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	                                      Quick Respond Security

                      STAFF HANDBOOK



	



PREFACE

The Staff Handbook is intended as a summary of QRS overall terms and conditions of employment, and other information which will be helpful to you during your employment with the company. It is intended to help new employees become familiar with our policies and procedures as well as a reminder for existing employees.
This Handbook supersedes and replaces all other QRS handbooks, policy documents that may have been issued prior, but will not deprive you of any previous entitlements or impose any new contractual terms.
It is your responsibility to familiarise yourself with this latest version at regular intervals and if unsure of any section please ask your manager for guidance, any significant changes will be communicated in writing.
Where there is any discrepancy or conflict between this staff handbook and other documents, your contract of employment takes precedent over the terms enclosed within this handbook, unless you have been advised in writing to the contrary.
If you have transferred across to QRS from a previous employer and stayed on your existing terms and conditions of employment, rather than transferring to QRS terms your current contractual terms will remain in force. Where your contract does not cover a particular issue, we will seek your agreement through dialogue to any terms included in the contractual section of this handbook.
 If you have any questions about any of the contents within this handbook, or any aspect of your employment, please talk to your immediate manager. Our Human Resources representative will also be pleased to help you with matters relating to your employment with the company.
Human Resources

Aidan House
Sunderland Road
Gateshead
NE8 3HU
Phone    0191 4471560
Email     admin@qrsecurityltd.co.uk  

I8 Newcastle Enterprise Centre
Lynwood Terrace
Newcastle upon Tyne
NE4 6UL
Phone 0191 4471560
Email    admin@qrsecurityltd.co.uk
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                                              Section A:     INTRODUCTION



Quick respond security (QRS) was established in 2012 and strives to become a recognised leader in the provision of security services which include, Manned guarding, key holding, and Alarm response

QRS have a dedicated team of management with some 40 years’ experience within senior roles within the industry.

Our customers vary both Corporate to retail, and they value quality of service rather than price, so we endeavour to be a responsible employer and have polices and checks in place with regards to all our staff in order to provide the best possible customer service to all our customers.

All our operational staff are SIA current license holders and we as a company will carry out thorough background checks on all our employees

Although based in Gateshead our security coverage is Northumberland, Tyne & Wear, Durham, Teesside, the Cumbrian borders and North Yorkshire, providing a full range of services

QRS philosophy is quite simple, customer service excellence is paramount and by supporting our personnel both professionally and personally we ensure the service we deliver is to the highest standard and our reputation is based on


a) Investing in quality Management and Supervision
b) Establishing close working relationships
c) Flexible approach to our customers’ requirements
d) Rapid response to incidents or issues
e) Cost effective solutions 


Our staff are employed by the company but assigned to various customer sites where we encourage our staff to liaise not just with the customer but also with the consumer. 










                                       Section B:    TERMS & CONDITIONS

The Vetting and reference process
Any offer of employment made to you by the company is subject to the receipt of references and security checks satisfactory to us. We will treat the information we receive in the strictest confidence. References will normally be taken up from previous employers however if this is not possible due to company closure then character references and a written proof will be required such as wage slips or previous correspondence. We will not accept references provided family or friends.
The company may withdraw an offer of employment or, if you have already started your employment, if your references are unsatisfactory or if false information appears on your application and it is therefore not possible to conclude satisfactory vetting of your previous employment history.
Depending on the contract you are working on, there may be additional checks required by the customer in order for you to work on the site; this might mean that an enhanced check must be done.

Probationary Period
Unless stated otherwise within your offer letter or contract of employment, the first 16 weeks of your employment will be a probationary period, the purpose of which is to assess your suitability for continued employment. Your performance during the probationary period will be monitored. At the end of the period, your manager will review this and you will be told whether or not your employment has been confirmed. If you have not met the required standards of performance then your employment may be terminated or an extension to the probationary period may be given at your manager’s discretion. During the probationary period if notice is given then no notice is required for the first month however 1 week will be required up until the end of the period.

Duties
Your contract of employment will give a brief description of your job role. This will be set out in more detail in the Assignment instructions held on the customer’s site. You should make sure that you read and understand these and seek advice from your manager if anything is unclear.

During your working hours you are expected to devote your time, attention and abilities exclusively to the company’s business and to carry out any duty or task reasonably requested by your manager or supervisor promptly and properly and not refuse a reasonable request.
The customer may from time to time request additional service or duties. This means the company needs you to be flexible occasionally either on a temporary or permanent basis, where necessary additional training or guidance will be provided although generally new requests come under the range of normal duties
 
Place of work
Your normal place of work is the customer’s address to which you have been assigned; however you may be moved from one location to another within reasonable travelling distance on a temporary or permanent basis. There may also be times when you are required to travel elsewhere and stay overnight as part of your training or customer needs, we will however consult with you directly on any possible changes.
You are required to make your own way to and from your assignment and only in exceptional circumstances will the company provide transport.

Trial periods following promotion or transfer
In the event of promotion or job change a trial period of 3 months will normally be required and your performance in your new role will be monitored during this period, if you fail to meet the required standard then your manager will discuss with you the options. This may include extending the trial period, performance management, or redeployment to another role, if available, or, if not, dismissal with notice after due consultation. This does not prevent the company from dealing with any conduct issues separately under the disciplinary procedures.

Confidentiality and Non-solicitation
In carrying out your duties, employees will have access to sensitive information belonging to the company, customers and individuals connected with the business directly. At no point should any information be disclosed to anyone else and should be treated in a professional and confidential manner.
No documents, files, computer records, or software should be removed from your place of work without the express permission of senior management; you should also not make any copies or summaries of the whole or part document or any other material belonging to the company or its customers unless you are asked to do so as part of your duties.
On leaving the company or at the end of the assignment at a customer’s site, please ensure all documents and other materials belonging to the customer (and any copies) which you have in your possession are returned.


Access Control, Codes & Passes
If you are supplied with an access card, code or pass by the customer in order to carry out your duties, on no account should you give or lend these to anyone, even another employee, or divulge the security codes to them.
If you lose your card or pass or if it is stolen, you should inform your manager immediately on discovering the loss, any delay could lead to theft of customer property.

Press enquires
Employees are not authorised to make statements to the press, radio or television about the company or its customers. Any such enquires should be referred to the local QRS office who will decide whether to refer the enquiry to the relevant department head.

Other work and outside interests
We recognise that from time to time you may want to take up separate employment with another organisation or pursue outside interests whilst still employed by QRS, while we do not wish to unreasonably interfere in, or restrict what you do outside of work, we do need to protect the interests and those of our employees.
Therefore we ask that you inform your manager in writing if you have any other employment 
Hours of work
Your normal hours of work will vary on a weekly basis to meet the business needs unless you have a specific role assigned. You will be advised whether you are required to work on set days of the week, or work shifts according to a roster. In some shift patterns you may be required to work additional shifts from time to time to make up for hours lost through the changeover from day to nights. If you are deemed to be a night worker, you will be advised of this and any additional rights or entitlements if applicable.
Under the working time regulations 1998 employers must take all reasonable steps to ensure that the workers do not work more than an average of 48 hours in each week if they do not consent to do so. The average is taken over a reference period, normally 17 weeks however for those employees providing a continuous role the reference period will be extended to 26 weeks
You may sign an agreement to “Opt Out “of the 48 hour week however you may decide to withdraw your consent by giving the company 3 months’ notice in writing.


