Winners Recruitment Ltd
Temporary Workers Employee Handbook
[bookmark: _bookmark0]Introduction
This Handbook contains information, rules, policies and procedures concerning your employment and should be read in conjunction with your Statement of Main Terms of Employment ('Statement') which should have been provided to you. Additional, new or revised rules, policies and procedures may be issued at any time separate to this Handbook and it is your responsibility to observe and adhere to these.
If you have any queries or have not been provided with a Statement for any reason, you should have no hesitation in raising this matter.

[bookmark: _bookmark1]General information
WORKING HOURS - Your normal hours of work are set out in your assignment confirmation or otherwise stated on communication from account manager. You must ensure that you attend punctually for work and follow all timekeeping and absence procedures. If you are going to be late or need to report an absence you need to contact us as soon as reasonably practicable, stating why you are going to be late and when you expect to arrive. Persistent lateness, and/or unauthorised absence may result in disciplinary action up to and including dismissal.
HEALTH AND SAFETY – Winners Recruitment is committed to ensuring the health, safety, and welfare of all our employees. This policy outlines our commitment to complying with the Health and Safety at Work Act 1974 and other relevant legislation to create a safe working environment. We recognise our duties under the Health and Safety at Work Act 1974 to ensure, so far as is reasonably practicable, the health, safety, and welfare of our employees and others who may be affected by our activities. Full training will be provided on your first day at any new temporary assignment.
If you become aware of any potential hazard or unsafe working conditions, you should have no hesitation raising them with us. You are required to take all reasonable steps to safeguard your health and safety, and that of any other person who may be affected by your actions, and to observe at all times published health, safety and fire rules and procedures.   All accidents must be reported to management and entered into the Accident Book as necessary.
SMOKING- Please adhere to the business smoking policy.
PAY AND REVIEW- How and when we pay you is set out in your Agreement.  You will be given an itemised payslip each time you are paid.  We will notify you if there is to be any change in your pay. In accordance with our legal obligations we undertake to ensure you are paid irrespective of whether or not payment is received by the hirer.
On termination of engagement, your final payment may be made in a different form to that stated in your Agreement.
CCTV- It is brought to your attention that your place of work may operate CCTV for security and monitoring purposes.The footage may be viewed and monitored for work-related purposes. 
PERMISSION TO WORK IN THE UK - Where you have a time limit on your right to work in the UK we will repeat document checks as and when required by law. 
PERSONAL DETAILS - At the start of your employment with us you will have provided us with various personal details. You must tell us immediately of any change, e.g. name, address, telephone number, next of kin, bank details etc. It is in your interest to notify us of any such changes. We will not be responsible for any issues arising out of your failure to notify us. You have the right to withdraw your consent at any time by informing Winners Recruitment that you wish to do so as per the candidate consent form you signed during your employment registration.
PERSONAL PROPERTY- We do not accept liability for any loss of, or damage to, property taken onto any premises. You are requested not to take personal items of value onto the premises.
PERSONAL MOBILES- You should not use your mobile phone during working hours.  Under normal circumstances personal phones must be set to silent or turned off. If the rules on mobile phone use are different in your place of work those will take precedence.
Unauthorised use of a personal mobile phone during working hours may result in the termination of your assignment and no further work being offered to you.
CONFIDENTIALITY- You must not disclose personal information of a confidential nature relating to us or our business, or in respect of any obligation of confidence which we owe to any third party, during or after your employment, except in the proper course of your employment or as required by law.
Any documents or tangible items which belong to us or our clients or which contain any confidential information must not be removed from your place of work at any time without proper authorisation, and must be returned to us upon request and, in any event, upon the termination of your engagement.
If requested, all confidential information, other documents and tangible items which contain or refer to any confidential information, and which are in your possession or under your control, must be deleted or destroyed.

