and this will be calculated on the basis of complete months worked since that holiday year began.

Basic holiday entitlement is increased according to length of service as detailed below:
· After 3 years’ service, staff will be entitled to 1 extra days leave (pro rata for part-time staff) to be applied in the next full holiday year (Apr-Mar)
· After 5 years’ service, staff will be entitled to a further 2 extra days leave (pro rata for part-time staff) to be applied in the next full holiday year (Apr-Mar)

This translates as follows:
· After 3 years, full time staff are entitled to 25 days (basic allowance of 24 + 1) plus Bank Holidays (pro rata for part time staff).
· After 5 years, full time staff are entitled to 27 days (basic allowance of 24 + 1 + 2) plus Bank Holidays (pro rata for part time staff).

Annual Leave Scheduling
It is important for staff to take their full annual leave entitlement so that they get an opportunity to recuperate in what is frequently a busy working year. However, holidays should be booked in advance (as much as is possible) so a balance can be achieved between staff absences and the needs of the business. For example, requests for holidays will not be granted just before or during a key project or significant busy period in which the staff member is involved. In general, at least two members of staff should be working on any given day. All staff should be present at each members meeting except in exceptional circumstances.

The timing for notifying of holiday is as follows:
· For holiday of a day or less – one-week notice
· For holiday of a week or more – one-month notice

When holiday is approved, this should be added to your annual holiday form to ensure all logs are kept accurately. It should also be entered into your Outlook calendar to help other staff to plan their leave accordingly.

Well-being Days
The FST promotes wellbeing and as a result offer staff, at the FST’s ongoing discretion, 2 Wellbeing Days per annum which are to be taken off by staff to support well-being and mental health. No advance notice or further detail is required but you should advise your line manager that you are taking a Wellbeing Day following the same process as for Absence (above). This is offered separately from Annual Leave and, as such, Wellbeing Days should not be added on to a period of holidays. We would encourage staff (outwith a crisis) to consider the impact on their and colleague’s workload when taking Well-being Days.


6. Pension
FST encourages and supports employees in saving for retirement and operates a Group Personal Pension Plan with Royal London. All employees will be auto-enrolled into this scheme in line with pension legislation.

FST makes an employer contribution to the pension equivalent to 3% of the employee’s gross salary. A minimum employee pension contribution of 5% is required and this is deducted directly from the employee’s salary each month. These figures will be reviewed at our staging date of 1st November and will be subject to future statutory increments.

Employees who do not wish to contribute to a pension may opt out of the scheme. To do so they must complete the necessary paperwork which can be requested from the General Manager. Employees will automatically be re-enrolled in the pension scheme after one year as required by pension legislation. They can choose to opt out again at this time if they wish.

7. Absence
Due to Illness and Sick Leave
Notification of absence from work due to sickness should be made to the CEO or line manager on the first day of absence by 10am, at the same time stating the nature of the illness. For each working day of sickness absence you should complete a self-certification (up to a seven-day period i.e. full working week) and send to your line manager. Self- certification forms can be found in the template file on the shared drive Admin - \Personnel\Templates.

After seven days you must obtain a Doctor’s Certificate and send or forward it to your line manager.

Statutory Pay
All employees are entitled to Statutory Sick Pay (SSP) if they have been off sick for 4 or more days in a row. SSP is paid by your employer for up to 28 weeks. The SSP standard rate is £99.35 per week at the time of publication. This rate will change and will be in line with Government guidelines from time to time.

If a member of staff returns to work and then is then off sick again within 8 weeks of an immediately preceding period of absence this is considered to be “linked” to the previous absence. Their SSP entitlement will be calculated as a continuation from the previous absence.

Employees will not receive any SSP in some circumstances. The following are a few examples of this:
· they have received the maximum 28 weeks,
· there has been a series of “linked” absences over a 3-year period. SSP stops at 3 years even if the 28-week entitlement has not been fully exhausted
· they are getting statutory maternity, paternity or adoption pay.
· they are getting shared parental pay

Further details can be found online: https://www.gov.uk/statutory-sick-pay-ssp

Increased Provision
A member of staff absent from duty because of illness or injury will receive sick pay at the following rate provided they comply with the above reporting procedure:
i. Up to 2 years' service: 2 months’ full pay (which is inclusive of SSP entitlement) then 2 months half pay (which is inclusive of SSP entitlement) followed by SSP in aggregate for the remaining period up to the 28-week entitlement.
ii. After 2 years' service: 3 months’ full pay (which is inclusive of SSP entitlement) then 3 months half pay (which is inclusive of SSP entitlement) followed by SSP in aggregate for any remaining period up to the 28-week entitlement.

The increased provision is only available once in any period of twelve months from the date of the first absence from duty. If the member of staff is absent again within the same leave year and the increased provision (if applicable) has been exhausted, they will be entitled to SSP only in accordance with the guidelines stated above.

While neither SSP nor Increased Provision sick pay may be due for the first four days of any absence the FST will, depending on the circumstances and at their sole discretion, ordinarily pay normal pay during periodic short term absences.  


Pension
If you are a member of the pension scheme, we will make employer pension contributions during any period of paid SSP, based on the amount of pay you are receiving. Any employee contributions you make will also be based on the amount of pay you are receiving, unless you inform your line manager/the CEO that you wish to make up any shortfall. If the employee chooses to stop paying contributions while on SSP then FST contributions will also cease.

Lateness/Absenteeism
All staff must arrive for work in good time and, in the case of any delay, should notify the office as soon as possible. This time should be made up at the end of the day or the following day if that is not possible.

All absences must be notified in accordance with the sickness reporting procedures laid down in this Employee Handbook in the section above.

Lateness or absence may result in disciplinary action and/or loss of appropriate payment if these procedures are not adhered to.

8. Maternity Provision
Maternity Leave
In accordance with current statutory procedures and provided you meet the eligibility requirements from time to time, all pregnant employees are entitled to up to 52 weeks (one year)
of maternity leave regardless of length of service and hours of work. This is defined as 26 weeks of ordinary maternity leave and 26 weeks of additional maternity leave.

Further details can be found online: https://www.gov.uk/maternity-pay-leave

There is a separate policy at Part Three which sets out FST's approach to shared parental leave. An employee can choose to shorten their maternity leave and pay period to enable themselves or their partner to take shared parental leave and/or receive shared parental pay. In these circumstances, an employee's entitlement to maternity pay as set out in this policy, may be reduced. Any reduction will be in line with the organisation's shared parental leave regime and explained at Part Three in the organisation’s shared parental leave policy.

The employee must tell the CEO they wish to take maternity leave at least 15 weeks before their Expected Week of Childbirth (EWC). She must inform the organisation when their baby is due and when she wants to start maternity leave (this can be changed later providing 28 days’ notice is given). Maternity leave can start any time up to 11 weeks prior to EWC.

In addition, the employee should indicate when she wishes to return to work (this can be changed later providing 8 weeks’ notice is given as described in the Right to Return to Work section below).

The employee should also provide proof of pregnancy; this can be a doctor’s letter or a copy of their maternity certificate (MAT B1) which they receive from their midwife or doctor after they have been pregnant for 21 weeks.

Following notification, within 28 days, the CEO will give written confirmation of the maternity leave and stating the date on which the maternity leave will end.

During maternity leave, the employee’s employment rights are protected but the CEO is allowed to contact the employee to ask when you are planning to return to work.

If required, there is an online tool to help plan maternity leave: https://www.gov.uk/pay-leave-for-parents

Antenatal Care
A member of staff will be allowed reasonable time off with full pay for attendance at ante-natal and post-natal clinics and this will not be counted against sick leave entitlement. In some instances, the CEO may require proof from your GP as to appointments. An expectant father or partner (including same sex) of a pregnant woman will be entitled to take unpaid time off work to accompany the woman to up to 2 of their antenatal appointments of up to 6.5 hours each.

Antenatal care may include relaxation and parent craft classes, as well as medical examination.  These rights apply regardless of the employee’s length of service.

Right to Return to Work
All employees will be granted statutory rights to return to work. However, the right to return to the same job depends on when the employee returns to work. An employee cannot return to work during the 2-week period following the actual date of birth (compulsory maternity leave).

If the employee returns after the first 26 weeks (Ordinary Maternity Leave), they are entitled to the same job with the same terms and conditions.

If the employee returns at any time during the last 26 weeks (Additional Maternity Leave), the employer must offer the same job or another role on terms which are not less favourable.

If the employee wishes to return to work early, including after the first 26 weeks, they must give the employer 8 weeks' notice.

