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1. Introduction

Welcome to lbb’s Bar Ltd
Staff Handbook '

Our aim in producing this document was to create a one-stop informalion point
where you would be able to access all the information you are fikely to need in
relation to your employment with us. The Handbook and corresponding policy
documents form part of your contract of employment with Ibb’s Bar Lid.

The document gives an overview of the terms and conditions of your employment,
and outlines what you can expect from us as your employer. In return we ask you for
a high degree of commitment, dedication and loyalty to help us achieve the aims and
objectives of the Company. '

| hope you find this a useful guide during your employment with us. However if you
are unable to find the answer to your question here, please feel free to contact your
line manager who will certainly be able to find an answer for you.

Signed:
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- Qur aim is to support and develop empld

3. Starting with [bb’s Bar Ltd

a. About the Company

ibb's Bar is a locally owned and managelt social hub for
peaple from the Sierra Leonian commnity and other

communities in the Southwark Area.

ibb’s Bar Ltd was founded in 2014 by fibrahim Tejan-
Jelloh with the main aim of bringing|together local

people in harmony and friendship

We have grown sieadily since then, apd currently our

main products / services are:

+ Restaurant
* Bar
*« Social hub

The thi's Bar -Mission
Sinternent is:

amongst .- alt
caminunitias: o

bring togetiar total propis,

We have a workforce of around four Btaff based in our company premises at 6

Arnside Street London SE17 2AP.

You can get more information on our wefisite at http:/www.ibbsbar.co.uk/

b. Yourinduction

bb's Bar Lid belisves its employees dre its greatest asset and recognises its

responsibility to ensure they are affordey
employment. This development begins &
joins. '

to undertake the responsibilities place
conttibute to the success of the organisaii

Induction will be spread over your first fg
on a first day, first week and first mo
induction programme will be dependent
your ine manager will outline this in det;
your induction checklist and evaluation s}
manager on your first day with us.

appropriate development throughout their
the Induction stage when a new employee

ees in their role so that they feel confident

upon them and ultimately are able to

D11,

v months in post, and is generally planned:

basis. The content and duration of the

n the scope and complexity of your job, and
il to you on your first day with us. Copies of
eets will be made available to you by your

To bring people togethar
from all walks of e fo
eagage and enjoy harmony
Jocal

7o provide.a soclal hub far
the - commbnily . hefping




c. Statement of Employment Terms hnd Conditions

As an employee of Ibb’'s Bar Lid you|will have received a document sefting out
specific terms and conditions of service| as they relate to your post {if you have not
received this, you will do so within 8|jweeks of your commencement date). This
includes details of. ’ '

the names of the empfoyer and t

the date when the employment

hegan;

remuneration and the intervals al

hours of work; :

holiday entitlement;

entitlement to sick leave, including] any entitlement to sick pay;

pensions and pension schemes,

the entitiement of employer and g

job title {or a brief job description

where it is not permanent, the pelilod for which the employment is expected to

continue or, if it is for a fixed term|{the date when it is to end.

s either the place of work or, if regired to work in more than one location, an

indication of this and of the empier’s address; and

» detalls of the existence of any rejevant collective agreements which directly
affect the terms and conditions offiyour employment

« details of employment if expectedio work outwith the UK

f employee;
]_and the petiod of continuous employment)

which it is to be paid,;

ployee to hetice of termination;

* & & ® 8 * @& »

Further detailed policies and proceduregwhich may nof be mentioned as part of this
document, but which still form part of yqir conditions of employment with us can be
accessed through your line. manager. [This handbook also summarises the main
terms of your employment. :

qe its terms & conditions and employment
otiﬁed at the earliest apportunity of these .

ployees affected by the change. Where a
ditions of employment resuits in'a change
f employment, we will give you a written
portunity.

ibb's Bar Lk reserves the right fo cha
policies from fime to time. You will be

changes by way of general notice to all &
confractual change in your terms and ¢¢
to your wiitten statement of paticulars
statement of the change at the earliest op

d. Our Relocation Policy

be granted if we are satisfled that your

undertake the duties of the post for which

y sums paid are purely at the discretion of
ntractual right.

Assistance with relocation expenses wi
relocation is required in order for you td
you have heen employed, Efigibility and 3
the Managing Director, and this is not a

You will be required to sign a writtenjlundertaking fo repay all or some of the
axpenses reimbursed if you leave within B4 months of receipt of these expenses.




e. Probation Periods

Al new staff are subject to a probati

review will take place after 3 months
after 6 months. Your appointment will

nary period of 6 months. An initial informal
ith your line manager, with a formal review
confirmed on satisfactory completion of the

6 month period. During this probationany pefiod you will be glven appropriate support

and development opportunity to help y

reach the required standards. Extension of

the probationary period may be granted to enable the required standards to be

achieved, but failure to do so could res

£ Your Attendance at Work

it in termination of your employment.

Ibb's Bar‘Ltd values good attendancei, at work and is committed to improving the

general wellbeing of its employees t
regular attendance, we do not expect g

i} Notification of Absence

Your ling manager should be notified

anticipated for hospitafisation and otheg

achieve this. Although we aim to secure
nployees to attend when they are unwell,

hs early as possible if absence from work is
medical treatment.

If you are unable to attend work due to
notified by telephone before your nor

iickness or injury, your line manager must be
al start time or as soon thereafter as possibie

on the first day of absence, if possible [pdicating a date of return. Notificafion should

be made by you personally unless imp

you should arrange for someone elsg

pericds of absence, your manager s
expected date of return.