Rest Breaks
Employees engaged in continuous operations fall under a special category of the working regulations and the rights to rest periods and rest breaks at specific times do not apply as there work involves 24 hour security in protecting our customers premises and property, where possible these employees will be granted periods of compensatory rest, but taken in a different pattern to that set out in the regulations
All employees whose daily working time is over 6 hours is entitled to an unpaid rest break of at least 20 minutes however if you require further clarification of your entitlement you will be advised by your manager or QRS office, breaks will normally be taken on a rota basis and the times will be varied to ensure adequate shift or departmental cover.
If you want to leave your place of work for any reason during your break you must seek permission from your Supervisor or Manager so that adequate cover can be arranged so may be refused if no cover is available.
Booking on and off
All officers are required to book on and off with QRS control at the beginning and end of the shift, under no circumstances should you book on or off for a colleague unless you have been given specific authority to do so by your QRS manager as this action can be viewed as gross misconduct under the company’s disciplinary procedures.
Additional Hours and Overtime
Occasionally you may be asked to work additional hours beyond your normal hours to cover an absence or to meet customers’ requirements, and we would expect your reasonable cooperation with such requests, although these additional hours do not amount to compulsory overtime. These hours will be paid at your normal rate unless agreed previously with the customer.
The right of search
We reserve the right to search your personal belongings, outer clothing, bags, briefcases or lockers, desks or any other storage facilities used by you at work. This will be carried out in the interests of security and will be random and periodic; selection for search should not be taken as an indication of guilt or suspicion.
You have the right to be present at any search of your property. You may be asked to remove coats, jackets and shoes only and surrender these for inspection. Searches will be undertaken in private and there will be no physical contact carried out by an authorised manager or supervisor and in the presence of an agreed witness of the same gender.
Refusal to comply with a reasonable request to search your personal belongings will be viewed as misconduct and may lead to disciplinary action, up to and in the event of items being found without satisfactory explanation even dismissal.

Leaving the Company – (Resignation)
If you decide to leave the company, you should let your manager or supervisors know as soon as possible and confirm your resignation in writing. You will be expected to give. And work the full period of notice, which will be one week for the first two years of service then two weeks after 2 years’ service.
Removal from site at customer request
There may be occasions where the customer indicates that they do not consider you to be suitable for that particular position. If this is a result of misconduct this may be dealt with under the disciplinary procedures or performance management. If however if the customer insists that you be removed then your manager will consult with you and try and find an alternative position at another site. If we are unable to find you another suitable position then unfortunately we would have to terminate your employment with the appropriate notice period.
Retirement
Employees will be required to retire on their intended date of retirement (“IDR”) which will be the date of their 65th birthday for male workers and 60th birthday for female workers, however all employees have the right to request to work past their IDR.
QRS will notify you 6-12 months before your IDR of this date and advise you on your right to request to work past this date
Please note from 2020 both male and female employees will have to work till their 66th birthday which will increase in 2026-2028 to their 67th birthday.
Claw back of license/Uniform/Training costs
Unless stated otherwise in your contract of employment we reserve the right to deduct an appropriate sum from your final payment to cover the cost of your uniform as follows:
Leaving within 3 months          100%
6 months                                      75%
9 months                                      50%
12 months                                    25%
You are still required to return any uniform on leaving as you will no longer be entitled to wear QRS uniform. The reason for the claw back is because it is highly unlikely that we will be able to reallocate your uniform once worn.
Further deductions may be made if the company has paid for any external training in this 12 month period, If the deductions result in you not receiving any wages in your final month  we will discuss with you the options for us to seek repayment from you.
                                 Section C:   LICENSING (CONTRACTUAL)
Since 2006 any person employed by a security firm to fulfil a security related role at a customer site is legally required to be in possession of a license or licenses from the Security industry Authority (SIA). These licenses will be valid for a period of 3 years and remain the property and responsibility of the employee directly.
QRS have been granted Approved Contractor status by the SIA which allows us to deploy security personnel on a site while their license applications are being processed, providing the correct criteria have been met.
Under these conditions a license dispensation notice (LDN) can be issued, which will entitle you to work for a maximum of 16 weeks while you are waiting for your license, this LDN must be carried at all times during your shift as it may be required to be seen.
Rejection of SIA application
If your license application is initially rejected due to incomplete or unacceptable errors then you will no longer be legally permitted to attend work using a LDN unless you are advised by the SIA directly in writing. You must inform QRS office immediately of any changes in your circumstances.
Conditions of licensing
SIA licenses are issued subject to certain conditions. Your license can be withdrawn or suspended if the conditions are not met. If you require a license to carry out your role you must:
1) Wear the license where it can be seen at all times when working
2) Tell the SIA and police immediately if your license is lost or stolen
3) Tell the SIA immediately of any convictions, cautions or warnings committed
4) Tell SIA of any name or address changes
5) Do not deface or change your license, if damaged advise SIA
6) Produce the license for inspection by authorised personnel when asked
7) Return the license immediately to the SIA if asked to do so   
QRS Policy on failure to comply with these requirements 
If you arrive at work having forgotten your license or LDN then inform your supervisor or manager immediately and someone will come to site and cover so that you can return home to fetch your license, if this happens more than twice then disciplinary action may be taken against you.
Failure to report a forgotten license will be viewed as Gross Misconduct 



Lost license
If you lose your SIA license you should report the loss to QRS and the Police and take all steps to obtain a replacement as quickly as possible, completing any paperwork required including any fees payable. It is possible to continue working during this time providing you have a copy of
1) Your license details printed from the register of license holders on the SIA website
2) The Police report and a copy of your correspondence with the SIA
Refusal of license application or license revoked
In all cases any employees working in a security role will not be allowed to work once they receive communication from the SIA of refusal or revoking of license and if you fail to inform us causing a breach of legislation this will be considered Gross misconduct which is also a criminal offence punishable with a heavy fine or a period of imprisonment.
Refusal or the revoking of a license for any reason after it has been granted will mean that you can no longer work in a security role and unless an alternative role can be found where licensing is not a requirement then your employment with QRS will be terminated.
Any alternative roles may be limited as the majority of our vacancies are in security related roles and additional vetting requirements may be required.
TUPE Transfers
If you transfer to QRS from another security firm, you will need a valid SIA license or LDN in order to continue to work at your current place of work. If you are going through the licensing process then the same rules will apply to you if a license is refused.









                  
                             Section D:   SICKNESS, ABSENCE & HOLIDAYS 
Notification of Absence
If for any reason you are unable to attend work because of sickness or injury, you are required to report this to your line manager no later than two hours prior to your scheduled start time on your first day of absence.
During a period of sickness absence you are required to telephone your line manager on a daily basis or until they agree otherwise in order to let them know your progress and expected return date.
Please note that texts will not be accepted
Certification of Absence
On returning to work you will be required to complete a self-certification related to your absence up to seven days.
If your absence lasts more than seven days (including days that you would not normally have worked) then you will need to obtain a registered medical practitioners certificate which will need to be submitted at the earliest opportunity.
During a period of incapacity to work occurs the employee will receive the appropriate statutory sick pay (SSP) however in order to qualify for this you must have been incapable for work for at least 4 calendar days in a row. This is called a period of incapacity to work (PIW). SSP is not payable for the first 3 days of absence which are waiting days.
For long periods of absence then the company require continuation certificates which must be provided every 14 days.
Return to work interviews
You will be interviewed by a line manager on your return to work; this will be informal to ascertain if your absence gives cause for concern regarding your welfare and/or ability to carry out your role.
If your manager believes that further informal meetings are required to undertake counselling and/or to implement the performance improvement procedure this will be carried out in the presence of a senior manager and will be with yourself and a work colleague if you desire, however these meetings are not formal stage although a result of these meetings may be that you are referred to formal performance improvement.
A third absence due to sickness within a rolling six month period or five absences within a rolling twelve month period could lead to the matter being dealt with through the formal disciplinary procedures. Options at this stage of the process include, but are not limited to the following.