Further information can be found online: https://www.gov.uk/maternity-pay-leave

If an employee wishes to shorten their ordinary and/or additional maternity leave period and intends to share the remainder of their ordinary and/or additional maternity leave period with their partner, or take shared parental leave themselves at a later date, the employee must complete a Curtailment Notice in accordance with the Shared Parental Leave Policy.

Providing they comply with all conditions for maternity leave and informs the CEO that they intend to return to their previous role, a request to return to work on a part-time basis will be viewed sympathetically, subject to the requirements of the post. Any request by an employee to change their working pattern (such as to work part time) after a period of maternity leave will be considered on a case by case basis in accordance with the organisation's flexible working policy.

In the event that an employee’s post is affected by a redundancy situation occurring during their maternity leave, the FST shall write to them informing them of any proposals and invite them to a meeting before any final decision is reached as to their  continued employment. If a post is declared redundant whilst the occupant of the post is absent on maternity leave, they will be entitled to receive redundancy pay. This will be payable on the date they would have returned to work.

Statutory Pay
All employees who are pregnant or who have just given birth are entitled to a maximum of 39 weeks’ Statutory Maternity Pay (SMP) if:
· They have worked for their employer for a continuous period of at least 26 weeks ending with the qualifying week – that is, the 15th week before the EWC; and
· Their average weekly earnings in the eight weeks up to and including the qualifying week (or the equivalent period if they are monthly paid) have been at least equal to the lower earnings limit for National Insurance contributions (although they do not actually have to have paid any contributions); and
· The employee must still be pregnant at the start of the 11th week before the EWC or have been confined before the 11th week before the EWC.
· The employee must have ceased work before payment of SMP begins (except for keeping in touch days).
· They give the correct notice and proof of pregnancy, i.e. the organization must be provided with at least 28 days' notice of the commencement of maternity leave and medical evidence of the EWC. This is done by providing the MAT B1 Certificate.

The first 6 weeks of SMP are paid at 90% of the employee’s average weekly earnings.

The remaining 33 weeks are paid at the SMP standard rate or 90% of the employee’s average weekly earnings, whichever is the lower amount. The SMP standard rate is £156.66 per week at the time of publication.

If a pregnant employee wishes to take maternity leave of up to the maximum 1 year, no SMP is payable after the 39th week.

Further details can be found online: https://www.gov.uk/statutory-maternity-pay

Increased Provision for Pregnant Employee employed for 1 year+
Provided the eligibility and notification requirements have been met, where a pregnant employee has been employed for less than one year’s continuous employment (by 15th week before EWC), she will be entitled to Statutory Maternity Pay as outlined above.

Provided the eligibility and notification requirements have been met, where a pregnant employee has been continuously employed for:

1-2 year (by 15th week before EWC), she will be entitled to:
· 13 weeks full pay (which is inclusive of SMP entitlement) followed by
· 26 weeks SMP (currently £156.66  p/w)

2 years + (by 15th week before EWC), she will be entitled to:
· 13 weeks full pay (which is inclusive of SMP entitlement) followed by
· 13 weeks half pay (which is inclusive of SMP entitlement)
· 13 weeks SMP (currently £156.66  p/w)

If the pregnant employee wishes to assert their right to take up to the maximum one-year maternity leave, the final 13 weeks will be unpaid in all cases in line with statutory rulings.

Keeping in Touch (KIT) Days
The employer is entitled to make reasonable contact with the employee during Maternity, Adoption or Paternity leave. It is often beneficial to keep up to date with any developments in the organisation or opportunities that may be available.

If the employer and employee are in agreement, it is possible to work up to 10 days during Statutory Maternity Leave without losing SMP or leave entitlement. KIT days can be used for any form of work but training or team event attendance can be particularly beneficial. Discussion should take place between the employer and employee around what work is to be done and how much pay is to be received. Any days worked in excess of 10 allowable KIT days will bring an employee's maternity leave and maternity pay to an end.

No KIT days may take place in the first 2 weeks compulsory maternity leave following childbirth.

Pension
If you are a member of the pension scheme, we will make employer pension contributions during any period of paid maternity leave, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any maternity pay you are receiving, unless you inform the CEO that you wish to make up any shortfall. If the employee chooses to stop paying contributions while on maternity leave then FST contributions will also cease.

Adoption Leave and Pay
The rights to adoption leave and pay entitle eligible employees to take paid leave when a child is newly placed for adoption. Adoption leave and pay are available to:
· Individuals who adopt
· One member of a couple where a couple adopt jointly (the couple must choose which partner takes adoption leave)

The partner of an individual who adopts, or the other member of a couple who are adopting jointly, may be entitled to shared parental leave and pay.

Further information can be found online: https://www.gov.uk/adoption-leave

The following information covers only the leave and pay rights where a child is matched and placed for adoption within the UK. The measures will also be available where a child is adopted from overseas, although the detailed operation of the scheme will differ slightly for practical reasons.
Further guidance on the rights in cases of inter-country adoptions can be found online: https://www.gov.uk/adoption-pay-leave

Adoption Leave – Eligibility
Statutory Adoption Leave follows the same guidelines as Statutory Maternity Leave. Employees are entitled to up to 52 weeks (one year) of adoption leave regardless of length of service and hours of work. This is defined as 26 weeks of ordinary adoption leave and 26 weeks of additional adoption leave.

There is a separate policy at Part Three which sets out FST's approach to shared parental leave. An employee can choose to shorten their adoption leave and pay period to enable themselves or their partner to take shared parental leave and/or receive shared parental pay. In the circumstances, the employee's entitlement to adoption leave and pay as set out in this policy may be reduced. Any reduction will be in line with our shared parental leave regime and explained at Part Three in the organisation's Shared Parental Leave Policy.

To qualify for adoption leave, an employee must:
· Be newly matched* with a child for adoption by an adoption agency
· An employee's right to adoption leave is a day one right, i.e. there is no requirement of prior service with the organisation to be eligible.

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

The employee must provide written notification to the CEO they wish to take adoption leave within 7 days of being matched with a child. If this isn’t possible, they must tell the CEO as soon as they can. At this time, they must inform the organisation when they expect the child to be placed with them and when they want to start adoption leave (either when the child is placed with them or up to 14 days before this date).

The employee should also provide proof of adoption – usually a matching certificate from an official UK adoption agency.

Within 28 days of receiving such notification, the CEO will give written confirmation of the adoption leave and stating the date on which the adoption leave will start and end.

Employees are permitted to bring forward their adoption leave start date provided that 28 days' (if possible) prior notice in writing is given to the CEO of the new start date. Employees are permitted to postpone his/her adoption leave start date provided they advise the CEO of this in writing at least 28 days before the original proposed start date (if possible).

Within 28 days of receiving the employee's notice of intention to take adoption leave, the CEO (or someone nominated by them) will write to the employee confirming the latest date on which the employee must return to work after adoption leave.

If an employee or that employee's partner plans on taking shared parental leave, any adoption leave entitlement must be shortened in accordance with the organisation’s Shared Parental Leave Policy.

Keeping in Touch (KIT Days)
The position is the same as set out under maternity provision above.

Right to Return to Work
Employees may return to work at any time during ordinary or additional adoption leave, provided he/she gives the appropriate notification. Alternatively, employees may take his/her full period of adoption leave entitlement and return to work at the end of this period. If an employee wishes to return before the full period of adoption leave has elapsed, he/she must give at least 8 weeks' notice in writing to the CEO of the date he/she intends to return.

Employees have the right to return to the same job if returning from ordinary adoption leave (weeks 1- 26). If the employee returns to work after a period of additional adoption leave (weeks 27-52) he/she is entitled to return either to the same job or if this is not reasonably practicable, to another suitable job that is on terms and conditions not less favourable.

Adoption Leave and Shared Parental Leave
If an employee wishes to shorten their Adoption Leave and intends to share the remainder of their Adoption Leave period or pay with their partner or take shared parental leave themselves at a later date, they must complete a Curtailment Notice in accordance with the Shared Parental Leave Policy and must also meet the eligibility requirements specified.

Adoption Pay
During their adoption leave, most adopters are entitled to Statutory Adoption Pay (SAP) from their employers. Statutory Adoption Pay is paid by employers for up to 39 weeks. The rate of Statutory Adoption Pay is the same as the standard rate of Statutory Maternity Pay – at the time of publication, this will be £156.66  a week or 90% of average weekly earnings whichever the lower amount is.

Increased Provision Employee employed for one year+
Where an employee has been employed for less than one years continuous employment (in the week they are notified they have been matched with a child), s/he will be entitled to Statutory Adoption Pay as outlined above.