Any employee who has been absent ¢
genuinely Hl will be subject to discipling

i) Sickness Payments

Payment of Occupational Sick Pay
length of service and sickness periog
section on Pay and Benefits. From yd
complete a self-certification form availa
if greater than 7 days you will require 4

g. Hours of Work

bssible due to the nature of the iliness where
to call on your behalf. During prolonged
ould be kept informed of progress and an

e to sickness and is found not to have been
action, which could include dismissal.

| be made oh a sliding scale depending on
For more details please see the Handbook
r first day of absence you will be required to
ble through your line manager on your return;
statement of Fitness for Work from your G.P.

Your normal hours and working pat!er’ih will be specified in your Statemént of Terms

and Conditions of Employment.

week excluding dally meal breaks.

daily unpaid lunch break of a minimum of 30

The full-time contracted hours for ai!}aﬁtsts within the organisation are 38 hours per
I

minutes must be taken if you work mo

than six hours daily. '




ibb's Bar Ltd reserves the right to varyi

consultation and agreement with you,

Persistent poor timekeeping means tha
your duties. This is not acceptable ck

disciplinary offence under our discipling

h. Flexible Working

Ibb's Bar Ltd has a policy of trying to as
and is therefore willing to consider reqy
work pattern, Such requests will be con

organisation, work colleagues and any q

your hours and pattern of working, following

colleagues are put under pressure to cover
d will therefore be treated as a potential
y procedures.

ist staff to balance their work and home life,
ssts from staff to vary their working hours or
idered taking info account the impact on the
her relevant factors,

Any member of staff with at least 26 W
formal written request for flexible w
progress this you should speak to your
request may be made in any 12 mon
automatic or statutory entittement.

L. Criminal Records Checks

Certain employees of Ibb's Bar Ltd m
office check. This is only in very speci
us means you are likely to come into
certain other particular circumstances).|
situation with you prior to confirming v
job). All staff will be expacted to provid
and hold a Perscnal Licence issued
local authority,

J.  Conflict of interest

You should not, directly or indirectly,
otherwise, in any other business enterg

eks service with the company may make a
rking arrangements. Should you wish fo
ne manager. Please note that only one such
period and that flexible working is not an

be required to undergo a criminal records
circumstances where your employment with
ntact with children or vulnerable adulis (or
hould this be the case, we will discuss the
ur appointment (or relevant change fo your
basic Disclosure Baring Service disclosure

nder the Licensing Act 2003 by their home

ngage in, or have any interest, financial or
rise which interferes or is likely to interfere

with your independent exercise of judggfnent in [bb’s Bar Ltd's best interest.

Generally a conflict of interests exisis

+ Which provides products or
services from [bb's Bar Lid.

Hen an employee is involved in an activity:

i
;ngices directly to, or purchase products or

Which subjects the employee to
_employee form devoting proper g
Bar Ltd
Which is so operated that th
business aciivity will reflect adve

A

nreasonable fime dé:mands that prevent the
ttention to his or her responsibiiities to Ibb’s

employee’s involvement with the outside
sely on Ibb's Bar Lid.




Grievance Procedure - Appendix 1

To:

From:
Dept:
Date:

Immediate Superior.

Dear

| wish to take a formal grievance out aglainst:

in line with the Company GrievancejProcedure. The details of my grievance are
shown below :

Yours sincerely,

(Manager should respond fo this|[formal written grievance within 2 working
days unless an extended period fofj response is mutually agreed)




(see appendix 2) and contain the orig{jpal formal Grievance form. This manager will
attempt to resolve the grievance. A fo 1 al response and full explanation will be give
in writing, as will the name of the pers n to whom they can appeal If still aggrieved,
within 7 days.

Where the 'next In line’ manager at thjs stage is the Director with responsibility for
the employees function, then the grievance should immediately progress to stage 3.

Stage 3

If the employee remains aggrieved thef will be a final level of appeal to the Director
responsible for the employees functiof]. This appeal must be made in writing {see
appendix 3), enclosing a copy of the iginal Formal Grievance form, to the director
within ten working days of recelpt of tigs Stage 2 response. This Director will arrange
and hear the appeal with another marjagement representative and respond formally
with a full explanation within 20 workijg days.

Where a grievance is raised against g||Director then the grievance will be heard by
the Chief Executive.

There is no further right of appeal. Vinere however both parties agree that there
would be some merit in referring the miatter to a third party for advice, congiliation or
arbitrafion, arrangements will then be rjjade to find a mutually acceptable third party.




Grievanee Frocedure - Appendix 2

To

From
Dept
Date

immediate Superior

Dear

On (within 10 days of the responseffo the initial formal grievance) my grievance
against was heard by :

i am not satisfled- with the outcomeljof this meeting and would like to appeal to
yourself for a further hearing of my gifievance, in line with the Company Grievance
Procedure,

I enclose a copy of the original letter riggarding this matter and other correspondence
and information refated to it.

Yours sincerely

(Manager should respond to this fqtmal written grievance within 7 days unless
an extended period for response isjmutually agreed)




Grievance Procedure - Appendix 3

To (Director):
From:
Dept:
Date:

Immediate Stperior:

Dear

On (within 10 days of the response {b the second stage of the formal grievance) |
appealed to against the decision madg at my initial grievance against

f this meeting and would like to appeal to you
line with the Company Gtievance Procedure.

| remain dissatisfied with the outcom
for a further hearing of my grievance,
| enclose a copy of the original lelter f¢garding this matter and other correspondence
and information related to it.

Yours sincerely

rimal written grievance within 20 working

(Director should respond to this
response is mutually agreed)

days unless an extended period fi




representation by a Trade Union Reprfjsentative, a professlonal organisation, & staff
association or a colleagueffriend.

'n the event of a member of staff wish|ng to raise a grievance, it is preferable for the
grievance to be satisfactorily resolvgH as close to the individual and their lne
manager as possible. It is understoodihowever that this is not always possible and
that a formal procedure is required to knsure the swift and fair resolution of matters
which aggrieve the hospital's employe

Time scales have been fixed to enflre that grievances are dealt with quickly,
however these may be extended if it isfagreed upon by both parties.