1) Referral to a company appointed doctor
2) Being required to produce medical certificates for every absence
3) Ill health retirement
4) Implementation of disciplinary procedures
5) Change of job role
6) Dismissal for incapability (As a last resort)
Medical examinations
Although the company reserves the right to request a medical report from your GP employees will no longer be automatically required to undergo a medical examination as a condition past there 60th or 65th birthday
Holiday entitlement & Rules
Your holiday entitlement is based on your working week in line with the legal minimum working time regulations, full time staff will receive four working weeks entitlement of holiday each year plus bank holiday entitlements. Part time staff will receive holiday entitlement pro rata based on your contracted average working hours per week.
The company’s holiday year runs from 1st April in one year to 31st March the following year.
Holidays cannot be carried over to the next year unless prior agreement has been reached in writing with the Managing Director.
During the probationary period and the first three months of employment you will generally not be allowed to take more holiday than the entitlement you have accrued during this period. Only in exceptional circumstances will you be allowed to supplement your entitlement with unpaid leave unless agreed at interview stage.
All requests must be made in writing using a company holiday form and submitted directly to your line manager with a minimum of 1 weeks’ notice for a day’s leave and a minimum of 2 weeks’ notice for a week and 1 months’ notice for anything over a week.
We will make every attempt to grant your holiday request, however we do reserve the right to turn down requests depending on the staffing needs of the department or contract.
The taking of unauthorised holiday will be viewed as a serious disciplinary matter which may result in your dismissal.
If your contracted hours are changed during the holiday year then your entitlement will be adjusted accordingly, all holidays not taken if you leave the company will be paid to you in your final salary, in the case of excess holiday taken then the appropriate amount will be deducted.
The company will consider requests from staff with more than 5 years’ service for extended holiday of up to four weeks provided that mutually acceptable dates can be agreed.


                                     Section E:   OTHER TYPES OF LEAVE 
Maternity Leave
All employees who are pregnant have certain rights which include the following
1) Paid time off work to keep appointments for ante-natal care 
2) 26 weeks ordinary maternity leave (OML) regardless of length of service 
3) Leave can be taken from the 11th week before the expected childbirth
4) Paid statutory maternity pay up to 26 weeks subject to meeting requirements
Actions that are required are as follows:
You must notify your manager in writing of your intention to take maternity leave no later than the 15th week before your expected week of childbirth.
Provide us with an original maternity certificate confirming your expected week of childbirth from your GP.
Ask your manager to carry out a health & Safety risk assessment in relation to your pregnancy and your work environment.
Paternity Leave
Statutory paternity leave (SPL) is available to employees whose wife or partner is expecting a baby and who expect to have responsibility for the child’s upbringing.
If you are eligible then you will receive 2 weeks paid paternity leave and this leave must be completed within 56 days of the date of childbirth and must be taken as one week or two consecutive weeks leave. It cannot be taken as odd days.
All requests for paternity leave you must notify the company by the end of the 15th week before estimated week of childbirth.
Parental Leave
The right to take unpaid parental leave is available to parents of either sex who fulfil certain qualifying conditions. It applies to parents of children under the age of 5 years or up to 18 years in the case of a disabled child.
This right is available to employees who have completed one years’ service with QRS who are named on the child’s birth certificate or have parental responsibility for the child and the purpose is to care for that child.
Four weeks unpaid parental leave can be taken per year up to a maximum of 18 weeks as per ACAS guidelines and leave can only be taken in blocks or multiples of one week and at least 21 days advance notice is required by the company.
On occasions we may legally require you to postpone the leave you have requested if we consider that it will cause unacceptable disruption to the business or the customer and on leaving the company your entitlement will transfer with you to your new employer.
Compassionate Leave
Up to 3 days compassionate leave may be taken on the death of your Mother, Father, Brother, Sister, Husband, Wife, Partner, Son or Daughter at the discretion of the company, further paid/unpaid leave may be granted at the discretion of a QRS Director. Paid bereavement may also be granted at the companies’ discretion at the death of other relatives or even to deal with severe personal trauma at the discretion of the company.
Military Service
If you are a member of the volunteer reserve forces and you undertake at least two weeks training during the year, you may be entitled to another five working days holiday however requests must be supported by evidence of the training course you are undertaking.
Hospital, Doctor or Dentist appointments
All these should be made where possible outside your normal working hours, where this is not possible you will be given reasonable paid time off at the discretion of your manager and please always try to give as much notice as possible providing any supportive documentation for each appointment.
In the event of you having to attend hospital for treatment on a regular basis you will normally be given reasonable time off.
Court Attendance, Jury or witness service
If you are called for jury service please let your manager know as soon as possible, and you will need to request a certificate of loss form from the court and send it to your manager together with a copy of the letter from the court confirming that you have been selected for jury service. Your manager will complete the form with details of your earnings and return it to you so that you can claim the loss of earnings from the court.







                               Section F:   DIVERSITY & EQUAL OPPORTUNITIES
1. QRS recognises that discrimination and victimisation is unacceptable and that it is in the interests of the Company and its employees to utilise the skills of the total workforce. It is the aim of the Company to ensure that no employee or job applicant receives less favourable facilities or treatment (either directly or indirectly) in recruitment or employment on grounds of age, disability, gender / gender reassignment, marriage / civil partnership, pregnancy / maternity, race, religion or belief, sex, or sexual orientation.

2. Our aim is that our workforce will be truly representative of all sections of society and each employee feels respected and able to give of their best.

3. We oppose all forms of unlawful and unfair discrimination or victimisation. To that end the purpose of this policy is to provide equality and fairness for all in our employment.

4. All employees, whether part-time, full-time or temporary, will be treated fairly and with respect. Selection for employment, promotion, training or any other benefit will be on the basis of aptitude and ability. All employees will be helped and encouraged to develop their full potential and the talents and resources of the workforce will be fully utilised to maximise the efficiency of the organisation.

5. Our staff will not discriminate directly or indirectly, or harass customers or clients because of age, disability, gender reassignment, pregnancy and maternity, race, religion or belief, sex, and sexual orientation in the provision of the Company’s goods and services.

6. This policy and the associated arrangements shall operate in accordance with statutory requirements. In addition, full account will be taken of any guidance or Codes of Practice issued by the Equality and Human Rights Commission, any Government Departments, and any other statutory bodies.