Where an employee has been continuously employed for: 1-2 year, s/he will be entitled to:
· 13 weeks full pay (which is inclusive of SAP entitlement) followed by
· 26 weeks SAP (currently £156.66 p/w)

2 years +, s/he will be entitled to:
· 13 weeks full pay (which is inclusive of SAP entitlement) followed by
· 13 weeks half pay (which is inclusive of SAP entitlement)
· 13 weeks SAP (currently £156.66 p/w)

Further information can be found online: https://www.gov.uk/adoption-pay-leave

Time off for adoption appointments
(a) If you are a single adopter, you may take paid time off to attend up to 5 adoption appointments (up to 6.5 hours each). Where possible, we ask you to make appointments at the start or end of your working day, providing your line manager with reasonable notice so that cover can be arranged where necessary. Attendance at adoption appointments must be so that the adopter can have contact with the child or for a purpose connected with the adoption.

(b) If you are a couple adopting, only one adopter is entitled to paid time off as set out at (a) above. The other adopter is entitled to unpaid time off to attend up to two adoption appointments (of up to 6.5 hours each). Employees should advise the CEO of the date and time of any adoption appointment as well as a best estimate of the length of the absence (including travelling time) as far in advance of the appointment as possible.

Pension
If you are a member of the pension scheme, we will make employer pension contributions during any period of paid adoption leave, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any adoption pay you are receiving, unless you inform the CEO that you wish to make up any shortfall. If the employee chooses to stop paying contributions while on adoption leave, then FST contributions will also cease.

Paternity Leave
Employees must satisfy the following conditions in order to qualify for paternity leave. They must:
· Have or expect to have responsibility for the child’s upbringing (For the purposes of deciding if an employee is eligible for paternity leave, a partner is someone who lives with the mother of the baby in an enduring family relationship but is not an immediate relative); and
· Be the biological father of the child or the mother’s husband or partner; and
· Have worked continuously for their employer for 26 weeks ending with the 15th week before the baby is due.

The employee must tell the CEO they wish to take paternity leave at least 15 weeks before the Expected Week of Childbirth (EWC) or within 7 days of being matched with a child if they are adopting. 

No proof needs to be given but form SC3 must be completed and given to the CEO. If an employee wishes to take paternity leave in relation to the adoption of a child, there are certain other notification requirements which require to be complied with. You should discuss this with the CEO if applicable.

Download SC3 here: http://www.hmrc.gov.uk/forms/sc3.pdf

The employee can take one or two weeks of Ordinary Paternity Leave. The days cannot be taken at varying times and if two weeks are taken they must be consecutive. Ordinary Paternity Leave must be taken within 56 days of the baby’s arrival.

There is a separate policy at Part Three which sets out FST's approach to shared parental leave. Your partner may choose to shorten their maternity leave or adoption leave and pay period to enable you to take shared parental leave and/or receive shared parental pay. You should refer to our Shared Parental Leave Policy for further information.

Paternity Pay
During their paternity leave, most employees are entitled to Statutory Paternity Pay (SPP) from their employers, provided the notification process outlined above has been followed correctly.

Statutory Paternity Pay (SPP) is paid by employers for either one or two consecutive weeks as the employee has chosen. The rate of Statutory Paternity Pay is the same as the standard rate of Statutory Maternity Pay – at the time of publication, this will be £156.66 a week or 90% of average weekly earnings whichever is the lower amount.

Increased Paternity Provision for those employed for one year+
Where an employee has been employed for less than one years continuous employment (by 15th week before EWC), s/he will be entitled to up to 2 weeks’ paternity leave and Statutory Paternity Pay as outlined above.

Where an employee has been continuously employed for more than one year (by the 15th week before the EWC), s/he will be entitled to 4 weeks leave and full pay (which is inclusive of any SPP entitlement).
Further information can be found online: https://www.gov.uk/paternity-pay-leave

Return to Work
During paternity leave all terms and conditions, other than salary or wages will be unaffected and the employee will still be bound by their contract of employment.

Pension
If you are a member of the pension scheme, we will make employer pension contributions during any period of paid paternity leave, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any paternity pay you are receiving, unless you inform the CEO that you wish to make up any shortfall. If the employee chooses to stop paying contributions while on paternity leave, then FST contributions will also cease.

9. Parental Leave
Employees who have completed one year’s service with their employer are entitled up to 18 weeks unpaid parental leave to care for their child from the child’s date of birth until that child is 18 years of age.

If a member of staff is entitled to take parental leave in respect of the current statutory provisions, he/she should discuss needs with their line manager, who will identify entitlements and look at the proposed leave periods dependent upon the particular circumstances of the child/children and the operational aspects of the business.

Further information on Parental Leave can be found online: https://www.gov.uk/parental-leave

10. Childcare Vouchers
FST did offer support to parents in their childcare costs through the Government’s childcare vouchers salary sacrifice scheme.  However, this scheme has now closed and is not open to new entrants.  Any employee who was in the scheme prior to 4 October 2018 will continue to benefit from the scheme.  The details of the scheme for those employees who continue to benefit from it, are outlined below.  
 
Employees paying the basic rate of income tax are entitled to have up to £243 per month deducted from their gross salary – i.e. before any tax or National Insurance is deducted – to pay for childcare. By sacrificing part of their salary to pay for childcare employees will benefit from a reduction in their tax and NI payments each month.

To be entitled to this scheme, employees must use a regulated childcare service and the easiest way to check this is to ask your provider. Please note this scheme was closed to new entrants on 4th October 2018 so this section relates solely to current members.

FST will make the payment for childcare directly to the childcare provider so employees are required to bring an invoice from them each month for the charges. If the monthly invoice is for more than £243, it will only be possible to deduct £243 from your salary as part of this scheme. FST can make the additional payment on the employee’s behalf but any amount over £243 will be liable for tax and NI and will not be shown as a salary sacrifice. Any amount over £243 paid to the childcare provider will be deducted directly from the salary payment that FST makes to the employee.

Employees can use the government’s online calculator via the link below to see what savings they could make through this scheme which should help them make their own decision as to what will work best for them and their family. https://www.gov.uk/childcare-vouchers-better-off-calculator

If employees are already using an existing childcare voucher scheme through their partner’s work or would prefer to have vouchers issued rather than FST undertaking payments on their behalf, FST are open to discussions around joining a national voucher scheme and this should be raised with the General Manager.

Further information on Childcare vouchers can be found online: https://www.gov.uk/expenses-and- benefits-childcare

11. Time Off for Dependents
In exceptional circumstances, employees may be entitled to take a reasonable amount of unpaid time off during working hours to take action that is necessary to provide help to their dependents; Husband, Wife, Parent, Child, Partner.

Should this be necessary an employee should discuss the situation with their Line Manager who, if appropriate, will agree the necessary time off.

Compassionate Leave
Sympathetic consideration will be given to a request for absence from work on compassionate grounds or grounds of hardship or difficulty. Such difficulty might include bereavement or severe illness of a close relative or partner. Each request for compassionate leave will be considered on its own merits without recourse to any precedent and leave may be granted with or without pay or on reduced pay. Requests for compassionate leave should be made to the CEO.
12. Bike to Work
FST operates a Bike to Work Scheme in partnership with Edinburgh Bicycle Cooperative. The Bike to Work Scheme offers tax incentives to both employees and employers to encourage cycling to work. By taking part in the scheme, employees can enjoy savings on the price of a new bicycle and safety equipment such as helmet and lights.

The employee chooses a bicycle up to a value of £1000 which is then purchased by FST, plus any related equipment selected. This cycling equipment is then leased back to the employee over a set repayment period, normally 12 or 18 months. Under the Scheme, the cost of leasing the bike comes off the employee’s gross salary – i.e. before any tax or NI is deducted. Up to 42% of the cost of the bike and accessories can be saved through the salary sacrifice agreement.

The following points are highlights only and full details on FST’s scheme can be found on the shared drive: Admin\Bike to Work\FST Bike to Work - employee info.docx

13. Termination of Employment
Senior staff are given three months' notice and have to give three months' notice of termination of the contract. Other posts have to give at least one month’s notice. Staff should refer to their individual contract. Once an employee has tendered their resignation, and this has been accepted by the company only under exceptional circumstances may the resignation be revoked. It is the Federation of Scottish Theatre’s policy to provide confirmation of employment details only e.g. for reference requests.

Initial notice periods as stated in individual contracts will remain unchanged in regard employee notice, however employer’s notice periods will be subject to the following statutory requirements and increase as necessary up to a maximum of 12 weeks (when the contractual notice period for employer exceeds the minimum requirement below the contractual terms will apply):
· at least one week’s notice if employed between one month and 2 years
· one week’s notice for each year if employed between 2 and 12 years
· 12 weeks’ notice if employed for 12 years or more

The organisation may at its discretion elect to pay the employee in lieu of their notice entitlement. In cases of dismissal due to gross misconduct, the employer is not obliged to give any notice or payment in lieu of notice.