Social Media - we recognise that some of you will have personal social media accounts.  such accounts must only be used to express personal views.  
You must not make any comments or engage in discussions which could adversely affect us or our reputation, or that of our clients. You must not breach discrimination legislation or harass or bully another worker, employee or individual engaged by the Company or the client or damage working relationships between fellow workers and employees. You must not share any confidential or sensitive information on social networks.  
Any information posted on the internet may result in the termination of your assignment and no further work being offered to you if it breaches this policy or any other expected levels of conduct.  This includes posts on a personal account with inappropriate privacy settings, posts made outside of working hours, and those posts made not using our computers or equipment.  You may also be required to remove content created or shared by you if we consider such posts to be a breach of this policy.   
Right of Search
Policy - Searches may be carried out if there are reasonable grounds for suspecting that you or another individual may have committed a criminal offence or any serious breach of contract. 
With consent, you, your locker, work station and drawers, any vehicle used in the course of your work, your property or the contents of parcels entering or leaving the premises may be searched.
Your assignment may be terminated and no further work offered to you if you are found with property that does not belong to you, and for which you cannot satisfactorily account.
Personal searches- Searches will be of outer clothing only and will be carried out in private. Searches will be conducted in the presence of at least one witness chosen by you and the person requiring the search.
You can refuse to give consent. However, an unreasonable refusal to consent when requested may be viewed as misconduct and may result in the termination of your assignment and no further work being offered to you. 
If you refuse to be searched you will be required to remain at your place of work whilst awaiting the Police.

HOLIDAY PAY- Your entitlement to payment for leave accrues in proportion to the amount of time worked continuously on Assignment during the leave year. For the period from 1st April 2009 you will accrue holiday at a rate of 12.07% on each hour/day you work on assignment.
Please note, the Holiday Year runs from 1st APRIL until 31ST MARCH
Please also be aware that your holiday accrual is YOUR responsibility and all holiday requested should be firstly approved by the Client you are working for if you are in a long-term assignment.
You need prior approval and authorisation to take holidays.  We will respond as soon as possible to your request however we cannot accept responsibility for monies lost as a consequence of your failure to follow this procedure.
All holiday requests must be received in writing to Winners Recruitment. Please email holidays@winners-recruitment.co.uk
[bookmark: _bookmark2][bookmark: _bookmark3]SICKNESS ABSENCE - When you are absent you must provide us with evidence for the reason you are not        at work. You should forward the relevant documents and any correspondence to us as soon as possible. Failure to do so may result in sick pay being delayed or withheld. Where your GP/Medical advisor has issued a Statement of Fitness for Work or a Return to Work Plan indicating you may be fit for some work, you must notify us at the earliest opportunity so that a return to work may be considered.
If you don’t notify us as set out above or fail to notify us at all, this may result in the termination of your assignment and no further work being offered to you.
If you have been absent due to sickness and are found not to have been genuinely ill, this may result in the termination of your assignment and no further work being offered to you.
ALLOCATION OF TIPS (HOSPITALITY WORKERS ONLY) – Please see the allocation of tips employment policy

[bookmark: _bookmark4]APPOINTMENTS- You should ensure that wherever possible appointments to visit the doctor, dentist, hospital, etc. are made in your own time and outside normal working hours. In the event that this is not possible, time off work will be permitted to attend such appointments, providing the timing of the appointment causes as little disruption as possible, i.e. at the beginning or end of the working day- You will not however be paid for this time off.

BEREAVEMENT LEAVE- In the event of the death or funeral of a relative, civil partner or close friend, you may be granted appropriate time off work, please note as a temporary worker with a zero hour contract are not eligible for any bereavement pay. 
STATUTORY TIME OFF - You have the right to unpaid time off if you are called up for jury service, hold certain public offices or are a reservist.
FAMILY FRIENDLY LEAVE- If eligible you will be entitled to time off work in relation to pregnancy, maternity, adoption, paternity leave, shared parental leave, parental leave and for dependents. Further information will be given to you on request.
ACCESS TO DATA- You may, within a period of one month of a written request, inspect and/or have a copy, subject to the requirements of the legislation, of information in your own personnel file and/or other specified personal data and, if necessary, require corrections should such records be faulty. If you wish to do so you must make a written request to your line Manager. The Company is entitled to change the above provisions at any time at its discretion.