· To create an environment in which individual differences and the contributions of all our staff are recognised and valued.
· Every employee is entitled to a working environment that promotes dignity and respect to all. No form of intimidation, bullying or harassment will be tolerated.
· Training, development and progression opportunities are available to all staff.
· To promote equality in the workplace which we believe is good management practice and makes sound business sense.
· We will review all our employment practices and procedures to ensure fairness.
· Breaches of our equality policy will be regarded as misconduct and could lead to disciplinary proceedings.
· This policy is fully supported by senior management and has been agreed with trade unions and/or employee representatives.
· The policy will be monitored and reviewed annually



Responsibilities of Management

Responsibility for ensuring the effective implementation and operation of the arrangements will rest with the Managing Director/Directors will ensure that they and their staff operate within this policy and arrangements, and that all reasonable and practical steps are taken to avoid discrimination. Each manager will ensure that:

· All their staff are aware of the policy and the arrangements, and the reasons for the policy;
· Grievances concerning discrimination are dealt with properly, fairly and as quickly as possible;
· Proper records are maintained.

Human Resources / Head Office will be responsible for monitoring the operation of the policy in respect of employees and job applicants, including periodic departmental audits.


Responsibilities of staff

Responsibility for ensuring that there is no unlawful discrimination rests with all staff and the attitudes of staff are crucial to the successful operation of fair employment practices. In particular, all members of staff should:

· Comply with the policy and arrangements;
· Not discriminate in their day to day activities or induce others to do so;
· Not victimise, harass or intimidate other staff or groups who have, or are perceived to have one of the protected characteristics.
· Ensure no individual is discriminated against or harassed because of their association with another individual who has a protected characteristic.
· Inform their manager if they become aware of any discriminatory practice.


Third-party harassment occurs where a Company employee is harassed, and the harassment is related to a protected characteristic, by third parties such as clients or customers. QRS will not tolerate such actions against its staff, and the employee concerned should inform their manager / supervisor at once that this has occurred. QRS will fully investigate and take all reasonable steps to ensure such harassment does not happen again.


Related Policies

All employment policies and arrangements have a bearing on equality of opportunity. The Company policies will be reviewed regularly and any discriminatory elements removed. 






Rights of the Disabled

The Company attaches particular importance to the needs of disabled people.

 Under the terms of this policy, managers are required to: 

· Make reasonable adjustment to maintain the services of an employee who becomes disabled, for example, training, and provision of special equipment, reduced working hours. (NB: managers are expected to seek advice on the availability of advice and guidance from external agencies to maintain disabled people in employment);
· Include disabled people in training/development programmes;
· Give full and proper consideration to disabled people who apply for jobs, having regard to making reasonable adjustments for their particular aptitudes and abilities to allow them to be able to do the job.


Equality Training

A series of regular briefing sessions will be held for staff on equality issues. These will be repeated as necessary. Equality information is also included in induction programmes.

Training will be provided for managers on this policy and the associated arrangements. All managers who have an involvement in the recruitment and selection process will receive specialist training.

Monitoring

· The Company deems it appropriate to state its intention not to discriminate and assumes that this will be translated into practice consistently across the organisation as a whole. Accordingly, a monitoring system will be introduced to measure the effectiveness of the policy and arrangements.

· The system will involve the routine collection and analysis of information on employees by gender, marital status, ethnic origin, sexual orientation, religion / beliefs, grade and length of service in current grade. Information regarding the number of staff who declare themselves as disabled will also be maintained.

· There will also be regular assessments to measure the extent to which recruitment to first appointment, internal promotion and access to training/development opportunities affect equal opportunities for all groups.

· We will maintain information on staff who have been involved in certain key policies: Disciplinary, Grievance and Bullying & Harassment.

· Where appropriate equality impact assessments will be carried out on the results of monitoring to ascertain the effect of the Company policies and our services / products may have on those who experience them.

· The information collected for monitoring purposes will be treated as confidential and it will not be used for any other purpose.

· If monitoring shows that the Company, or areas within it, are not representative, or that sections of our workforce are not progressing properly within the Company, then an action plan will be developed to address these issues. This will include a review of recruitment and selection procedures, Company policies and practices as well as consideration of taking legal Positive Action.


Employees have a right to pursue a complaint concerning discrimination or victimisation via the Company Grievance or Harassment Procedures.

Discrimination and victimisation will be treated as disciplinary offences and they will be dealt with under the Company Disciplinary Procedure.

It is unlawful to instruct or to place pressure on others to discriminate or to aid others to discriminate


Harassment and Bullying

Harassment is defined as unwanted conduct which has the purpose (intentionally) or effect (unintentionally) of violating an employee’s dignity, or creating an intimidating, hostile, degrading, humiliating or offensive working environment for an employee.

This will also occur where an employee is treated less favourably because he or she has rejected or refused to submit to sex based or gender reassignment harassment.

Examples of harassment include:

· Verbal – Crude language, open hostility, offensive jokes, suggestive remarks, innuendoes, rude or vulgar comments, malicious gossip or offensive songs
· Non – verbal – Wolf whistles, obscene gestures, sexual offensive posters/calendars, pornographic material, graffiti, emails, texts, 
· Physical – Unnecessary touching, patting, pinching or brushing against another’s body, assault, and physical coercion
· Coercion – pressure for sexual favours, pressure to participate in political, religious or trade  union groups
· Isolation – the exclusion from social activities
· Intrusion – following, pestering and spying on
 

Each employee has the right to decide what behaviour is acceptable or unacceptable however where it cannot be established that there was an intention to offend all the circumstances will be taken into account.


Bullying

Bullying is a gradual wearing down process comprising of sustained  pressure. Workplace bullying can range from extreme forms such as violence and intimidation to the less obvious actions like deliberately ignoring someone at work.

The obvious

· Shouting or swearing at you in public or privately 
· Persistent criticism
· Ignoring or deliberately excluding people
· Persecution through threats and instilling fear
· Spreading malicious rumour
· Constantly undervaluing effort
· Spontaneous rages over trivial matters


 	The less obvious
             
· Withholding information or giving incorrect information
· Constantly changing targets
· Deliberately sabotaging work
· Impeding work performance

Employees are encouraged to report any incidents which they consider have been of harassment or
Bullying, while the company promotes informal reporting in the first instance, all employees are 
Entitled to lodge a grievance in accordance with the grievance procedure.

The company will then carry out an investigation into the allegation and if appropriate, the 
Disciplinary procedure may be invoked.


















                      Section G:    RECRUITMENT AND SELECTION

The effective recruitment and selection of quality employees is fundamental to the philosophy of the company and its ability to meet its customers’ needs.


Procedure
Appointments are made on the basis of an applicant’s skills, experience and required aptitude for the given role. Discrimination in any form will not be tolerated. Where necessary additional assistance will be provided and reasonable adjustments made to enable candidates with a disability or special needs to be considered for an interview or appointment.

All staff responsible for recruitment or interviewing will be trained as necessary in order to ensure company processes and best practice are maintained at all times.



Internal Advertising of Vacancies

It is our policy to support and encourage the development of existing staff. To this end all vacancies will be advertised internally for a minimum of 1 week. The company reserves the right to carry out succession planning to ensure business continuity is protected in the event of an individual leaving.

If you apply for an internal vacancy but are unsuccessful, you will be offered feedback from the recruiting Manager on the reasons why your application was unsuccessful.