Ibb's Bar Lid

GRIEVANCE PROCEDURE

The grievance procedure is intended [ps the tool by which a member of staff may
formally have a grievance, regarding affly condition of their employment, heard by the
management of the Company. THe aggrieved employee has the right to
This procedure is not intended to deal [yith:

1. Dismissai or disciplinary matters whigh are dealt with in a separate procedure.

2. Disputes, which are of a collective [Jature and which are dealt with in a separate
procedure.

Stage 1
An employee who has a grievancelishould raise the malter with his manager

immediately either verbally or in writing. If the matter itself concerns the employees
immediate manager, then the grievancg should be taken to their superior.

If the manager is unable to resolve [he matter at that time then a formal written

grievance form should be submitted fsee appendix 1). The manager should then
respond within 2 working days (i.ef|the managers normal working days) to the
grievance untess an extended period|pf time is agreed upon by both parties. The

response will give a full written expliination of the mangers decision and who to
appeal to if still aggrieved.

Stage 2

in most instances the Company would|expect the mangers' decision to be final and

for the matter to come to a close. Hdwever, in some circumstances the employee
may remain aggrieved and' can afpeal against the decision of the manager
concerned

The appeal, to the manager next in [§je, must be made within ten workmg days of
the original response to the employees grievance. The appeal must be in writing




Abpeals against Verbal and First Wa nings

In the case of verbal and first wamninfjs, the appeal will be heard by the manager
next in line to the one who issued the Warning.

Appeals against Downgrading, FinalWarnings and Dismissal

The hearing and determining of appeds against final warnings and dismissal will be
heard by the appropriate Director or G ief Executive, They may also involve another
senlor manager / Director not previous(y involved with the case,

When dealing with an appeal agaffist a Final Warning or Dismissal written
statements of case may be submitted 1P later than 2 days prior to the date of Appeal
Hearing. No additional written evidencglwill be admitted by the Appeal Committee on
the date of the Hearing. '

Witnesses may be required by either plirty at an appeal hearing, dependent upon the
circumstances and nature of the cas However, there is no specific obligation on
either party to produce a witness. Eithgf party must give 5 days prior notice that they
intend to call specific persons invfjived or associated with the case under
consideration.

It is the responsibility of the managejnent representative and for the appellant to
each arrange for the availability and atfendance of any witness they wish to call.




Warnings Issued to employees shall
periods of time.
e Verbal Warnings: 6 months
+ First Written Warnings: 12 montfis
+ Final Written Warnings: 18 monihs (or as agreed and recorded at the hearing)

deemed fto have expired after the foliowing

LETTER OF WARNING

All Warnings must contain the followin
"= The lefter must be issued
hearing.

« The nature of the offence a
occurs, more severe discipli
+ The period of time given to
e The employees right to apy
one issuing the warning. l
» A copy of the warning l
attached to the individuals ph
+ The employee must also re

of any wiitten warning will
delivery if not handed to the
+ In the case of a final writte
that any further misconduc
has the right of appeal, and

where appropriate, that if further misconduct
ary action will be taken.

e employee for improvement.

sal to the manager directty above that of the

|f
|

d any supporiing documentation must be
rsonnel file,

eive a copy of the warning which in the case
be sent to thelr home address by recorded
in person.

warning, reference must be made to the fact
ill lead to dismissal, and that the employes
b who they can make that appeal. ' -

The letter confirming dismissal will co
» The reason for dismissal a
termination of their employ |

» The employees right of appga

ain the following information:

d any administrative matter arising from the
nt.

{ and to whom they should make that appeal

APPEALS

Every employee has the right to 3
hearing. The basis of an appeal shoul

peal against the outcome of a discipiinary:
normally relate to one of the following areas:

HE

s that the Companys' Proced
» that the resulting disciplinar
« that the need for disciplina

« that new information regard

re had not been followed correctly.
l; action was inappropriate.
[ action was not warranted.

l g disciplinary action, has arisen -
An appeal should be put in writing. '

employee or their representative. T i
and should be lodged within 10 days
An appeal will be arranged within 20

e letter of appeal may he constructed by the
letter shouid contain the grounds for appeal
receipt of the warning / dismissal lefter.
orking days of receipt of the appeal letter.

{




and that on all occasions a full and proper
he issuing of a Final Warning, Demotion or

however that this list is not exhaustiv

investigation must take place prior to

Dismissal.

» Any breach of the Licensing
Failure to observe licensing
Theft, including unauthoriseq
Breaches of confidentiality,
Being unfit for duty beca
alcohaol, :

s Refusal to carry out a
individuals capabilities and
the Company.

+ Breach of confidentiality / sejurity procedures.

Bribing or attempting to bri ! another individual, or persorally taking or

knowingly allowing another rson to take a bribe;

Physical assault, breach of t e peace or verbal abuse.

False declaration of qualificajjons or professional registration.

Failure to observe Companylfules, regulations or procedures.

Wilful damage of property a | Ork.

Incompetence or failure to apiply sound professional judgement.

cf 2003

pUrs .

possession of Company property.

ejudicial to the interest of the Company,

e of the misuse/consumption of drugs or

[

anagement instruction which is within the
hich would be seen to be in the interests of

Final Written Warning

hen :

A Final Written Warning is appropriate : .
! a serious nature falling just short of one

+ an employee's offence is i
justifying dismissal,

* an employee persists in t

lesser warning.

;. misconduct which previously warranted a

This action is appropriate when :
s previous attempts, via the d
failed and this is a final a

dismiss an employee.
" » an employee is considere
incompetent or otherwise u
but where dismissal is not i

sciplinary procedure, to rectify a problem have
empt to solve a problem without having to

by the Manager of the department to ba
fit to fulfil the duties for which he is employed
bught t0-be-appropriate:..