14. Trade Union Membership
In order to try and ensure that employees obtain their full rights within the contract and the law, FST believes that all employees should have a representative organisation to speak on their behalf as and when they feel necessary. The company encourages all members of staff to be members of their appropriate TUC-affiliated Trade Union if they so wish.

15. Time Off for Public Duties
FST will permit such time off to be taken for public duties as set out under the Employment Rights Act 1996 for the time being in force and in addition as is reasonable. This will apply if you are for example:
· Called for Jury Duty
· A Justice of the Peace
· A member of a local authority
· A member of a Regional Health Authority or Community Health Council
· A member of the management body of an educational establishment maintained by a local authority
· A member of any other body at the company’s discretion
· A member of the Children’s’ Hearing System

In addition, FST will allow reasonable time off with no loss of pay to employees to carry out trade union duties (excluding industrial action). Time off is also allowed for training for these duties provided such training is approved by the TUC or independent trade union of which the member of staff is an officer.
[bookmark: _Toc529183295]


PART THREE: POLICIES AND PROCEDURES

Unless expressly stated to the contrary, this Part Three is not contractual and as such does not form part of an employee’s terms and conditions of employment with the FST. As a result, this Part Three may be amended at any time by FST.

1. Staff Performance Review
The Chair of Board of Directors, or a delegated board member, monitors annually the work of the CEO. The line manager undertakes an annual performance review for the rest of the FST staff, supported by quarterly operational review meetings to assess progress against targets set.
Each performance review should cover the following.
· Review previous year’s work in relation to targets set
· Agree broad plans for the year ahead in line with the organisations aims and objectives
· Set new targets for the year ahead
· Identify staff development needs

Appraisal/performance review may also be undertaken at other key career stages, e.g., following a major change in job description, or following return from maternity leave.

Training
All staff are encouraged to seek training opportunities relevant to their post. In certain circumstances, additional courses to support the continued professional development of core staff are a requirement.

2. [bookmark: _Toc529183296]Grievances and Disciplinary
[bookmark: _Toc529183297]Grievance Procedure
Informal Procedure
This procedure is intended to assist in resolving issues arising from a discussion or complaint that the employee has in relation to their employment with FST. In the first instance every attempt should be made to resolve any grievances by informal discussion with the line manager. If the employee considers that the nature of their grievance is such that it cannot be resolved informally, or if the informal procedure does not resolve the issue, the formal procedure outlined below should be followed.

Formal Procedure
· The grievance is put in writing to the line manager, or to a Board member where there is no line manager or where the employee’s grievance is about the line manager
· The employee must clearly set out their grievance in writing and enclose any documentation which they intend to rely upon in support of their grievance
· The employee will be invited to a grievance hearing at which the matter will be discussed with the employee
· The employee has the right to be accompanied at the grievance hearing by a work colleague or trade union representative
· If appropriate, this hearing may be adjourned at any time to allow for investigation of any aspect of the nature/substance of the grievance to take place
· Subject to any further investigation being required, the FST aims to reply to the employee’s grievance in writing within ten working days of receiving the written grievance.
· The employee will be notified of their right to appeal against the grievance outcome.

Appeal
· In the event that the employee is not happy with the grievance outcome, they have a right to appeal that decision
· The employee should notify the Chair in writing within 5 working days of receiving the grievance outcome letter that they wish to appeal and must set out their grounds of appeal in writing
· Any appeal by an employee will be dealt with impartially and, where possible, by the Chair or by an individual appointed by the Chair to hear the employee’s appeal on the Chair’s behalf
· The employee will be invited to an appeal hearing at which the matter will be discussed
· The employee has the right to be accompanied at the appeal hearing by a work colleague or trade union representative
· The employee will be informed in writing of the outcome of their appeal
· The Chair may also bring along another Board Member or outside advisor
· The decision of the Chair (or whoever is appointed to hear the appeal on the Chair’s behalf) is final and there is no further right of appeal open to the employee.

[bookmark: _Toc529183298]Disciplinary Procedure
Informal Procedure
This procedure is designed to help improve the conduct or performance of staff whose conduct or performance is unsatisfactory. In the first instance every effort should be made to remedy unsatisfactory conduct or performance in an informal way. Where the matter is more serious or where the FST does not consider it appropriate to deal with the matter on an informal basis, the formal procedure outlined below will be adopted.

Formal Procedure
· The procedure is designed to establish the facts promptly and to deal consistently with disciplinary issues
· The employee will be advised in writing of the nature of the complaint against them and will be given the opportunity to state their case before any decision is made
· The employee will have the right to be accompanied by a certified trade union representative, an official employed by a trade union or a work colleague during the disciplinary meeting and any appeal hearing
· No employee will be dismissed for a first breach of discipline, except in the case of gross misconduct, when the penalty may be dismissal without notice or payment in lieu of notice
· An employee will have the right to appeal against any disciplinary decision or penalty imposed

Investigation
The FST will carry out necessary investigations of potential disciplinary matters without unreasonable delay to establish the facts of the case. This could include, for example, the collation of evidence or, in some cases, the holding of an investigatory meeting.

Inform the Employee
Following an investigation, if it is decided there is a disciplinary case to answer, the employee will be notified of this in writing. The notification will contain sufficient information about the alleged misconduct and/or poor performance and its possible consequences to enable the employee to prepare a case to answer at the disciplinary meeting. The notification will also contain details of the time, date and venue at which the disciplinary hearing will be held and details of the employee’s right to be accompanied.

Disciplinary Meeting
The meeting will be held without unreasonable delay whilst allowing the employee reasonable time to prepare their case. All parties, including the employee’s companion, should make every effort to attend the meeting. In the event that your companion is unavailable at the time a meeting is scheduled, the meeting will be rescheduled to take place within 5 working days of the original scheduled meeting date. At the meeting, the representative of the FST, usually the employee’s line manager, will explain the complaint against the employee and go through the evidence that has been gathered. The employee will be allowed to set out their case and answer any allegations that have been made. The employee will be given a reasonable opportunity to ask questions, present evidence and call relevant witnesses and be given an opportunity to raise points about any information provided by witnesses. Where the FST or the employee intends to call relevant witnesses they should give advance notice of their intention to do so.

Decide on Appropriate Action
After the meeting, the representative of the FST will decide whether or not disciplinary action is justified and notify the employee of this in writing. Forms of disciplinary action that may be taken are provided below. The employee will be informed of their right to appeal in writing.

Appeal
An employee who wishes to appeal against any disciplinary action imposed must do so in writing within five working days of receipt of notification of the disciplinary action, clearly stating the grounds for the appeal. The employee will then be invited to a meeting by the FST to consider the appeal without unreasonable delay. Appeals will be dealt with impartially and, where possible, by an individual who has not previously been involved in the case. Within a reasonable period after the appeal meeting, the employee will be informed of the decision. The decision of the appeal manager hearing the appeal is final. There is no further right of internal appeal.

Possible disciplinary sanctions
· Written Warning
Where misconduct or poor performance is confirmed, the employee will normally be given a written warning. This warning will set out the precise nature of the misconduct or poor performance and will specify what change in behaviour or improvement in performance is required and over what period. The written warning will be retained on the employee's personnel file, but will be considered to have expired after 12 months in the absence of further misconduct or upon a satisfactory improvement in performance within the specified time limit. The employee will also be told of the likely consequences of further misconduct or poor performance.
· Final Written Warning
If the misconduct or poor performance is sufficiently serious, if there is a failure to change behaviour or improve performance over the required period or if a further offence occurs whilst a previous warning remains ‘live’, a final written warning may be given. The warning will set out the precise nature of the misconduct or poor performance or the failure to improve giving rise to the warning. If appropriate, the warning will state what improvement in performance is required and over what period. The final written warning will be retained on the employee's personnel file, but will be considered to have expired after 12 months in the absence of further misconduct or upon a satisfactory improvement in performance within the specified time limit. The final written warning will contain a statement that any recurrence of misconduct or failure to improve within the time limit specified could lead to dismissal.

· Dismissal
If the misconduct or poor performance is sufficiently serious or if there is no satisfactory improvement in conduct or performance over the required period, dismissal may result. The employee will be informed of the reasons for their dismissal, the date on which their employment will terminate and their right of appeal.

· Summary Dismissal
This means dismissal without notice or payment in lieu of notice and will normally be the disciplinary penalty imposed where the employee is found to have committed gross misconduct. This penalty will only be imposed after the conclusion of a disciplinary hearing. The employee will be informed of the reasons for their dismissal that their employment is terminating with immediate effect and their right of appeal.