[bookmark: _bookmark8]EQUAL OPPORTUNITIES POLICY - We embrace diversity and aim to promote the benefits of diversity in all of our business activities. We seek to develop a business culture that reflects that belief. We will expand the media in which we recruit in order to ensure that we have a diverse employee and candidate base. We will also strive to ensure that our clients meet their own diversity targets. Please view our Equality & Diversity Policy for more information.
DISCRIMINATION - Under the Act unlawful discrimination occurs in the following circumstances:
Direct discrimination occurs when an individual is treated less favourably because of a protected characteristic. Treating someone less favourably means treating them badly in comparison to others that do not have that protected characteristic. It is unlawful for a recruitment consultancy to discriminate against a person on the grounds of a protected characteristic:
· in the terms on which the recruitment consultancy offers to provide any of its services;
· by refusing or deliberately omitting to provide any of its services;

· in the way it provides any of its services.
Direct discrimination can take place even if the individual does not have the protected characteristic but is treated less favourably because it is assumed he or she has the protected characteristic or is associated with someone that has the protected characteristic.
Direct discrimination would also occur if a recruitment consultancy accepted and acted upon instructions from an employer which states that certain persons are unacceptable due to a protected characteristic, unless an exception applies. The Act contains provisions that permit specifying a requirement that an individual must have a particular protected characteristic in order to undertake a job. These provisions are referred to as occupational requirements.
Where there is an occupational requirement then the client must show that applying the requirement is a proportionate means of achieving a legitimate aim, i.e. the employer must be able to objectively justify applying the requirement. An occupational requirement does not allow an employer to employ someone on less favourable terms or to subject a person to any other detriment. Neither does an occupational requirement provide an excuse against harassment or victimisation of someone who does not have the occupational requirement.
Indirect discrimination occurs when a provision, criterion or practice (PCP) is applied but this results in people who share a protected characteristic being placed at a disadvantage in comparison to those who do not have the protected characteristic. If the PCP can be objectively justified it will not amount to discrimination.
Indirect discrimination would also occur if a recruitment consultant accepted and acted upon an indirectly discriminatory instruction from an employer.
If the vacancy requires characteristics which amount to an occupational requirement or the instruction is discriminatory but there is an objective justification, we will not proceed with the vacancy unless the client provides written confirmation of the occupational requirement, exception or justification.
We will use best endeavours to comply with the Act and will not accept instructions from clients that will result in unlawful discrimination.
Harassment - Under the Act, harassment is defined as unwanted conduct that relates to a protected characteristic which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that individual. This includes unwanted conduct of a sexual nature.
We are committed to providing a work environment free from unlawful harassment. We will ensure that the consultants do not harass any individual.
Examples of prohibited harassment are:
1. verbal or written conduct containing derogatory jokes or comments;
2. slurs or unwanted sexual advances;
3. visual conduct such as derogatory or sexually orientated posters;
4. photographs, cartoons, drawings or gestures which some may find offensive;
5. physical conduct such as assault, unwanted touching, or any interference because of sex, race or any other protected characteristic basis;
6. threats and demands to submit to sexual requests as a condition of continued employment or to avoid some other loss, and offers of employment benefits in return for sexual favours;
7. retaliation for having reported or threatened to report harassment.
If an individual believes that they have been unlawfully harassed, they should make an immediate report to Kim Piner followed by a written complaint as soon as possible after the incident. The details of the complaint should include:
· Details of the incident
· Name(s) of the individual(s) involved
· Name(s) of any witness(es)
We will undertake a thorough investigation of the allegations. If it is concluded that harassment has occurred, remedial action will be taken. All employees and workers will be expected to comply with our policy on harassment in the workplace. Any breach of such a policy will lead to the appropriate disciplinary action.
Any individual who we find to be responsible for harassment will be subject to the disciplinary procedure and the sanction may include termination.
Victimisation- Under the Act victimisation occurs when an individual is treated unfavourably because he/she has done a ‘protected act’ which is bringing a claim for unlawful discrimination or raising a grievance about discrimination or giving evidence in respect of a complaint about discrimination. We will ensure that the consultants do not victimise any individual.