Dismissal

Dismissal is approptiate when
s an employee's behaviour is ffonsidered to be Grogs Misconduct.

s an employess misconductlfhas persisted, exhausting all other lines of

disciplinary procedure, . :

Time Scales for the expiry of ‘Warni as




« the manager should inform te employee and their representative that the
hearing would now become i formal disciplinary hearing, and invite them

to say anything further in reldiion fo the case.

It may be appropriate at this point
arrangements are made for a represe
the employee.

Shauld anyone who is subject to disci
action will cease unless there are
continuance. The subject of the disc
action continue.

to adjourn proceedings, whilst necessary
tative to attend the hearing at the request of

nary action resign during the course of it, the
tenuating circumstances which require it's
pline may also request that the disciplinary

WARNINGS

Examples of Minor Misconduct

t which may warrant either a Verbal Warning
a1 however that this list is not exhaustive and
vestigation must take place prior o the issue

Below are listed examples of miscondy
or a First Written Warning. It is stress
that on all occasions a full and proper
of a warning.
s Persistent lateness and poor ti
» Absence from work, including g
notification or autherisation,
Smoking within unauthorised ar
Failure to work in accordance
incompetence.
Unreasonable standards of dre
Failure to observe Company reg

a-keeping.
ing absent during work, without valid reascn,

Tas.
h prescribed procedures.

8 of personal hygiene.
lations and procedures.

* & & w »

Verbal Warning

A Verbal Warning is appropriate whe
fake action against an employee for a

it is necessary for the manager in charge to
minor failing or minor misconduct,

First Written Warning

A First Written Warning is appropriate fvhen :

+ averbal warning has not been ljeeded and the misconduct is either repeated
or performance has not impraveil as previously agreed.

¢ an offence is of a more seriols nature for which a written warning is more
appropriate.

+ the recurrence or accumulationj|pf an offencefoffenices, if left, will lead to more

severa disciplinary action.

Examples of Gross — Misconduct

duct which may be considered to be Gross
arning, Demotion or Dismissal. )t is stressed

Listed below are examples of misco]
Misconduct and may warrant a Final




A record of the counselling should be ffiven to the employee and a copy retained in
their personnel file. It is imperative th any counselling should be followed up and
improvements recognised and recordefl. Once the counselling objectives have been
met, any record of the counselling will B removed from the employees file.

If during counselling it becomes cle i that the matter is more serious, then the
discussion should be adjourned, d pursued -under the formal disciplinary
procedure,

PROCEDURE FOR FORMAL INVESTHIGATION
Formal investigations should be carrief
not directly involved with the incident |
others to assist with the investigatio
gathered promptly as soon as is practiabie after the incident. Statements should be
taken from wilnesses at the earliest portunity. Any physical evidence should be
preserved and/or photographed if reasnable to do so,

A report shoutd be prepared which I{ flines the facts of the case. This should be
submitted to the appropriate senior I anager [/ Director who will decide whether
further action is required. Where appmipriate, this report may be made available to
the individual and their representative.
In most circumstances where miscong
be appropriate to set up an investig I
appropriate Senior Manager / Direc
manager. The investigating manager H
the presence of the employee who
called at this stage, and the employs
employee has a right of representationiat this hearing.

Following the full presentation of the facts, and the opportunity afforded to fthe
employee to state his side of the se, the hearing should be adjourned, and
everyone would leave the room exc bt the senior manager / Director hearing the
case, and the other manager. They wuld discuss the case and decide which of the
following option was appropriate:

out by the most appropriate manager who is
i ing investigated, This manager may involve
| process. All the relevant facts sheuld be

ct or serious misconduct is suspected, it will
ory hearing. This would be chaired by the
r, who would be accompanied by anocther
ould be asked to present his/her findings in
as been investigated. Witnesses should be
2 allowed to question these withesses. The

1. take no further action against the employee
2. recommend couhselling for the emplpyee
3. proceed fo a disciplinary hearing -

All parties” should be brought back,
chosen, ’

Shouldd the decision be taken to prof)
follow on immediately from the inveg
been met: ’

and informed as to which option has been

ed fo a disciplinary-hearing. then this may
igatory hearing if the following criteria have

irmed by letter that the investigation may turn
hid that he has the right of representation

what the nature of the complaint is, and had
ntative

duced at the investigatory hearing, and the
sition to decide on disciplinary action.

+ the employee has been infg
* into a disciplinary hearing,
+ he has been told in advanclj
time to consult with a repredg

« all the facts have been pijj
manager / Director is in a peg




10.  Appendix 1 Disciplinary and|Grievance Procedures

Ibb's Bar Ltd

DISCIPLINARY PROCEDURE

SCOPE

The Company Disciplinary Procedure|wili be used only when necessary and as a
tast resort. Where possible, informd)| andfor formal counselling or other gocd
management practice will be used to solve matters prior to any disciplinary action
being taken. The procedure is intende to be positive rather than punitive but takes
cognisance of the fact that sanctions my have to be applied in some circumstances.
An employee can discuss any part of his policy with their Union Representative or
their Line Manager, They can help arify an employees rights as well as give
guidance and support where it may le needed. Every Individual has the right to
representation at any point during the qisciplinary process.