Examples of Gross Misconduct
The following is a non-exhaustive list of examples of offences, which may, depending on the relevant circumstances, amount to gross misconduct:
· Serious acts of dishonesty involved FST’s finances
· Falsification of FST records (including time-sheets, self-certification of absence forms)
· Failure to comply with relevant statutory or regulatory requirements
· Serious insubordination
· Violent, abusive or intimidating conduct
· Deliberate damage to FST property
· Harassment on the grounds of age, sex, race, disability, religion and belief, gender reassignment, marriage and civil partnership, pregnancy and maternity or sexual orientation
· Unauthorised use or disclosure of confidential information
· Attending work under the influence of alcohol or non-medically prescribed drugs
· Rudeness to customers
· Any action likely to bring the FST into disrepute
· Breach of Health and Safety rules which endanger the health and safety of others
· Failure to disclose correct information on your application form
· Conviction for any serious criminal offence whilst an employee of the FST
· Please also see Appropriate U se guidelines below

Suspension
An employee may be suspended from work on full pay whilst the FST investigates an alleged act of misconduct or poor performance. The period of suspension shall be as brief as the FST deems appropriate and kept under review. Suspension is not a disciplinary action or sanction.

In the case where the CEO is subject to the disciplinary or grievance procedure, the Chair of the Board takes the role of line manager.

All records of disciplinary actions will be retained by the FST for as long as is deemed necessary.

3. [bookmark: _Toc529183299]Retirement
FST does not have a compulsory retirement age. It is the employee’s responsibility to discuss when and how they retire with the CEO.

4. [bookmark: _Toc529183300]Wastage
Please also see the FST Environmental Policy.

FST maintains a policy of ‘minimum waste’ which is essential to the cost-effective and efficient running of all our operations.

Employees are able to promote this policy by taking extra care during normal duties by avoiding unnecessary or extravagant use of services, time, energy, etc. The following points are illustrations of this:
· Handle machines, equipment and stock with care
· Turn off any unnecessary lighting and heating. Keep doors closed whenever possible
· Ask for other work if your job has come to a standstill
· Start with the minimum of delay after arriving for work and after breaks

The following provision is an express written term of your contract of employment:
· Any damage to stock or property (including non-statutory safety equipment) that is the result of your carelessness, negligence or deliberate vandalism will render you liable to pay the full or part of the cost of repair or replacement
· Any loss to FST that is the result of your failure to observe rules, procedures or instruction, or is as a result of your negligent behaviour or your unsatisfactory standards of work will render you liable to reimburse to us the full or part of the cost of the loss

In the event of failure to pay, FST has the contractual right to deduct such costs from your pay.


5. [bookmark: _Toc529183301]Dress Code
As all employees are liable to come into contact with members of the public, it is important that they present a professional image with regard to appearance and standards of dress. Core staff should wear clothes appropriate to their job responsibilities and are expected to dress in a manner befitting their position as an advocate of the company

6. [bookmark: _Toc529183302]Housekeeping
Both from the point of view of safety and of appearance, work areas must be kept clean and tidy at all times.

7. [bookmark: _Toc529183303]Appropriate Use Guidelines
FST provides members of staff access to the company’s internet provision, telephones and photocopying facilities (this list is not exhaustive).

All individuals should use these facilities in a responsible, efficient, ethical, and legal manner in accordance with the mission of the FST. Users assume responsibility for understanding the policy and guidelines as a condition of using these facilities.

The following uses of FST facilities are unacceptable and may result in dismissal for Gross Misconduct and/or other legal action being taken against you. Unacceptable use is defined to include, but not be limited to, the following:
· Transmission of any material in violation of any law. This includes, but is not limited to: copyrighted materials, threatening or obscene material, or material protected by trade secret
· The use of profanity, obscenity or other language that may be offensive to another user
· Any form of vandalism, including but not limited to, damaging computers, computer systems, or networks, and/or disrupting the operation of the network
· Copying and/or downloading commercial software or other material (e.g. music) in violation of copyright laws
· Use of the facilities for financial gain, commercial activity, or illegal activity, e.g. hacking
· Use of the facilities for political activity
· Use of the network to access pornographic or obscene material
· Creating and/or placing a computer virus on the network
· Accessing another person's individual account without prior consent or accessing a restricted account without the prior consent of the responsible administrator. The person in whose name an account is issued is responsible at all times for its proper use. Passwords should never be shared with another person and should be changed frequently
8. [bookmark: _Toc529183304]Health and Safety
Please also see the FST Health and Safety Policy
FST will provide and maintain safe and healthy working conditions in accordance with current Health & Safety legislation. The following points are highlights only and FST’s full Health & Safety policy should also be reviewed.

In line with the Health and Safety at Work Act 1974, all FST staff, including temporary workers, volunteers are responsible for looking after their own health and safety, that of others, and following any reasonable health and safety-related request or instruction. Employees must not take any action that could threaten the health or safety of themselves, other employees or members of the public.

Any health issues that may affect your role within the company or exposure to health and safety risks should be reported to the FST CEO. This information will be treated as strictly confidential. For pregnant employees a specific maternity risk assessment will be undertaken for that individual and any risks they may face. 

FST shall have, and maintain Employers Liability insurance for all employees and associates during working hours and will make company members aware of fire regulations and drills.

In the event of any accident occurring during working hours, this should be reported immediately to the CEO to be recorded in the company accident book in the presence of the injured party.

In the event of a fire or evacuation in the office during working hours, all staff must follow the evacuation procedure as laid out in the Lyceum Theatre’s Emergency Procedures. All staff must familiarise themselves with this procedure and ensure they fully understand all instructions. Any questions should be raised immediately with the CEO.
Admin\FST Health & Safety\Lyceum\Safety Instructions for FST_Lunghas_Stellar Quines_Culture Republic Handout 22 May 14.pdf

9. [bookmark: _Toc529183305]Alcohol and Drugs
Under legislation FST, as your employer, have a duty to ensure so far as is reasonably practicable, the health and safety and welfare at work of all our employees and similarly you have a responsibility to yourself and your colleagues. The use of alcohol and drugs may impair the safe and efficient running of the business and/or the health and safety of our employees.

The effects of alcohol and drugs can be numerous (these are examples only and not an exhaustive list): 
· Absenteeism (e.g. unauthorised absence, lateness, excessive levels of sickness, etc.)
· Higher accident levels (e.g. at work, elsewhere, driving to and from work)
· Work performance (e.g. difficulty in concentrating, tasks taking more time, making mistakes, etc.)

If your performance or attendance at work is affected as a result of alcohol or drugs, or we believe you have been involved in any drug related action/offence, this will be dealt with appropriately. As outlined in section 2 above, any such issue which amounts to an act of misconduct  may lead to your dismissal.

Social occasions within the sector
There are times when, as part of the role as an ambassador for FST, employees may be attending functions or events where alcohol is available. Employees should be aware that, when attending any work social event or even socialising privately in any dance or theatre venue in Scotland, they will still be associated with FST and as such they are representing the organisation. In these circumstances, employees should ensure that their behaviour and social consumption of alcohol does not reflect negatively on the organisation.

10. [bookmark: _Toc529183306]Equality
Please also see the FST Equalities Diversity and Inclusion Toolkit.

FST wholeheartedly supports the principle of equal opportunities and values the individual contribution of people, irrespective of sex, age, marital status, disability, sexuality, gender, race, colour, religion, ethnic, or national origin, history of illness, needs of dependants and/or parenthood.

We believe that it is in the company’s best interests, and those of all who work in it, to ensure that the human resources, talents and skills available throughout the community are considered when employment and training opportunities arise. To this end we are committed, within the framework of the law, to achieving and maintaining a workforce who broadly reflect the local community in which we operate. Every possible step will be taken to ensure that individuals are treated equally and fairly and that decisions on recruitment, selection, training, promotion and career management are based solely on objective and job related criteria.

FST fully supports this policy statement. All employees and those engaged in FST activities are responsible for playing their part in achieving its objectives.

Anti-racism statement
FST has a zero tolerance approach to racism and is committed to eliminating unlawful race discrimination and promoting equality of opportunity for all.  The organisation values the diversity of its staff and those who use its services and is committed to ensuring that it achieves and maintains the highest standards of equality and diversity.  
  