DISABLED PERSONS- Discrimination occurs when a person is treated unfavourably as a result of their disability.
In direct discrimination occurs where a provision, criterion or practice is applied by or on behalf of an employer, or any physical feature of the employer’s premises, places a disabled person at a substantial disadvantage in comparison with persons who are not disabled.
In recruitment and selection there may be a requirement to make reasonable adjustments. For example, it might be necessary to have different application procedures for partially sighted or blind applicants that enable them to use Braille. With testing and assessment methods and procedures, tests can only be justified if they are directly related to the skills and competencies required for the job. Even then, it might be appropriate to have different levels of acceptable test results, depending on the disability. For example, an applicant with a learning disability might need more time to complete a test, or not be expected to reach the same standard as other non-disabled applicants.
Reasonable adjustments in recruiting could include:
· modifying testing and assessment procedures;
· meeting the candidate at alternative premises which are more easily accessible.
· modifying application procedures and application forms;
· having flexibility in the timing of interviews
· providing a reader or interpreter.
Wherever possible we will make reasonable adjustments to hallways, passages and doors in order to provide and improve means of access for disabled employees and workers. However, this may not always be feasible, due to circumstances creating such difficulties as to render such adjustments as being beyond what is reasonable in all the circumstances.
We will not discriminate against a disabled person:
- 	in the arrangements i.e. application form, interview or arrangements for selection for determining whom a job should be offered; or
- 	in the terms on which employment or engagement of temporary workers is offered; or
- 	by refusing to offer, or deliberately not offering the disabled person a job for reasons connected with their disability; or
- 	in the opportunities afforded to the person for receiving any benefit, or by refusing to afford, or deliberately not affording him or her any such opportunity; or
- 	by subjecting the individual to any other detriment (detriment will include refusal of training or transfer, demotion, reduction of wage, or harassment).We will make career opportunities available to all people with disabilities and every practical effort will be made to provide for the needs of staff, candidates and clients.

AGE DISCRIMINATION - Under the Act, it is unlawful to directly or indirectly discriminate against or to harass or victimise a person because of age. Age discrimination does not just provide protection for people who are older or younger. People of all ages are protected.
We will not discriminate directly or indirectly, harass or victimise any person on the grounds of their age. We will encourage clients not to include any age criteria in job specifications and every attempt will be made to encourage clients to recruit on the basis of competence and skills and not age. We are committed to recruiting and retaining employees whose skills, experience, and attitude are suitable for the requirements of the various positions regardless of age. No age requirements will be stated in any job advertisements on behalf of the company.Where a client requests age or date of birth, this will have to be under an occupational requirement or with an objective justification which should be confirmed in writing.
PART-TIME WORKERS - This policy also covers the treatment of those employees and workers who work on a part-time basis, we recognise that it is an essential part of this policy that part time employees are treated on the same terms, with no detriment, as full time employees (albeit on a pro rata basis) in matters such as rates of pay, holiday entitlement, maternity leave, parental and domestic incident leave and access to our pension scheme. We also recognises that part time employees must be treated the same as full time employees in relation to training and redundancy situations.

GENDER REASSIGNMENT POLICY - We recognise that any employee or worker may wish to change their gender during the course of their employment with the Company. We will support any employee or worker through the reassignment.
We will make every effort to try to protect an employee or worker who has undergone, is undergoing or intends to undergo gender reassignment, from discrimination or harassment within the workplace.
Where an employee is engaged in work where the gender change imposes genuine problems we will make every effort to reassign the employee or worker to an alternative role in the Company, if so desired by the employee.
Any employee or worker suffering discrimination on the grounds of gender reassignment should have recourse to the Company’s grievance procedure.
RECRUITMENT OF EX-OFFENDERS- Where we have registered with the Disclosure and Barring Service (DBS) and has the authority to apply for criminal records checks on individual because they are working with children or vulnerable adults or both, we will comply with the DBS’s Code of Practice which includes having a policy on the recruitment of ex-offenders.
COMPLAINTS AND MONITORING PROCEDURES - We have in place procedures for monitoring compliance with this policy and for dealing with complaints of discrimination. These are available from James Prentice and will  be made available immediately upon request. Any discrimination complaint will be investigated fully.
PROCEDURE FOR DEALING WITH ALLEGED HARASSMENT OR BULLYING - Complaints can be made both formally and informally.
Please report direct to your line Manager or if you do not feel comfortable doing so please call your account manager at Winners Recruitment.
If you decide to make a formal complaint you should do so through the grievance procedure as soon as possible after the incident has occurred. You will be protected from intimidation, victimisation or discrimination for filing a complaint or assisting in an investigation. Retaliating against an employee for complaining about harassment or bullying is a disciplinary offence.
Whilst this procedure is designed to assist genuine victims of harassment or bullying, you should be aware that if you raise complaints which are proven to be deliberately vexatious, you may become subject to proceedings under the disciplinary procedure.