 








                               SECTION H:  LEARNING & DEVELOPMENT
QRS as a company are fully committed to ensuring that individuals, at all levels are motivated and trained to the highest possible standards, in order that both they and the organisation meets its objectives and fulfils its potential.
Throughout the management structure we will provide you with feedback as to your levels of performance, including making you aware of any shortfalls and how we can best help you to overcome these, as well as discussing future opportunities.
As part of this process you may have an annual one to one with your manager or supervisor, giving you the opportunity to have dedicated time to discuss your performance and any development or support required. These may be supplemented with more frequent reviews where necessary.
In order that we may fully support you we ask for your commitment in ensuring your manager or supervisor knows your hopes for the future and any problems you may be experiencing.
We do seek to create an environment where people of different backgrounds can reach their full potential, and encourage you to develop and take advantage of all opportunities available for learning and development.
Therefore our learning and development policy is designed to ensure that you have access to and receive all training and development appropriate to the needs of your current job and to support your future development.
It is likely that during your career with us, you will be asked to attend courses in addition to other interventions available to you, to help you develop your performance. These should be held at your normal place of work, but not in all cases.
Wherever courses are held you will be expected to attend on a similar basis to your normal attendance at work, and we will aim to give you sufficient notice in order for you to plan your attendance and any expenses incurred will be reimbursed in accordance with normal expense rates.
Occasionally an early start or overnight stay might be required depending on the circumstances, and we ask for your commitment in attending courses as cancelling at short notice or failing to attend will incur a cost but can also adversely affect the course for others attending, therefore we may handle non-attendance as a disciplinary matter, dependent on individual circumstances.





                                      SECTION I:  HEALTH AND SAFETY


This statement is the Health and Safety Policy of Quick Respond Security Ltd and should be read in conjunction with the Health & Safety Policy Statement and signed by the Managing Director.

A copy of both the Policy Statement and this Policy is displayed at all of the Company’s offices and are contained within the Assignment Instructions (AI’s) on every client’s premises.

Scope

The Company is engaged in the provision of security and related services to a portfolio of nationwide companies. In order to effectively complete these contracts, Company employees fall into one of two categories regarding their normal place of work:

1. Within the Company’s Head Office and network of regional offices throughout the United Kingdom.
2. Within the premises of clients on whose behalf the contracts are carried out.

In relation to office based employees, it is understood that in accordance with existing legislation each individual client (as the “host” employer) has a dual responsibility with the Company in all related health and safety matters, including the Duty of Care.


Responsibilities

A hierarchy of responsibilities for health and safety has been established.


Corporate

1. Overall and final responsibility for health and safety rests with the Managing Director.
2. The Health & Safety Manager is the designated Main Board Director for health and safety.
3. The Health & Safety Manager acts as the health and safety co-ordinator.


Administrative and Operational

The Company is divided into the Head Office and operating Departments. Each Head Office Department has a Departmental Head. Each Operating Department has a designated Manager. Operating Department managers report to Operations Director. The person in charge of each Department /Operating Department etc. will have the following responsibilities:-

1. Implementation of this policy in his or her own Department and bringing it to the attention of all employees.
2. All risks which are presented by the work for which they are responsible are assessed and recorded, with suitable controls implemented.
3. Compliance with applicable safety precautions.
4. Ensuring that all new entrants are properly inducted into the Company which must include an awareness of all precautions and procedures applicable to the job as well as the related emergency procedures.
5. Ensuring that welfare facilities are made available to staff (most of who are working on our client’s site). Each location will be evaluated on a site by site basis.
6. Ensuring that no person is permitted to work on any kind of machinery or hazardous task unless they have been properly and fully trained and instructed.
7. Ensuring that all employees are aware of the location of all fire fighting equipment and alarm call points and are conversant with its effective use.
8. Ensuring that legal requirements are complied with. This includes but is not limited to:                                              

· Inspection of all fire fighting equipment
· Safe use of electrical equipment
· Maintenance of all appropriate records
· Necessary safety training of employees
· Statutory inspections of plant and equipment
· Provision of first aid equipment
· Accident investigation (including dangerous occurrences)
· Arrangements for maintenance and cleaning

9. Ensuring that any responsibilities delegated to subordinate staff are clearly identified.
10. Ensuring that their area of responsibility is safely maintained, kept clean and inspected on a regular basis.
11. Quick Respond Security will ensure that all staff will be kept informed of all Health & Safety updates/legislation changes and this will be managed verbally and via memos, team briefing, training sessions and amendments to assignment instructions. This commitment aims to prevent injury and ill health amongst staff and members of the public and will be continually measured and reviewed through the management review process.
12. H&S legal requirements will also be re-assessed as part of the management review process which will further assist in the continuing improvement of our Health & Safety Policy.

Employees

Employees also have personal responsibilities which are detailed here:

1. Each employee has a legal responsibility for taking reasonable care for his or her own acts or omissions and the effect that these may have upon the safety of themselves or any other person.
2. Each employee has a legal duty to co-operate with the Company in health and safety matters.
3. Every employee must use safety equipment and/or clothing in a proper manner and for the purpose intended.
4. Any employee who intentionally or recklessly misuses supplies provided in the interest of health and safety (e.g. fire extinguishers and alarm systems etc.)  Will be subject to disciplinary procedures.
5. Every employee must work in accordance with any health and safety policies, instructions or training that have been given by Managers.
6. Employees will be provided with refresher training in accordance with the site assignment instructions and any changes in legislation
7. No employee may undertake any task for which they have not been authorised and for which they are not adequately trained.
8. Every employee is required to bring to the attention of a responsible person any perceived shortcoming in safety arrangements or any defects in work equipment.
9. All employees are under a duty to familiarise themselves with this policy.
10. Those employees who are assigned to work on a client’s premises must co-operate with the client in health and safety matters, and observe the client’s related procedures

Clients

Clients are reminded (as the “host” employer) of their statutory responsibilities in relation to Company employees assigned to and working on their premises. The principal responsibilities include but are not restricted to:-

1. Providing and maintaining safe buildings, plant equipment, services and safe systems of work.
2. Arranging for the safe use, handling and storage of all articles and substances as well as the appropriate transportation of these.
3. Ensuring that appropriate health and safety and information on company rules and practice is provided as well as training, advice, supervision and guidance are given to Company employees.
4. Providing and maintaining a healthy working environment.
5. Ensuring all chemicals, hazardous materials and substances on site are properly authorised and controlled in accordance with legislation and guidelines.
6. Ensuring any equipment or tools provided by the client (or located at the assignment) are safe to use for the purpose intended and that these are regularly checked and maintained.
7. Co-operate with the Company in the formulation and production of the applicable Workplace Risk Assessment (WRA).
8. In the case of a Company employee sustaining an injury on the premises; access to first aid equipment and to person(s) trained in first aid must be allowed and insisted upon. Accidents must be reported in the premises’ Accident Book. 


Rules and procedures

Employees whose normal place of work is within the Company’s Head office will abide by the prevailing rules and procedures for those establishments. This includes emergency procedures etc.
Those employees who are assigned to work on a client’s premises will be subject to the specific rules and procedures as detailed within the AI’s. Whilst the basic format of the AI’s is  constant throughout the Company, the details contained within them will vary to reflect the individual circumstances of each client’s particular requirements and the nature of the client’s premises themselves.

However the following applies to all employees.

1. All accidents must be reported to the Control Room, and will be investigated by an authorised member of line management.
2. Lone workers must observe the procedure for periodic check calls.


WORKPLACE RISK ASSESSMENTS

The Company will conduct (WRA) in accordance with extant legislation. This should be done in the following manner:

1. A WRA will be conducted in Company Head Office and reviewed every 6 months or earlier if there is a significant change in working practice.
2. A WRA will be conducted in Client’s premises prior to the commencement of the contract and will be reviewed every 6 months or earlier if there is a significant change in working practice.
3. WRAs conducted in clients’ premises will be restricted to the area of activities of Company employees and will be done in conjunction with the clients, who will receive a copy.
4. WRAs will only be conducted by competent managers who have received relevant training which is duly documented and recorded. They may be off-site or on-site managers.