SUSPENSION

Suspension is not disciplinary action.
be used when it is necessary to re
pending an investigation for example,
both parties, for their own or others pi I
influenced by others or to prevent pf
Manager in charge of that individual, a
to suspend an individual,

fhe purpose of suspension is manifold and ¢an
nove a member of staff from the workplace
to allow fime for a 'cooling down period' for
tection, to prevent them influencing or being
ssible interference with evidence. Only the
that time or their superior, have the authority

An employee suspended from duty wil
of:

receive written confirmation within three days

the reason for the suspension
the date and time from which thg suspansion will operate,
the timescale of the angoing inv stigation. :

the right of appeal to the imnidiate manager of the suspending manager

should the suspension last morgjthan 7 days

COUNSELLING

Counselling is an attempt to correct # situation and prevent it from getling worse
without having to use the disciplinary cedure. Where improvement is required, the
employee must be given clear guidelingis as to:
+ what is expected in termg; of improving shortcomings in conduct of
performance '
» the time scales for improvenig
when this will be reviewed
+ the employee must alse be !d, where appropriate, that failure to improve
may result in formal disciplingry action,

nt




itheut the Company's agreement, you are in
feit some or all of any salary due to you.

If you leave without giving notice and
- breach of your contract and you may fc

Before leaving, you must hand over tg

j| Your manager all articles befonging to Ibb's
Bar Ltd, including your |ID badge ant

| any documents, edquipment and computer
software used at home. Documents : nd software include (but are not limited to)
cofrespondence, diaries, address boolie, databases, files, reports, plans, records or
any other mediurn for storing informati

fin. You should not retain any copies, drafts,
reproductions, extracts or summaries o

i

i
documents and software.

After you have left the Company, you mjlist not:

Company staff

pr organisation any confidential information
Har Ltd.

» Solicit or seek to entice away a
+ Use or divulge to any person
relating to the business of Ibb’s

following disciplinary action it is likely you
owever, as there are numerous reasons as
et in lieu of notice will be reviewed on an
the reasons behind the dismissal.

Should your employment be terminatg
will receive payment in lieu of notice,
to why someone is dismissed, paym
individual basis taking into consideratio

gross misconduct, your employment will be
efit of notice or payment in lieu of notice.

Should you be dismissed for reasons s
terminated immediately without the be

d. Refiroment

in fine with current legislation |bb's Bay Lid does not have an age where it expects
employees to retire. It is however ouf policy to have regular workplace /appraisal
discussions with all our staff wherg| they can discuss performance and any
development needs they may have, as l ell as their future aims and aspirations. Staff
ahd their managers can also use thilj opportunity fo discuss retirement planning
should the employee wish to do so.




.

b, Working Notice

9.  Leaving Ibb's Bar Ltd

a. Notice Periods

by agreement, or spécified otherwise in your
nns, you or the Company are required to give

Unless your employment is terminated
principal statement of ferms and condit|
a pertod of notice in writing as follows:

4]

+ one weekK's nofice after one mon

o two weeks after two years

« three weeks after three years 4
years or more.

h's employment

d g0 on up fo 12 weeks maximum after 12

These periods of notice will apply if yod|are dismissed on grounds of inefficiency or if
your dismissal is the resuli of discig inary proceedings in circumstances where
summary dismissal is not justified. Yjgur employment may be terminated without
notice where dismissal foliows disciplingry proceedings.

in all cases the Company reserves thellright to enforce your full notice period. Your
fulf remaining annual leave entittementlshould be taken during your nofice period in
agreement with your line manager. |Exceptionally, if this is not possible, your
manager may agree to make a paymgnt in lieu of this. If you leave any day other
than the last working day of that mont , that month will not count for annual leave

pUrPOSES,

If you resign and are in possession of|Company property (including computer files),
you should make your manager awdafe of these, and arrange how they will be
handed back to the Company. You rengain bound by the confidentiality arrangements
outlined in your contract of employmenf|during this period,

{ appropriate and as an alternative to working
right either to transfer you to other suitable
equire you to accept payment in lieu of any

In exceptional circumstances, if deemey
your notice, the Company réserves thi
duties during your notice period or to
entitlement to nolice.

c. Other Conditions on Leaving

On leaving, the Company will deduct fibm any monay due fo you such sums as you
may owe to the Commpany. These may include, but are not restricted to, any loans,
relocation assistance, court orders ang| payment made for holidays taken in excess
of entitlement. ‘




a. Training and Development Polic

The Company aims to provide training [apportunities which will provide:
. An induction programme which

assist staff setfiing into their ne

1 staff will be required to undertake and will
olefjob.

. A progressive training and deve
relevant skills and acquire knowil
aspirations.

opment scheme to enable staff to develop,
dge to underpin their current role and career

* We require all member of staf{|to be familiar with the the Ibb’s Bar Data
Recording System [IBDRC] to [ensure that they upload daily evidenhce of
closure in compliance with licenslpg regulations.

¢ . The firms digital alcohol stock [jaking policy requires that all deliveries of
aleohal are recorded on the Iblfs Bar Data Recording System [IBDRC] and
photos of UK duty-paid labelled diock uploaded to {IBDRC].

. All staff to obtain Personal Licen Holdér qualification from Zenith Training

b.. Personal Devefopment Planning

i} Introduction

The Company has a Personal Deve
purposes of the Scheme are:

ppment Planning Scheme. The aims and

¢ To help managers and staff to fpake effective arrangements to identify and
meet learning needs
+ To develop the skills, knowledgdg

their current jobs well

values and behaviour that staff need to do

i} PDP - The Process
There are 3 stages in the process:

+ Preparation — where you and
interview Using the appropriate dq
+ The Personal Development
development plan is agreed by y
+ Monitor & Review - the meth
agreed at the discussion stage a

your manager prepare separately for the
umentation,

Plan Discussion — where a personal
and your manager. : '
and timescale for monitoring should be
implemented throughout the year,

i

The Personal Development Planning Hocumentation is available from your fine

manager.




'FIRE EXIT and also a pictograr of a running man. The armows indicate the
direction of the nearest fire exit.
« Do not use a iift to leave the buil
= Make your way to the appropriat
+ Once you are at the assembly pg
that they can account for the pe
+ Do not leave the designated ass
building, uniil you have been ins

mg always use designafed stairs.