[bookmark: _bookmark10]GRIEVANCE POLICY - Where you have a grievance relating to any aspect of your employment you should have no hesitation in raising the matter informally. Your statement details with whom the grievance should be raised.   If you wish to make a formal grievance it must be set out in writing.
It is our intention to consider all grievances as soon as possible, and a meeting will be held usually within 5 working days of you raising the grievance. The meeting will enable you to give full details of your grievance.
PROCEDURE - You are entitled to be accompanied by a fellow employee or accredited trade union official at the grievance meeting.
If your grievance is about the person detailed in your statement you should raise it with a more senior member of management, or, if not possible, another member of management at the same level.
After the meeting you will be informed of the decision in writing. You have the right to appeal against this decision.
If you wish to appeal, you must inform us in writing within 5 working days. You will then be invited to attend another meeting, after which you will be informed of the final decision in writing. It is not permissible to record, whether audio and/or visual, any meetings which take place as part of this procedure, without our express written authorisation.
[bookmark: _bookmark11]GENERAL RULES (This list is not exhaustive)
You must conduct yourself and perform your work at all times in a manner that is in our interests. Any conduct detrimental to its interests or its relations with any third party, or damaging to its public image, shall be considered to be a breach of the rules.
You have an obligation to ensure that you do not act in a manner which could be considered to be of an unlawful discriminatory nature. This includes harassment and bullying.
You are expected to achieve and maintain a good standard of work and to show a conscientious approach to the job or to the detail of that job to a standard that may reasonably be expected.
You are expected to show the skill or aptitude required for the job, especially where such skills are claimed or implied at the time your employment commenced.
You are expected to read and observe all authorised notices that are displayed.
You are engaged on the basis that you must be prepared to undertake reasonable duties other than those for which you have been specifically engaged to ensure maximum efficiency.
You must not make use of telephones, faxes, e-mail or postal facilities or any other communication mode for personal purposes without the prior permission of management.   You must adhere to our policy with regard to the use of mobile phones and other devices.
You are not permitted to remove material or equipment of any kind without prior permission.
You must notify us immediately of any incident causing damage to property belonging to us (e.g. building, machinery and equipment), or to the property of fellow employees, visitors or customers/clients.
Working time and/or our material or equipment must not be used for any unauthorised work.
You must act in accordance with our working procedures.
Personal hygiene and appearance must be of an acceptable standard.
Visitors are not allowed onto the premises at any time without prior authority.  An orderly and courteous manner must be maintained at all times.
Socialising is not permitted on the premises without prior authorisation.
Unofficial references or opinions about current or ex-employees must not be made or given to third parties under any circumstances.
GROSS MISCONDUCT - The following acts are examples of gross misconduct offences and as such may render you liable to summary dismissal (i.e. dismissal without notice and without previous warnings). This list is not exhaustive.
Fighting, physical assault or dangerous horseplay /  Serious insubordination.
Deliberate refusal or wilful failure to carry out a reasonable and lawful direct instruction given by management during working hours.
Serious cases of bullying, offensive, aggressive, threatening or intimidating behaviour or excessive bad language.
Theft or misappropriation of our property or property belonging to another employee.
Wilful damage or negligence involving damage to property belonging to us, our customers/clients, other employees or the general public.
Performing, arranging, or carrying out any work or activity which could be considered to be in competition with, or which adversely affects in any way our interests.
Fraud or any other illegal offence committed against us, our employees, contractors, or customers/clients.
Bringing us into disrepute, including but not limited to, making negative or disparaging comments on social media sites or similar.
Drinking alcohol or being under the influence of alcohol/drugs and/or drug abuse whilst attending work.
Being in possession of or dealing in illegal drugs whilst at work.
Breach of safety rules and/or any action, which seriously endangers the health or safety of an employee or any other person whilst at work. This includes failure to wear appropriate PPE.
Deliberately making a false entry into our written records.
Knowingly giving false information or deliberately omitting relevant information on the job application form, curriculum vitae, or at any time during the recruitment process, for example at interview or during discussions prior to the offer of employment.
Receipt of bribes to effect the placing of business with a supplier of goods or services.
Offering of bribes to effect the securing of business. Inaccurate or fraudulent recording of financial transactions.
Unauthorised access to, or disclosure of any confidential information from whatever source, including any personal data under Data Protection legislation.
Making a false declaration, including, but not limited to falsification of working hours or expenses.
Criminal offences causing harm to our reputation, or relations with our employees. Unauthorised access to, or disclosure of any part of our computer data.
Acts of gross negligence, or misconduct involving careless or reckless driving, including the use of hand-held mobile phones whilst driving.
Loss of driving licence on conviction when driving is all, or an essential part of the job requirements.
The unauthorised use of mobile phones. Indecent or lewd behaviour of a serious nature.
Smoking, including the use of electronic cigarettes (e-cigarettes), in any location other than the designated smoking area(s).