5. Each WRA will be authorised by the manager’s Line Manager who must have received similar training.
6. The WRA will identify hazards, evaluate any attendant risks (as well as determine who is at risk) and detail whether any existing controls are adequate. If so, the WRA will be signed off. If not, additional controls will be recommended with a timescale and personal responsibility to be implemented. The sign-off will not occur until such controls are implemented.
7. The WRA is inserted into the (AIs), which must be read and signed in confirmation by all Company employees working on the premises.

8. Where a Company employee informs the Company that she is pregnant, an immediate WRA is conducted solely in relation to her duties and environment, and the results communicated to her. As her condition progresses, monitoring of her work will take place to ensure the safety and welfare of the employee and her unborn baby (as far as is practical). This process is repeated in respect of nursing mothers who have given birth in the previous 6 months.

Eye tests

If you work with VDU equipment, the cost of an eye test and a contribution towards the cost of any glasses may be reimbursed by the company every 2 years

Criminal injury

In cases of injury sustained through criminal attack whilst on duty, the National safety advisor is available to assist in preparing and submitting a claim to the criminal injuries compensation authority. 
                          SECTION J: IT, QUALITY & DATA PROTECTION

Definitions

References to the IT cover of both QRS and the customer. Customer IT policies take precedence over this policy, when operating equipment at the customer site on equipment supplied by that customer. References to PC include personal computers, lap tops, iPads, and any external disc drives or USB storage devices.

PC Software

You should only use computer software supplied by QRS. Using other equipment or installing other programs can lead to viruses being introduced into our network or that of our customer, and breach of license agreements. Unauthorised or unlicensed software must not be installed on company or customer PCs. Nor should you under any circumstances copy or transfer licensed software without prior express approval of QRS senior management.

If a virus is detected that can be traced back to unauthorised software being installed b an employee this will be dealt with as a disciplinary matter, so in order to protect yourself, do not allow non-authorised staff or subcontractors to use a PC or laptop designated for your use or under your control.

Unauthorised Use/Copying of Data

You should only access the files, folders, directories and servers that you have authority to view. Unauthorised or attempted access to restricted areas will be dealt with as a disciplinary matter.

You may not copy or remove from your place of work any files, disks or USB flash drives or memory sticks without permission from your line manager.

Passwords

Always keep your password safe and do not reveal it to, or exchange it with anyone else, or use other employee’s passwords to gain access to the system. If you do this, you could be held liable for loss of data, damage to the PC, downloading of inappropriate material from the internet or the sending of inappropriate emails, by someone else. This could lead to disciplinary action being taken against you.











The internet & Email

Under normal circumstances you are not permitted to send personal emails or view internet sites without express prior permission in writing from the company or the customer and should only do so in the course of your duties being aware of the potential risks to both you and the company. Further rules include the following.

· Do not send personal emails on customer or company computers
· If you are required to send an email ensure it is polite and the content is relevant to the person
· Do not open email attachments from unknown sources that may contain viruses
· Do not download material that may infringe copyright such as music or books
· Please ensure your emails hold a signature to identify you to recipient 
· Only access the internet for business use
· In all cases the downloading, viewing, or transmitting of sexual explicit material is strictly forbidden. Any such activity will be viewed as gross misconduct and may lead to your dismissal

Monitoring of Emails, internet & Telephone calls

The company reserves the right to monitor emails, internet and telephone calls in certain circumstances, in order to protect its business interests, and in accordance with current legislation. This includes personal and business communications. In doing so QRS will observe the good practice recommendations which deal with monitoring and surveillance.

These will include providing evidence of a commercial transaction, providing evidence of other business communications to establish facts, or ascertain compliance with regulatory practices or procedures, audit, debit recovery, dispute resolution, preventing or detecting crime, detecting the unauthorised use of the electronic systems, protecting against viruses or hackers and combating or investigating fraud or corruption.

Breach of IT policy

Failure to comply with the QRS IT policy, in particular the guidelines for acceptable use of email and internet may be addressed via the company’s disciplinary procedures and depending on the seriousness of the breach, could lead to disciplinary action being taken against you up to and including dismissal.

This section is a summary of QRS IT policy, however if you are uncertain about any aspect of the policy then please ensure you speak to your line manager.











Quality

The company is certified to the security industry Authority’s Approved Contractor scheme, and is regularly audited by external auditors for compliance with these standards. This guarantees a level of commitment and service to our customers, and many require all their sub-contractors to be certified to these standards. All employees are required to conform to these standards as in essence this means that the customer’s requirements are always met on time, to budget and to the agreed standard.

In particular, where security of customers property and goods is required, the company strives to operate to the British standards 7499, 7984, 7858 and 7958 where all employees are expected to be aware of the operating procedures laid down in these, but many of our customers operate their own quality systems and you will be expected to comply with these too.

Generally site based employees are required to be aware of the following:

· Layout of the customer site or property
· Names of contacts in the company and customers employees
· People to contact in emergencies and emergency procedures
· Working hours and appropriate shift patterns
· Daily routine on site
· Shift handover, opening up and locking arrangements
· Patrol routes, reporting points and times
· Control of access of persons, vehicles and goods
· Search procedures
· Care of and reporting of any defective property including keys

Also to

· Make only authorised use of facilities such as telephones
· Keep appropriate records, particularly of incidents
· Pass any records to the correct authority
· Be aware of any safety risks associated with the site
· Have a good working knowledge of the site Assignment Instructions
· Having read and understood site Risk Assessment

Specific instruction and training on all aspects of conduct, behaviour, quality and operating standards will be given to you during induction and on initial company training. Where necessary you will be provided with relevant manuals and other sources of information in order to carry out your duties to the required standard.








Data Protection Policy

As part of running a business, the company needs to collect and use personal data about people including, past, present and prospective employees as well as customers and suppliers. Any personal data we collect record or use in any way. Whether it is held on paper, on computer or other media will have safeguards applied to it to ensure we comply with the Data Protection Act 1998 otherwise known as (“the Act”).

In order to meet the requirements of the Act we will

· Observe the conditions regarding the fair and lawful collection and use of personal data, including the conditions set out for collecting general data and sensitive personal data in schedule 2 and schedule 3 to the Act respectively
· Meet our obligations to specify the purposes of which data is used
· Collect and process appropriate personal data only to the extent it is needed to fulfil operational needs or to comply with any legal requirement
· Ensure the quality of personal data used
· Apply strict checks to determine the length of time personal data is held
· Ensure that the rights of individuals about whom the personal data is held can be fully exercised under the act
· Take appropriate security measures to safeguard personal data
· Ensure that personal data is not transferred abroad without suitable safeguards

When we collect any personal data from you we will inform you why we are collecting your data and what we intend to use it for.

Where we collect any sensitive data, we will take appropriate steps to ensure that we have explicit consent to hold, use and retain information. Sensitive data is personal data about an individual’s racial or ethnic origin, political opinions, religious beliefs, trade union membership, and physical or mental health, and sexual life, details of any commission or alleged commission of any offence or court proceedings relating to the commission of an offence.