H assembly point.

nt you should report to the Fire Warden, so
ble in their designated area.

mbly point, or attempt to re-enter the

ucted to do so by the Fire Warden.

Action fo take if you discover a fire:

« RAISE THE ALARM! This can bg|achieved by breaking the glass on the call
points or by shouting the instruct i i
» Raise the alarm even if your buils
system, which has not yet activa
own accord. The alarm must be |
matter how small it appears fo bg
have adequate notice to evacuath
addition, modern furnishings ma
is of the assence if averyone is {¢
+ Call the fire brigade at the earlie
attempt to tackie the fire unless
safely do sc e.g. a small fire in a

ng is fitted with an autornatic fire alarm

ed - you must not wait for it to do so of its
nised for every occurrence of a fire, no

This will ensure that people in the building
should it begin to spread quickly. In

allow the fire to develop unnotlced so fime
get out safely.

available, and safe, opportunity and do not
i have been approptiately trained and can
aste paper basket. Unless you have been
lf or somebody else at risk.

e. Personal Safety

alone whenever this is possible, However,

e o s ore | d to develop an awareness of the risks and

if you have to work alone, then you neg
how to minimise them.

meone you do not know, obtain as much

you are meeting and arrange to mest the
ring back the telephone number you have
e. If a mobile number is given you should
mber,

Prior to making an appointment with s
information as possible about the pers
person in Company premises. Always
been given to confirm that it is legitim
always ask for an alternative fixed line n

M

e you are going, with whom and what time
that you are gonng o run over your original

If visiting, let your colleagues know whe
you are expecting to return. If you thin
timescales, let your colleagues know.

ing placed in a dangerous situation through
ith your line manager,

If you are at all concerned that you are g
your employment, you must discuss this

8. Training and Development




b. Procedure in the event of an accifjent
An Accident Book is available from yo
each individual employee to report and
Any accident or near miss occurrence
the potentiat to injure or kill) at work
manager.

r liné manager and it is the responsibility of
ecord any accident involving personal injury.
i.e. no one was injured but the incident had
should be reported immediately to your line

following an accident must complete a self-
nature and cause of the injury.

All employees who are absent from wo
certification form, which clearly states t

I,

|

I at work which results in them being away
al work, for three days or more (including

For any employee who suffers an inju
from work, or unable to do their nor
weekends, rest days of holidays) itis i
Health and Safety Fxecutive also need
{available from www.riddor.qov.uk/fQS
with your line manager. Employees
themselves. ’

bortant that your manager is informed as the
|‘ be informed by the Company. Form 2508
.dot) should be completed in conjunction
ire not expected to complete these forms

C. First Aid

The Company believes that best practi is to ensure staff have access to a trained
First Aider or Appointed Person (somefine wha can take charge in the event of an
accident). Details of these trained staff I be displayed on your local notice board or
from your line manager and you shouldjfamiliarise yourself with names and contact
detalls.

d. Fire Safety

Employees should follow these steps to [elp prevent fires:

{lances carry out a quick check to make sure

amaged.

» Before you use any electrical app
that the cables, plugs €fc are not
» Do not use any electrical equipmd

i t that shows signs of damage, even if you
think it is only minor. Report any |
. an alternative appliance.

ults you find to your line manager and find
« Ensure that you place your rubbi

the bins, and ensure that your wag
end of each day.

in the proper waste bins. Po not overfill
te bin is accessible to the cleaners at the

Action to take when the fire alarm goes dfff:
+ Immediately stop whatyou are dgjpg and walk (do nhot run) to the nearest
' available safe fire exit. If your negiest exit/route is obstructed, choose another
route. Make sure that you are a Hre of the fire exits ahd routes in your area.,
» Follow the instructions of your degignated Fire Warden.
- Direction signs should indicate thdiroute to your fire exit. These comprise a
white arrow on a green backgrousltl sometimes accompanied by the words




af least two weeks of the 3@ week p:
care for the child during your Additio;
Statutory Paternity Pay is only payabl I
Allowance, Statutory Maternity or Stat|
beyond the end of these periods.

ment period remaining. You must intend to
i Statutory Paternity Pay period. Additional
during the period of the 39 week Maternity
ory Adoption Pay period. It cannot continue

d. Parental Leave

An employee who has or expects to hgye responsibility for a child is entitled to take
Parental Leave to care for that child. [This includes the child's registered father or
anyone else who has or expects to haye formal parental responsibility far the child.
“To be eligible to take Parental Leave, afi employee must have becn employed by the
Company for at least one year. :

Parental |.eave consists of 18 weeks' u |
fifth birthday (or fifth anniversary of the

the child is disabled, Up to four weeks
each child, each year, in blocks of on d
leave in blocks of less than one week
your line manager at least 21 days noti

paid ieave taken at any time up to the child's .
adoption) or up to the child's 18" birthday if
Parental Leave can be taken in respect of
week or more. Employees cannot take the
unless the child is disabled. You must give
= of your intention to take Parental Leave,

e. Time Off For Dependants

able amount of time off to deal with certain
dependants. This leave is called Time Off
s can be taken, for example, if a dependant
ts break down, or to0 arrange or attend a
ur child (including adopted child), husband,
who lives in your household, and someone
clderly relative. Any time taken off must be
lar circumstances. Time Off for Dependants

You are legally entiffed to take a reasd
prescribed emergencies involving certa
for Dependants. Time Off for Dependa
falls il or is injured, if care arrangems
dependant's funeral. A dependant is I
wife or parent. It alsc includes someonp
who reasonably relies an you, such as H
necessary and reasonable in the partic
is not pald. '

I

7. Health and Safety

a. Infroduction

Ibb's Bar Ltd recognises and accepts ifyy responsibility as an employer to maintain,
so far as is reasonably practicable, thelisafety and health of its employees, and of
other persons who may affected by its” gftivities.