[bookmark: _bookmark12]Disciplinary Procedure - The disciplinary procedure does not form part of your contract of employment.
The purpose of the disciplinary procedure is to outline a recognised and consistent system to deal with any issues of conduct, capability, or other circumstances which may result in a disciplinary warning or dismissal.
Before considering a warning or dismissal, steps will be taken by us to establish the facts.
At any stage of the disciplinary procedure you may be suspended, on full pay, whilst investigations are carried out. This does not mean that you have been, or will be found guilty of any particular offence or act of misconduct. In the event that you become unfit for work or unable to attend any necessary meetings due to sickness, we will review the decision to keep you on suspension and, following this review, your suspension may be lifted. If your suspension is lifted, you may no longer be entitled to full pay or sick pay but will be entitled to Statutory Sick Pay in accordance with our rules and procedures.
If it is necessary for us to take action under the disciplinary procedure you will be issued with a written statement setting out the nature of the conduct, capability or other circumstances that may result in a disciplinary warning or dismissal. You will only be issued with a disciplinary warning or dismissed following a formal disciplinary meeting, at which you will have been given the right to be accompanied by a fellow employee or an accredited trade union official. You should make every effort to attend the meeting. Throughout the disciplinary procedure you will be given the opportunity to respond to any complaint before any decision on a disciplinary warning or dismissal is taken.
It is not permissible to record, whether audio and/or visual, any meetings which take place as part of this procedure, without our express written authorisation.
We may commence the disciplinary procedure, depending on the circumstances, at any of the following levels:
Verbal warning - A record of the verbal warning will be placed in your personnel file.
Written warning-  A written warning will be issued and a copy placed in your personnel file.
Final written warning- A final written warning will be issued and a copy placed in your personnel file.
Dismissal
Dismissal may be with or without notice, depending on the circumstances, and may occur whether or not warnings have been issued.
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POLICY- The appeal procedure does not form part of your contract of employment.
PROCEDURE - If you wish to appeal against any disciplinary decision, you should apply in writing within 5 working days. You will be invited to attend a meeting, and you should take all reasonable steps to attend.
After the appeal meeting you will be informed of the final decision.
You should address your appeal to the person stated in your statement of main terms of employment.
You will be given the opportunity to be accompanied at the meeting by a fellow employee or accredited trade union official.
It is not permissible to record, whether audio and/or visual, any meetings which take place as part of this procedure, without our express written authorisation.