Your rights include the right to

· Request a copy of the information held about you
· Request inaccurate information about you to be corrected
· Prevent processing likely to cause damage or distress
· Prevent processing for the purposes of direct marketing
· Seek compensation if you suffer damage or distress  as a result of a breach of the Act by the company








     SECTION K: PERFORMANCE MANAGEMENT/DISCIPLINE & GRIEVANCE

The performance Management Procedure

If your manager considers your performance to be below the acceptable standard then he or she will meet with you initially on an informal basis, to bring the shortfall in performance to your attention, to identify any assistance or training required and to establish if there are any external factors which may have affected the standard of your work.

Your manager will then meet again with you within a set timescale, for example two weeks, to discuss whether or not your performance has reached the required standard.

If you have met the standard your manager will inform you of this and no further action will be necessary, unless your performance dips again.

However if you have failed to meet the required standard of performance over this period, you will be required to attend a formal performance review meeting. You will be made aware of the complaint in writing and give at least 3 days written notification of the meeting to give you time to prepare, you may if you wish, be accompanied at the meeting by a work colleague.

At the meeting your manager will discuss your area of poor performance with you and agree on targets of improvement. You will be given the opportunity to input into the process and be provided with support and any training to encourage improvement.

At the end of the meeting your manager will give you a review date by which the required improvement in performance is to be achieved.

The timescales, standards or targets allowed for improvement, will vary according to the nature of the shortfall, your length of service, experience and previous performance record. Your manager will also explain the ultimate consequences of failure to improve to an acceptable level. Your manager may decide that an extension should be granted or may decide on reassignment or formal disciplinary action being taken basically the most appropriate route to resolving the situation.

Disciplinary Procedure

The purpose of the disciplinary procedure is to give you every opportunity to overcome shortfalls in performance or conduct. At each stage, your manager will discuss with you what action should be taken to avoid the necessity for further disciplinary action.

It is recognised that most issues can be dealt with swiftly and effectively in an informal manner which is the preferred method.

However there may be occasions when, either because the informal method has failed to get the desired result or when an alleged act of misconduct is of a more serious nature then a more formal procedure will be used.


Right to be accompanied

At all stages of a formal disciplinary procedure (including appeal) you have the legal right to be accompanied by another employee, or trade union representative in accordance with current legislation and your companion has the right to.

· Put your case
· Sum up your case
· Confer with you
· Be permitted reasonable time to confer privately with you

However your companion may not answer questions on your behalf or address the hearing if you indicate that it is not your wish, in addition your companion is not permitted to prevent the manager from conducting the hearing or prevents any other person at the hearing from making a contribution to it.

If your chosen companion is not available at the time proposed you are entitled to propose an alternative time which is within 5 working days of the original date and time.


Although you have the right to be accompanied at any formal disciplinary hearing/meeting your companion is not obliged to do so if they do not wish to, similarly you are not under any personal obligation to be accompanied.

Disciplinary Hearing

All stages of the disciplinary procedure will be preceded by a thorough investigation of the facts and you will be informed of the alleged disciplinary offence in writing in advance of the disciplinary hearing. Your manager will arrange a meeting at a reasonable time and place to discuss the issues and provide you with sufficient details to enable you to prepare your defence.

If you, your representative or your manager is unable to attend the scheduled meeting for a reason that was not foreseen then the manager will reschedule the meeting for another mutually convenient date. However we are under no obligation to allow any further postponements to the rescheduled meeting.

Your manager will then decide what disciplinary action to take – if any. You will be told the consequences of further breaches of conduct or failure to improve work performance, the timescale in which improvement is expected and any training that will be provided to assist you. This information will be confirmed in writing and you will have the right to appeal against any disciplinary decision.

Stages in the formal disciplinary procedure

Stage 1 – Formal verbal Warning
Stage 2 – Written Warning
Stage 3 – Final Written Warning
Stage 4 – Dismissal


Stage 1 – Formal verbal Warning

If the manager conducting the disciplinary hearing concludes after having considered all the evidence, that your conduct or performance does not meet acceptable standards, then they mat issue you a Formal Verbal Warning, you will be advised, in writing of the reason for the warning and your right to appeal. A record of this warning will be placed on your personnel file but will be disregarded for disciplinary purposes after 6 months, subject to satisfactory conduct and performance.

Stage 2 – Written Warning

If the offence is a serious one, or if a further offence occurs, or if sufficient improvement has not been made in work performance after a reasonable period of time, then following or further hearing the manager may issue you with a Written Warning. This will give details of the complaint, the improvement required and the timescale. It will warn you that action under stage 3 will be considered if there is no satisfactory improvement and you will be advised of your right to appeal, this warning will remain on your personnel file for 12 months.

Stage 3 – Final Written Warning

If your conduct fails to improve, or your work performance is still unsatisfactory, or if the act of misconduct is sufficiently serious to warrant only one written warning but insufficiently serious to justify dismissal, a Final Written Warning will normally be issued. His will give details of the complaint and will warn that if there is no satisfactory improvement then you may be dismissed. You will also be advised of your right to appeal as with the written warning this will remain on your personnel file for 12 months.

Stage 4 – Dismissal

After a period of time set by your manager your conduct is still considered to be unsatisfactory and you are still failing to meet the prescribed standards, or if you have committed an act of Gross Misconduct cases you will be provided, as soon as reasonably practicable with written reasons for the dismissal, the date on which employment will terminate and details of your right to appeal.

In the case of Gross Misconduct you will normally be dismissed without notice (or pay in lieu of notice) and all other employee benefits will cease at the date of termination of employment.

Other reasons for Dismissal

In other situations where QRS are contemplating dismissing you for a reason not involving conduct or capability then a similar process will be followed. While observing the relevant statutory procedures as required i.e. you will receive:

· Notification of a meeting, which could lead to dismissal for a specific reason
· Be advised of your right to be accompanied at a meeting
· Should the outcome of the meeting be dismissal you will be advised of your right to appeal

These specific reasons could include, redundancy, or non-renewal of fixed term contract
Examples of Disciplinary Offences

Misconduct

The following list, which is not exhaustive, provides some examples of these offences

· Failure to meet performance standards following informal performance management procedure
· Poor timekeeping / Lateness
· Unauthorised absence or failure to notify the company when absent
· Misuse of the company or customers equipment
· Insubordination or failure to carry out reasonable instructions 
· Use of inappropriate language towards or about another employee
· Breaking specific rules or instructions , which may be issued and agreed prior
· Carelessness in handling company property or property belonging to another employee
· Failure to comply with statutory requirements as communicated
· Failure to meet required standards of behaviour or conduct
· Failure to satisfy the required standards of dress and appearance

Clearly repeated breaches of company rules and procedures may lead to further warnings which could ultimately end in dismissal with notice.

Gross Misconduct

If you are suspected or accused of an act of potential gross misconduct. You may be suspended with pay whilst an investigation is carried out. If on completion of this investigation and disciplinary hearing, the company are satisfied that gross misconduct has occurred the result will normally be summary dismissal without notice or payment in lieu of notice.