Implementation
All staff, members and board members will be briefed on the Equalities, Diversity and Inclusion Toolkit and must agree to apply it in practice. This Equality policy is incorporated in the contract of employment and it is a condition of service with FST that all staff understand and operate the policy fully. The following actions will be undertaken:
· Training and guidance will be provided for key decision makers
· Existing procedures for recruitment, selection, promotion and training will be examined and regularly reviewed
· The effectiveness of this policy will be monitored and updated annually in accordance with new legislation
· Mechanisms will be implemented for resolving grievances about unfair treatment, discrimination and harassment
· Scope for using lawful positive action, training and encouragement will be identified
· Activities and employment opportunities will be promoted in publications and situations where they can be seen by currently underrepresented groups
· Activities will be placed in spaces that are wheelchair accessible, with captioning and/or BSL provision at live FST members’ meetings and Emporium events provided as standard with any additional access requirements responded to as fully as possible 

Support and Adjustments 
· FST seeks to support staff and make appropriate adjustments (which may include reasonable adjustments under the Equality Act 2010 for an employee with a disability). To better understand any illness, condition, impairment or other relevant background circumstances of a member of staff we may require input from an employee’s GP or from an Occupational Health Provider.  


The CEO and Board of Directors are responsible for ensuring that this policy is implemented.

11. [bookmark: _Toc529183307]Exclusive Services
The employment contracts for all FST staff are exclusive services contracts.

The employer may agree, at their discretion, to the employee undertaking additional work subject to the following conditions:
· There is no conflict of interest
· The work will not be undertaken during normal working time
· FST’s resources and facilities will not be used in any way
· It is not in contravention of the working time legislation

In the event of any employee wishing to explore the possibility of undertaking additional employment, to avoid any conflict of interest between external activities and work in FST, staff are asked to discuss plans with their line manager/the CEO. They will help determine whether the proposed work is a conflict of interest. Additionally, they are then able to respond effectively to any public concerns.
12. [bookmark: _Toc529183308]Conflict of Interest
It is the policy of FST that all employees avoid any conflict between their interests and those of the Federation of Scottish Theatre. The fundamental principle that guides implementation of the policy is that no FST employee should have, or appear to have, personal interest or relationships that conflict with the best interest of the organisation.

Disclosure and review
Declaration of any possible conflict of interest provides a protection for FST and employees against any allegations of impropriety.

It is the responsibility of each individual to report any actual, apparent or potential conflict that may exist between them (and their immediate family) and FST. Any employee who believes that they may have a conflict of interest should consult the CEO.

Types of interest to be registered
Here is a list of situations that may constitute a conflict and should be declared:
· Ownership or part ownership of an external company that does or may seek to do business with FST
· Consultancy
· Directorship
· Board membership (executive or non-executive)
· Paid employment with another organisation
· Self-employment
· Partnership in a firm
· Trusteeship or employment with any charity or voluntary organisations
· Public appointments, either paid or unpaid
· Membership of professional bodies that may relate to FST
· Family links: specified close family interest (spouse, partner, parent or child) in any of the above

Please note: conflicts of interest are not restricted to cases in which an individual actually derives some advantage.

It is not possible to give an exhaustive list of situations that might give rise to a conflict of interest, so if there is any uncertainty, employees should consult with the CEO.

In any external interests, employees are not to use or exploit the name, goodwill or other tangible or intangible property of FST in any manner which might reflect unfavorably on FST or any of its interests or activities.

13. [bookmark: _Toc529183309]Flexible Working Policy
This flexible working policy gives eligible employees an opportunity to request a change to their working pattern. This may also include requests for periods of unpaid leave.

FST will deal with flexible working requests in a reasonable manner and within a reasonable time. In any event the time between making a request and notifying you of a final decision (including the outcome of any appeal) will be less than three months unless we have agreed a longer period with you.
This policy does not form part of any employee's contract of employment and we may amend it at any time.

Eligibility
To be eligible to make a flexible working request, you must:
(a) be an employee
(b) have worked for us continuously for at least 26 weeks at the date your request is made
(c) not have made a flexible working request during the last 12 months.

What is a flexible working request?
A flexible working request under this policy means a request to do any or all of the following:
(a) to reduce or vary your working hours
(b) to reduce or vary the days you work
(c) to work from a different location (for example, from home).

Making a Flexible Working Request
Your flexible working request should be submitted to the CEO in writing and dated. It should:
(a) state that it is a flexible working request
(b) explain the change being requested and propose a start date
(c) identify the impact the change would have on the business and how that might be dealt with
(d) state whether you have made any previous flexible working requests.
Meeting
We will arrange a meeting at a convenient time and place to discuss your request. You may be accompanied at the meeting by a colleague of your choice. They will be entitled to speak and confer
privately with you, but may not answer questions on your behalf. We may decide to grant your request in full without a meeting, in which case we will write to you with our decision.


Decision
We will inform you in writing of our decision as soon as possible after the meeting.
If your request is accepted, we will write to you with details of the new working arrangements
and the date on which they will commence. You will be asked to sign and return a copy of the letter.
If we cannot immediately accept your request, we may require you to undertake a trial period
before reaching a final decision on your request. Unless otherwise agreed, changes to your terms of employment will be permanent.

We may reject your request for one or more of the following business reasons:
(a) the burden of additional costs
(b) detrimental effect on ability to meet customer demand
(c) inability to re-organise work among existing staff
(d) inability to recruit additional staff
(e) detrimental impact on quality
(f) detrimental impact on performance
(g) insufficiency of work during the periods that you propose to work
(h) planned changes

If we are unable to agree to your request, we will write to tell you which of those reasons applies in your case. We will also set out the appeal procedure.

Appeal
You may appeal in writing within 14 days of receiving our written decision. Your appeal must be dated and must set out the grounds on which you are appealing. We will hold a meeting with you to discuss your appeal. You may bring a colleague to the meeting. We will tell you in writing of our final decision as soon as possible after the appeal meeting, including reasons. There is no further right of appeal.

Hybrid Working 2022
In response to the COVID 19 impact on working arrangements FST is, in consultation with staff, operating a hybrid working arrangement. FST reserves the right to review this situation in line with organisational  need and will consult with staff on any changes.
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14. Shared Parental Leave Policy
FST is committed to equal opportunities in employment. Shared Parental Leave (SPL) provides families with greater flexibility around how they manage their childcare arrangements during the child’s first year.

If you are having a child through surrogacy a similar regime applies and you should speak to the CEO.

The default position is still that the mother or adopter will take the full maternity/adoption leave and pay. It is up-to the mother/adopter to decide whether to share any leave and pay with another eligible person. This policy explains how the SPL regime will apply if eligible employees opt-into it.

No employee will be treated less favorably or dismissed because they have taken shared parental leave, or for any other reason connected with an application for shared parental leave.

The organisation reserves the right to modify any part of this policy at its discretion and in accordance with any required legislation changes. We are committed to actively consulting with our employees. Any changes will be communicated and will apply to both existing and new employees in the UK.

There are separate policies contained in this Handbook which set out FST’s approach to maternity, adoption, paternity and parental leave.

Scope
This policy applies to all UK based full and part time employees of FST, regardless of length of service, including employees on a fixed term contract. It does not apply to agency workers or self-employed contractors.

Responsibilities
The CEO will be responsible for administering, maintaining and reviewing the Shared Parental Leave Policy and advising employees regarding the Shared Parental Leave Policy.

Employees are encouraged to notify the CEO as soon as possible of their intention to take shared parental leave either verbally or in writing.

WHAT DO THE TERMS USED IN THIS POLICY MEAN?
In this policy:
SPL means shared parental leave
ShPP means statutory shared parental pay
The people involved are:
adopter is the person with whom the child is placed for adoption. If two people have been jointly matched with the child, then the adopter is the person who has opted to be the adopter for the purpose of the Paternity and Adoption Leave Regulations 2002
partner is a person who has joint responsibility for the care of the child and with whom the mother/adopter choses to share SPL. This can include the mother/adopter’s spouse, civil partner or a person the mother lives with in an enduring family relationship. It cannot, for example, be the child’s grandparent or another relative. In the case of birth, it can also include the child’s father. If more than one person could be considered a partner it will be up to the mother/adopter to decide with whom to share the leave
mother is the person who gives birth to the child
The important dates mentioned:
Expected week of childbirth or EWC is the week, beginning on a Sunday, in which the doctor or midwife expects your child to be born
Qualifying Week is the 15th week before the EWC or in the case of adoption, the week the adoption agency notified you that you have been matched with a child for adoption





Shared Parental Leave Entitlement
You will be eligible for SPL if all of these statements are true:

· You are the mother/adopter or the partner
· You share the main responsibility for the care of the child with the mother/adopter/partner
· You have at least 26 weeks continuous employment with us by the end of the Qualifying Week, and still be employed by us in the week before the leave is to be taken
· The person you are sharing SPL with must have worked (in an employed or self-employed capacity) in at least 26 of the 66 weeks before the EWC and had average weekly earnings of at least £30 during 13 of those weeks (known as the ‘earnings test’)
· You and the person you are sharing SPL with must give the necessary statutory notices and declarations as summarised below, including notice to end any maternity or adoption leave, pay or allowance periods. We may take declarations on trust so if you are not truthful this may be treated as a disciplinary matter under our disciplinary policy

Process
Mothers/adopters must take the first 2 weeks of maternity/adoption leave after the baby is born, the remaining 50 weeks can be used as SPL.