It is your duty as an employee not to puliat risk either yourseif or others by your acts
of omissions. You should also ensure tiiat you are familiar with the Company health
and safety arrangements. Should youjlfeel concern over any health and safety
aspects of your work, this should be bfpught to the atiention of your line manager
immediately.




Statutory Patetnity Leave is a maximu
child, taken in order to support the mo
as a single week or two consecutive w4
separale weeks.

of two weeks' leave, following the birth of a
er or care for the new child. it can be taken
ks. It cannot be taken as odd days or as two

n within 56 days of the birth. if the baby is
ken within 56 days from the date the baby

Statutory Paternity Leave must be tak
born earlier than expected, it must be
was due,

To qualify you must have worked for the
of the 15" week before the expected bi

rate per week (determined in legislation) or

Stalutory Paternity Pay is paid at a fix
it Is paid less tax and National nsurance

80% of average earnings if that is less
contributions in the normal way.

During Statutory Paternity Leave, you Hre entitled to all of your normal contractual
terms and conditions as if you were nﬂ absent, apart from basic wages and salary.
You have the right to return to exadlly the same job, on the same terms and

conditions after Statutory Paternity Leavs.

Paternity leave and pay are also availatjje for the adoption of a child.

q

You may also qualify for Additional Pategpity Leave and Pay if either;

* you are the father of a child, part

+ you and your pariner receive nodif
adoption

s your wife, partner or civil partner
child enters Great Britain

s the child's mother is entitled to stg
aliowanice or statutory adoption |

B or civil partner
ation that you are matched with a child for

1 adopting a child from overseas and the

utory maternity leave, maternity pay or
Ave or pay.

um of 26 weeks. Leave can be taken any
, but it must have finished by the child's first
start anytime between 20 weeks and 52

Additional paternity leave Is for a maxi
time from 20 weeks after the chitd is bor
birthday. In the case of adoption it ca
weeks after the child starts fiving with yolll

mnd pay we must receive notice in writing at
ave. This mustinclude;

-To qualify for additional paternity leave

least eight waeks before the start of the
+ the expected date of the baby's bifth or date of notified of being matched for
adoption

+ the actual date of baby's birth, or

+ the start date of the Additional Pa

« relationship to the mother, and ths
the child

acement of adoption
grnity leave and pay
the leave being requested is to care for

D be taken the child's mother {or adoptern)
relevant payment must have stopped, with -

For Additional Paternity leave and pay
must have started working again and ani




Your flne manager may also offer yo§ii up to 10 days work during your maternity
leave. It is up to you if you wish to work|these days. The rate of pay for the work will
be agreed in advance with you. Your [light to matemity leave and SMP will not be
affected.
During Ordinary Maternity Leave, yoll will contihue to receive your contractual
benefits and your normal terms and gonditions will continue to apply, except for
those terms relating to wages and sal : . You will continue to accrue holiday [but
holiday must be taken in the year it is egrned].
During Additional Maternity Leave, the ights and obligations under your contract of
employment are reduced, but you must still give notice in accordance with your
contract of employment if you want tdifleave. In addition, you will confinue to be
bound by your obligations of confidenfially and loyalty. Only statutory holiday will
accrue.

if any pregnant employees, or employges who have recenfly become mothers or
who are breastfeeding are employed ‘ positions which have besen identified as
posing a risk to their health and safefy or that of their baby they will be notified
immediately and arrangements will be hde to efiminate the risks.

If you have concerns about your ownjlhealth and safety at any time you should
consult your Line Manager immediately.

separately of your return date. It will be
on the date the Company has notified you
d. However, if you wish to return to work
hve entitlement, you should give yolyr line
4 of your intended return date.

You do not have to notify the Compa
assumed that you will come back to wo [E
is the end of your maternity leave perif
before the end of your full maternity I
manager at least 8 weeks notice in writi

neriod of Crdinary Maternity Leave you will
ore you started your maternity leave.

If you return to work immediately after
refurn to work in the same job you lefi b

If you return to work from a period of Additional Maternity Leave, you will return to
the same job you were employed to do. |If this is not reasonably practicable, you will
he offered a similar job on equally favounabie terms and conditions.

al

If you decide not o return to work afterjmaternity leave, you should confirm this in
writing and give the notice required by ydtir contract of employment.

r line manager will arrange a meeting with
aken place during your absence. This wiil
relating to breastfeeding. Yol should also
bs Or concerns you have.

On your return from maternity leave, yo
you to discuss any changes which have
be an opportunity to discuss any issue
feel free to raise at this meeting any que

Parallel arrangements are available for tife adoption of a ¢hild.

¢. Paternity Leave and Pay




- In certain circumstances, your materni
start automatically earlier than the daig
as the siart date for your maternity
applies where you are absent from wq
partly because of pregnancy at any timg
four weeks before the expected week
or if you give birth early.

you chose

f childbirth

tf you have at least 26 weeks’ service by
the 15" week before your child is expk
born, you may be entitted to Statuto !.1 Maternity
Pay (SMP), provided your averafle weekly
eamings are at or above the Lower Eafhings Limit
for National Insurance. '
SMP is payabte for 39 weeks. For flie first six
weeks, SMP will be paid at 90% o
remaining 33 weeks, SMP will be paid
regulations and is adjusted from time &)
applicable rate. If your average week! “
will be paid at 96% of your average =»|-

SMP will be paid subject to deductions
in the normal way.

In order to be eligible for matemity Jea
fine manager in writing by or during the
child's birth. You must inform your Line

you are pregnant
the week in which your child is duy
the date you intended to start you
the date from which you will be clj

v ¢ 9

You should enclose a MAT B1 certificate
registered doctor or registered midwife fQ

You may change the date you start you
28 days' notice in writing of either the
(whichever is earliest).