The following is a list of examples but this is not exhaustive

· Dishonesty, theft or fraud (including the handling of stolen goods)
· Unauthorised possession of customer property or goods
· Gross negligence which causes loss, damage or injury
· Wilful damage of company or customers property
· Discrimination/harassment of others on the grounds of sex, race, age, disability, orientation, marriage, religion or belief
· Acts or threats of physical violence towards others
· Disorderly conduct of a serious nature
· Being unfit for work due to, or possession of, alcohol or illegal drugs
· Smoking in prohibited areas
· Falsification of company or customer documents or systems including (Check calls)
· Knowingly providing false information on application form
· Failure to obey reasonable, legitimate instruction from a manager or customer
· Serious insubordination
· Sleeping on duty
· Unauthorised disclosure of sensitive information
· Unauthorised access to software on computers
· Abuse of email and internet rules and passwords
· Wilful or negligent corruption of data
· Unauthorised absence in certain circumstances
· Leaving the site unmanned/undermanned without prior authorisation
· Claiming company or statutory sick pay when not absent due to sickness
· Conduct, whether at or outside the workplace which fundamentally breaches the working relationship of trust and confidence between you and the company
· Allowing an unvetted employee to commence work at a customer’s premises
· Working without a license or LDN
· Failure to report a license refused or revoked
· A sexual act on yourself or others whilst on duty
· A criminal conviction that is incompatible with continued employment with the company

Disciplinary Appeals procedure

In all circumstances you will have the right to appeal against a disciplinary decision taken against you. If you disagree or are unhappy about a decision made against you, you should appeal in writing within 5 working days to the manager who took the action who should hear the appeal within a reasonable time period. In the event of this manager being unavailable another appropriate manager will be assigned, this will again give you the opportunity to state your case and to be accompanied by a representative.

If you, your representative or the manager are unable to attend the scheduled meeting for a reason then the company will reschedule the meeting for another mutually convenient date.


Grievance Procedure

Normally we would expect grievances to be settled amicably through informal discussion between the parties concerned. However where the matter has not been resolved you may raise a formal grievance with the procedure below.

Stage 1

If you have any grievance relating to your employment you should set out your complaint in writing and send it to your immediate manager.

Your manager or alternative manager will invite you to attend a grievance hearing at a reasonable time and place within a reasonable time period at which the alleged grievance can be discussed and you will be informed of the outcome of the meeting in writing.

If you are not satisfied with the decision you will have the right to appeal against the outcome in writing within 5 working days, the letter of outcome will advise you who to direct your appeal to should you wish.

Stage 2 & 3

A further meeting will be held and will be conducted where possible by a more senior manager to the one who heard the original grievance and again you will be provided with the outcome in writing.


If you are still unhappy with outcome then you have a further and final right of appeal and again you will have to submit this appeal within 5 working days in writing.

The decision of the manager hearing the third level of grievance will be final.

Whistle blowing policy

The company is committed to providing the highest standards of quality, integrity, openness and accountability, however from time to time you may have concerns about something that is happening at work. Usually these concerns are easily resolved but if they are about unlawful conduct, financial malpractice or dangers to the public or environment it can be difficult to know what to do.

If you have any concern about wrongdoing you should first raise it with a line manager  or if you feel uncomfortable doing this then raise it with the managers senior stating if you wish to raise an issue in confidence.

The company understands that it is not easy to report a concern but the company will support and protect you from any reprisals or victimisation from within if your concern is raised with reasonable belief. This will not be extended to those who bring matters of a malicious nature.

Although anonymous reports and concerns will be given serious consideration in most cases it will be difficult to investigate allegations without the assistance of the reporting employee so we encourage employees to reveal their identity so that the concerns can be correctly addressed.

Please be aware that the company’s investigations may require the involvement of other regulatory bodies such as the Police, Customs & Excise or Health and Safety Executive and we would expect staff to co-operate fully with any of these outside agencies in assisting in their investigations.




















                                      SECTION L: COMMUNICATIONS

The company will always endeavour to pass on any relevant information to its entire staff concerning new business, vacancies, Health and safety updates and any other communications through one to ones through supervision and Management; however this cannot always be practical so information will also be posted on the company website:

www.Qrsecurityltd.co.uk

Team briefings

We are keen to keep all employees informed of our business successes and this is also achieved via team briefing sessions carried out at least every four weeks at the local QRS office, and where possible, at customer sites. If it is not possible to carry this out at you site, the same information will be placed in the notice on the notice board on your site.

Useful Telephone numbers

QRS Head Office – 0191 4471560
Control – 0800 9802324

Ijaz Khan – Managing Director
Ijaz Khan – Finance Director  
Naila Ahmad– Operations Manager
Lee Harbisher – HR & Administration
Paul Dodd – Marketing Director

We always strive to ensure that any issues are settled amicably within the company however if you require outside assistance with advice on any work or personal issues we would as part of our duty of care advise you of the following contacts:

ACAS – 0300 1231150
Citizens advice bureau – 0344 1231150
Police none emergency number – 101
Medical none emergency number – 111

If the advice you need is of a work nature we would always suggest that you raise the issue first with your line manager so that all possible avenues can be addressed.








                                        SECTION M: PAY & BENEFITS

Your wage will be based on the National minimum wage unless a higher rate has been agreed by a Manager or Director and you will be paid monthly in arrears by BACS in the case of officers on the 15th of each month and Management on the 5th of each month.

On joining the company please supply your P45 (alternately complete a P46 if no P45 is available) together with your Bank or Building Society details this will ensure that your wage details are correct.

If at any time you have a wage query you should take it up directly with your line manager or contact a member of payroll, however if you are underpaid as a result of your own failure to provide information on time such as time sheets or you have failed to report a underpayment within 5 days of your pay date, any corrective payment will not be made until your next payment date.

It is your responsibility to inform the Tax office promptly of any changes in your company benefits or circumstances. The payroll department cannot resolve tax issues for you.

The local Tax office is:

Tynemouth House
Benton Park view
Long Benton
Newcastle 
NE98 1ZZ

Expenses

You are entitled to be reimbursed for reasonable expenses when you are away from your normal place of work, for example on a training course or temporary re-deployment. Claims should only be made on the correct company expenses claim form which will be authorised if correct by your line manager. Claims that are considered unreasonable will not be authorised. Falsification of expense claims will be regarded as potential gross misconduct.

No travel expenses will be paid until the first 15 miles of each consecutive trip have been deducted as these are seemed reasonable distance to place of work.

Pension Scheme

The company offers the workplace Pension scheme where you and your employer contribute to the government pension for further details please contact our accounts at QRS who will be happy to advise you on the type of scheme available.







                                           SECTION N: MISCELLANEOUS

Trade Union Membership

The company does not currently recognise any trade union for the purpose of collective bargaining and membership of a trade union is a matter of your own personal choice.

Uniform

You may be required to wear the company uniform, customer’s uniform or plain clothes; you will not be issued with a uniform unless you are required to wear it as part of your duties.

It is in the interests of the business and its employees that we should take pride in being well turned out on every occasion. Dress should at all times be smart, clean and well fitted. Footwear should be clean and polished.

Suggestions

The company is committed to continuously improving the way we do business and we welcome your suggestions or ideas as to ways we can improve the quality of our services to customers and to each other. Please channel any suggestions or ideas through your line manager.

Personal Property

The company cannot accept any responsibility for any loss or damage to private property or for the damage to. Or loss from a private car parked in, or in the vicinity of, any of the company’s establishments.

Company Vehicle Damage

Where damage has been caused to a company vehicle through careless driving or neglect by the driver, then the insurance excess will have to be paid by the driver. All cases of damage will be investigated and may lead to disciplinary action being taken.

Speeding or Parking fines

The company will not accept speeding or parking fines on behalf of its staff, these should be paid directly by the person as it is their responsibility to remain within the law.
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