If you are the partner, you should consider taking your 2 weeks' paternity leave before taking SPL. Once you start SPL you will lose any untaken paternity leave entitlement. Any entitlement you have to SPL is in addition to your paternity leave entitlement.

The three steps below must be complied with to take SPL.


STEP 1: SHORTEN MATERNITY/ADOPTION LEAVE
The mother/adopter must shorten their existing leave/pay entitlements. This is referred to as curtailment. The balance of up to 50 weeks’ maternity/adoption leave and the balance of up to 37 weeks maternity/adoption pay can then be shared between partners. If you are the mother/adopter then curtailing your leave/pay will reduce your entitlement under our maternity/adoption policy.
[bookmark: _Toc529183310]When is maternity/adoption leave curtailed?
Maternity/Adoption Leave is ‘curtailed’ on the date that the mother/adopter:
· returns to work (employees should provide 8 weeks prior written notice that their maternity/adoption pay will end upon their return); or
· gives at least 8 weeks’ prior written notice to curtail maternity/adoption leave and pay on a specified future date. If you are the mother/adopter, this curtailment notice must be provided to the CEO or such other person nominated by the CEO from time to time. Please use the Step 1: Curtailment Notice.
[bookmark: _Toc529183311]Can I cancel my curtailment notice?
Curtailment notices can only be cancelled in limited circumstances. If you wish to cancel your curtailment, you should contact the CEO or such other person nominated by the CEO from time to time and use the Step 1: Curtailment Cancellation Notice. Your curtailment notice can only be cancelled before your maternity/adoption leave ends. One of the following situations also needs to apply
· the Curtailment Notice was given prior to the birth, and is cancelled within the 6 weeks after the birth (in which case you may serve a further Curtailment Notice at a later date)
· the mother/adopter or partner is not entitled to SPL (in which case the Curtailment Notice can be cancelled but there is no further right to make a Curtailment Notice at a later date)
· the mother/adopter or partner dies (in which case the Curtailment Notice can be cancelled but there is no further right to make a Curtailment Notice at a later date)
STEP 2: ENTITLEMENT AND INTENTION
To take SPL you will be required to notify the CEO writing of your intentions to do so and of your entitlement to SPL. You should do this by completing the Step 2: Notice of Intention. This notice gives a non- binding indication of the dates you wish to take SPL and ShPP. This must be provided at least 8 weeks before any period of SPL is due to start. If you cannot give 8 weeks’ notice, for example because your child is born early, please speak to the CEO.
If asked to do so, you must also provide the following:
· in the case of birth, a copy of the birth certificate (or if you do not have the birth certificate yet, a signed declaration of the child’s date and place of birth)
· in the case of adoption, one or more documents from the adoption agency showing the agency's name and address and the expected placement date
· the name and address of the employer of the person you are sharing SPL with (or a signed declaration that they have no employer)


STEP 3: BOOK SPL
Before taking SPL you must book the time off by providing a Step 3: Booking Notice to the CEO or such other person nominated by the CEO from time to time at least 8 weeks before the proposed start date. We recommend that you speak to the CEO before completing the booking notice.
You have the right to give 3 Booking Notices. This may enable you to take up to three separate blocks of SPL (although if you give a notice to vary or cancel a period of leave this will in most cases count as one of your Booking Notices). Blocks of SPL requested in a booking notice can be:
· Continuous: a block of leave which is unbroken i.e. 3 months. It can have a start date and duration of your choosing but must be at least a week.
· Discontinuous: a pattern of leave with some time off work on SPL (in complete weeks) and some time at work in between (again in complete weeks).
We will consider requests for discontinuous blocks but are under no obligation to grant them. If we are unable to agree to your request straight away, there will be a 2 week discussion period. If we have not reached an agreement, you will be entitled to take the full amount of discontinuous SPL requested as one continuous block starting on the start date given in your notice. During the discussion period, we will confirm the options open to you (which include choosing a new start date or withdrawing your notice) and the applicable timescales and effect on your three booking notices.
[bookmark: _Toc529183313]Can I cancel or change booked SPL?
Except as explained above in respect of discontinuous leave requests, any cancelation or amendment to the Booking Notice will normally count as another one of your 3 booking notices (using up 2 notices in total). If you wish to cancel or change any period of SPL, please speak to the CEO.






SPL in Practice
SPL is a flexible right and different families will choose to take leave in different ways. The following options are a non-exhaustive list of possible uses of SPL:
· A partner takes SPL while the mother/adopter is on maternity/adoption leave (provided that the mother/adopter has curtailed their maternity/adoption leave).
· Both parents can take periods of SPL at the same time as each other. Alternatively, they can alternate SPL so that when one is off on leave, the other is at work.
· One parent takes up to 3 blocks of SPL but the other parent does not take any SPL (either because they are not taking any leave to care for the child, or because they have chosen to take maternity, adoption or paternity leave instead). The other parent must still meet the earnings test.

Shared Parental Pay
ShPP of up to 39 weeks (less any weeks of maternity/adoption/paternity pay or allowance claimed by the mother/adopter/partner) may be available provided you have at least 26 weeks' continuous employment with us at the end of the Qualifying Week and your average earnings are not less than the lower earnings limit set by the government each tax year. ShPP is paid at a rate set by the government each year.

If you are the mother/adopter, you will only be able to start SPL two weeks after the date of birth/placement for adoption. You should consider staying on maternity/adoption leave for at least 6 weeks in order to benefit from the enhanced statutory maternity/adoption pay of 90% of salary for the first 6 weeks (for employees employed for less than one year). This enhanced statutory rate does not apply to shared parental leave.

Your entitlement to ShPP will be reduced by (a) the amount of statutory maternity or adoption pay or allowance that you or your partner will receive; and (b) the amount of ShPP that your partner will receive. You should complete details of the ShPP you are entitled to on the Booking Notice Form (see Step 3 above).

Increased Provision for Shared Parental Pay for Employee Employed for one Year +
Eligible employees will be entitled to receive enhanced shared parental pay on the following basis where they have been continuously employed:

1-2 year, s/he will be entitled to:
· 13 weeks full pay (which is inclusive of ShPP entitlement) followed by
· 26 weeks ShPP (currently £156.66 p/w)
· Any weeks of shared parental leave beyond 39 weeks will be unpaid.

2 years +, s/he will be entitled to:
· 13A. weeks full pay (which is inclusive of ShPP entitlement) followed by
· 13 weeks half pay (which is inclusive of ShPP entitlement)
· 13 weeks ShPP (currently £156.66 p/w)
· Any weeks of shared parental leave beyond 39 weeks will be unpaid.

Any enhanced shared parental pay you are entitled to receive will be reduced by the amount of enhanced maternity, adoption or paternity pay which you have received.

What happens during SPL?
Your terms and conditions of employment remain in force during SPL, except those relating to pay.

Holidays
Annual leave entitlement will continue to accrue at the rate provided under your contract. If your SPL will continue into the next holiday year, any holiday entitlement that cannot reasonably be taken before starting your leave can be carried over and must be taken immediately before returning to work unless the CEO agrees otherwise. Please discuss your holiday plans with the CEO in good time before starting SPL. All holiday dates are subject to approval by the CEO.

Pension
If you are a member of the pension scheme, we will make employer pension contributions during any period of paid SPL, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the amount of any shared parental pay you are receiving, unless you inform the CEO that you wish to make up any shortfall. If the employee chooses to stop paying contributions while on Shared Parental Leave then FST contributions will also cease.

Keeping in Touch
You may work up to 20 shared parental leave in touch (SPLIT) days during your SPL without bringing your leave to an end. If you wish to request any SPLIT days, these must be agreed in advance with your line manager. You will be paid at your normal basic rate of pay for time spent working on a SPLIT day and this will be inclusive of any shared parental pay entitlement.

The 20 SPLIT days are in addition to the 10 keeping in touch (known as KIT) days available to mothers/adopters during maternity/adoption leave.

We may make reasonable contact with you from time to time during SPL without bringing your leave to an end. Before you take SPL you should speak to the CEO about how you would like to be contacted during SPL, and in particular, if you would like to be informed about training, business news and vacancies.

Return to Work
To end a period of SPL early, you must give us at least 8 weeks’ notice (preferably in writing).
Your rights on returning to work from SPL depend on the total period of maternity, paternity, adoption and shared parental leave that you have taken in respect of the child. If this is no more than 26 weeks (consecutively or in separate blocks) you will have the right to return to the same role. If this is more than 26 weeks, you will have the right to return to the same role or a similar role on no less favourable terms

If you want to change your hours or other working arrangements on return from SPL you should make a request under our Flexible Working Policy.
If you decide you do not want to return to work you should resign in accordance with your contract.

Notification
The notices referred to in this policy are available from the CEO. These notices are:
· Step 1: Curtailment Notice and curtailment cancellation notice
· Step 2: Notice of intention
· Step 3: Booking notice

If you have any questions about this policy, please speak to the CEO.







15.	 IT & Communications Systems Policy
Our IT and communications systems are intended to promote effective communication and working practices. This policy outlines the standards you must observe when using these systems, when we will monitor their use, and the action we will take if you breach these standards.

The CEO has overall responsibility for this policy, including keeping it under review.
 
Breach of this policy may be dealt with under our Disciplinary Procedure and, in serious cases, may be treated as gross misconduct leading to summary dismissal.
 
This policy does not form part of any employee’s contract of employment and we may amend it at any time.
 
Equipment Security and Passwords 
You are responsible for the security of the equipment allocated to or used by you, and you must not allow it to be used by anyone other than in accordance with this policy. You should use passwords on all IT equipment, particularly items that you take out of the office. You should keep your passwords confidential and change them regularly.
 
You must only log on to our systems using your own username and password. You must not use another person’s username and password or allow anyone else to log on using your username and password.
 
If you are away from your desk you should log out or lock your computer. You must log out and shut down your computer at the end of each working day.
 
Systems and Data Security 
You should not delete, destroy or modify existing systems, programs, information or data (except as authorised in the proper performance of your duties).
 
You must not download or install software from external sources without authorisation from the CEO. Downloading unauthorised software may interfere with our systems and may introduce viruses or other malware.

You must comply with privacy and Data Protection laws and any breach of these may amount to misconduct and in serious cases Gross Misconduct. 
 
You must not attach any device or equipment including mobile phones, tablet computers or USB storage devices to our systems without authorisation from the CEO.
 
We monitor all e-mails passing through our system for viruses. You should exercise particular caution when opening unsolicited e-mails from unknown sources. If an e-mail looks suspicious do not reply to it, open any attachments or click any links in it.
 
Inform your line manager immediately if you suspect your computer may have a virus.

Email 
Adopt a professional tone and observe appropriate etiquette when communicating with third parties by e-mail. 
 
Remember that e-mails can be used in legal proceedings and that even deleted e-mails may remain on the system and be capable of being retrieved.
 
You must not send abusive, obscene, discriminatory, racist, harassing, derogatory, defamatory, pornographic or otherwise inappropriate e-mails.

You should not:
· send or forward private e-mails at work which you would not want a third party to read
· send or forward chain mail, junk mail, cartoons, jokes or gossip
· contribute to system congestion by sending trivial messages or unnecessarily copying or forwarding e-mails to others who do not have a real need to receive them
· send messages from another person’s e-mail address (unless authorised) or under an assumed name
 
Do not use your own personal e-mail account to send or receive e-mail for the purposes of our business. Only use the e-mail account we have provided for you.
 
We do not permit access to web-based personal e-mail such as Gmail or Hotmail on our computer systems at any time due to additional security risks.

Using the Internet 
Internet access is provided primarily for business purposes. Occasional personal use may be permitted as set out below (Personal use of our systems).
 
You should not access any web page or download any image or other file from the internet which could be regarded as illegal, offensive, in bad taste or immoral. Even web content that is legal in the UK may be in sufficient bad taste to fall within this prohibition. As a general rule, if any person (whether intended to view the page or not) might be offended by the contents of a page, or if the fact that our software has accessed the page or file might be a source of embarrassment if made public, then viewing it will be a breach of this policy.
 
We may block or restrict access to some websites at our discretion.
 
Personal use of our systems 
We permit the incidental use of our systems to send personal e-mail, browse the internet and make personal telephone calls subject to certain conditions. Personal use is a privilege and not a right. It must not be overused or abused. We may withdraw permission for it at any time or restrict access at our discretion. Personal use must meet the following conditions:
· it must be minimal and take place substantially outside of normal working hours (that is, during your lunch break, and before or after work)
· personal e-mails should be labelled “personal” in the subject header
· it must not affect your work or interfere with the business
· it must not commit us to any marginal costs
· it must comply with our policies including the Equal Opportunities Policy, Data Protection Policy and Disciplinary Procedure

Monitoring 
Our systems enable us to monitor telephone, e-mail, voicemail, internet and other communications. For business reasons, and in order to carry out legal obligations in our role as an employer, your use of our systems including the telephone and computer systems (including any personal use) may be continually monitored by automated software or otherwise.
 
We reserve the right to retrieve the contents of e-mail messages or check internet usage (including pages visited and searches made) as reasonably necessary in the interests of the business, including for the following purposes (this list is not exhaustive):
· to monitor whether the use of the e-mail system or the internet is legitimate and in accordance with this policy
· to find lost messages or to retrieve messages lost due to computer failure
· to assist in the investigation of alleged wrongdoing
· to comply with any legal obligation
 
Prohibited use of our systems 
 Misuse or excessive personal use of our telephone or e-mail system or inappropriate internet use will be dealt with under our Disciplinary Procedure. Misuse of the internet can in some cases be a criminal offence.
 
Creating, viewing, accessing, transmitting or downloading any of the following material will usually amount to gross misconduct (this list is not exhaustive):
· pornographic material (that is, writing, pictures, films and video clips of a sexually explicit or arousing nature)
· offensive, obscene, or criminal material or material which is liable to cause embarrassment to us or to our clients
· a false and defamatory statement about any person or organisation
· material which is discriminatory, offensive, derogatory or may cause embarrassment to others (including material which breaches our Equal Opportunities Policy or our Anti-harassment and Bullying Policy);
· confidential information about us or any of our staff or clients (except as authorised in the proper performance of your duties)
· unauthorised software
· any other statement which is likely to create any criminal or civil liability (for you or us)
· music or video files or other material in breach of copyright
 
Social Media Policy
This policy is in place to minimise the risks to our business through use of social media.
 
This policy deals with the use of all form of social media, including Facebook, LinkedIn, Twitter, Google+, Wikipedia, Instagram and all other social networking sites, internet postings and blogs. It applies to use of social media for business purposes as well as personal use that may affect our business in any way.
 
Personal use of Social Media 
Occasional personal use of social media during working hours is permitted so long as it does not involve unprofessional or inappropriate content, does not interfere with your employment responsibilities or productivity and complies with this policy.

Prohibited use 
You must avoid making any social media communications that could damage our business interests or reputation, even indirectly.
 
You must not use social media to defame or disparage us, our staff or any third party; to harass, bully or unlawfully discriminate against staff or third parties; to make false or misleading statements; or to impersonate colleagues or third parties.

You must not express opinions on our behalf via social media, unless expressly authorised to do so by your manager. You may be required to undergo training in order to obtain such authorisation.
 
You must not post comments about sensitive business-related topics, such as our performance, or do anything to jeopardise our trade secrets, confidential information and intellectual property. You must not include our logos or other trademarks in any social media posting or in your profile on any social media.

Any misuse of social media should be reported to the CEO.
 
Guidelines for responsible use of social media 
You should make it clear in social media postings, or in your personal profile, that you are speaking on your own behalf. Write in the first person and use a personal e-mail address.
 
Be respectful to others when making any statement on social media and be aware that you are personally responsible for all communications which will be published on the internet for anyone to see.
 
If you disclose your affiliation with us on your profile or in any social media postings, you must state that your views do not represent those of your employer (unless you have been authorised to speak on our behalf as set out above). You should also ensure that your profile and any content you post are consistent with the professional image you present to clients and colleagues.
 
If you are uncertain or concerned about the appropriateness of any statement or posting, refrain from posting it until you have discussed it with your manager.
 
If you see social media content that disparages or reflects poorly on us, you should contact your line manager.
 
Breach of this policy 
Breach of this policy may result in disciplinary action up to and including dismissal. Any member of staff suspected of committing a breach of this policy will be required to co-operate with our investigation, which may involve handing over relevant passwords and login details.
 
You may be required to remove any social media content that we consider to constitute a breach of this policy. Failure to comply with such a request may in itself result in disciplinary action.

16. Additional Working Policies for reference
The additional working policies should also be reviewed:
Admin/Current Organisational Policies

· Environmental Policy/Carbon Management Plan
· FST Health and Safety Policy
· External Complaints Policy (New 2022)
· Menopause Awareness Policy (New 2022)
· Equalities, Diversity and Inclusion Toolkit
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