Within 28 days of receiving your notice,
date when your maternity leave wilf end,

Prior to your departure on maternity lea
diseuss your rights and entitlements dur
working on your return to work and th
Company during your maternify leave,
any queries or concerns you have.

!

maternity leave
ming SMP

“oIf  any peagnang

‘employees; or eiployees

who lhave racendly ‘become
motherts - or  who  are
fireastfending are empioyed
in. positions  which have
been ldentified as fiosing a
visk -to- fhefr health and
safety oF that of their baby
they  will =~ be  nodfied
imnediately “and

. drrangements, will -be made
- 1o elimipate the risks,, .

your average weekly earnings. For the
at the standard rate which is prescribed by
time. The Company will inform you of the
earnings fall below the standard rate, SMP
ly earnings throughout.

or tax and Nationai Insurance confributions

and SMP, you are required to notify your
5th week before the expected week of your
anager of the following:

with your written notification signed by your
confirm the expected week of childbirth.

maternity leave préviding you give at least
new start date or the ofiginal start date

e Company shall notify you in writing of the

, Your line manager will meet with you to
g maternity leave, the possibility of flexible
i fevel of contact you would like with the
ou should feel free to raise at this meeting




- 5.6 weeks' paid annual feave. A week'

using alcohol or drugs or other substances,
1 safety at work of themselives and others.

a way that prejudices their recovery,
or recklessly endangering the health a

8. Leave Arrangements

a. Annual Leave

-time or fulliime are entitled to a minimum
eave allows you to be away from work for a
week — that is the same amount of timfj as your working week. If you do a five-day
week, you are entitled to 28 days lealle per year, if you do a four-day week the
entitlement is 22.4 days leave etc. Yourjfnanager will let you know your annual leave
entitlement for the current leave year.

Employees of ibb’s Bar Ltd whether p4

Holidays must be agreed with your marjager as early as possible. The Company wil
where possible try to accommodate ind|yidual preferences for holiday dates but the
needs of the business may have to tfke precedence, particularly where short or
inadequate notice is given.

+ The holiday year runs from 1st J

» Leave for employees joining aft
rate of one twelfth of the annual
of service

« lLeave for employees who terming
calculated on the same basis. If

uary to 31st December.,
the start of the leave year accrues at the
titterment for each complete calendar month

e thelr employment during the leave year is

however, the annual leave entittement has

lated on the same basis will be deducted
from the final salary payment,

« Holiday pay in lieu of accrued
employment and will normally be k

eave will be pald only on termination of
biect to a maximum of 10 working days,

Ibb's Bar Ltd also recognises the 8 sig

tutory Bank Holidays in addition to basic
annual leave entittement. :

b. Maternity Leave and Pay Pollcy

e 26 weeks’ Ordinary Maternity Leave and
aspective of their length of service or the

Pregnant employees will be entitled fo ta
26 weeks Additional Maternity Leave, i
number of hours warked each week.

o weeks immediately following the birth of
k in factories).

You may noi return to work during the
your child (four weeks for women who wi
You are free to chose when you would [jke your maternity leave to start, however,
the earliest you can chose to start yody maternity leave is during the 11" week
before the expected week of your child’s pirth.




e. Sickness Pay Provision

i} Statutory Sick Pay {SSP)

Most employees have a right to statut
than the lower earnings lovel. SSP
qualifying days of absence. (A qualify
expected to work under your confract o

sick pay (SSP} as long as they earn more

hot however payable for the first three
g day is a day on which you are normally
employment).

There is a limit of 28 weeks' SSP in
{Perlods of sickness are said to be i
weeks of the end of the first period.)
SS5P is pald in the same way as ord
Insurance coniributions.

y one period of sickness or linked periods.
ed if the second period starts within eight

ary pay and is liable to tax and National

i} Occupational Sick Pay

Occupational sick pay is entirely at th
unreasochably withheld as long as

requirements and have produced any

cerificates.

discretion of the Company but will not be
ou have complied with the nofification
cessary medical certificates, including self-

“*The amount of sick pay you receive Wil depend on the iength of your service with

bb's Bar Ltd:

Period of continuous || Period on full pay Period on half pay or|
service on first day of SSP only g
absence i
Probation Period |

3 months up to 1 year L

Year 3

Year 4

I
Year 2 ' [

l

i

[

Year 5

When assessing an employee's eligibilityl for sick pay, the amount of time they have
had off over the previous 48 months will fle taken into aceount.

Ibb's Bar Ltd reserves the right to refuse
think that an employee is not genuin
employee is abusing the sick pay sche
the notification requirements, or has hot
sick pay scheme has been abused, disci

Payments of sick pay may be ferminated
" to notify the Company of relevant facts,
due to their taking an unwarranted risk (

pay sick pay if it has reasonable cause fo

sick, if it has cause to believe that an
. If an employee has failed to comply with
upplied the appropriate certification. If the
inary action may follow.

suspended or reduced if an employee fails
r if their absence or continued absence is
or out of work), conducting themselves in




P

credit transfer to your desrgnated bank gecount.

Your basic pay was outlined in your |

er of appointment / statement of terms and

Your salary will be paid monthly in ariwars on the fast day of each month by direct

conditions. Any subsequent amendme
writing by the Company.

Part-time employees will be paid on a |

Is to your basic pay will be notified o you in

ro rata hasis based on the hours they work,

In all other aspects, their salaries [Mill be paid in accordance with the pay

arrangements for full-time employees o

If any queries arise with regard to pay,
speak fo your line manager lmmedlat
Unless agreed otherwise, any pay err
rectified in the next salary payment,

the Company.

pr if it looks as if a mistake has heen made,
so that they can take appropriate action.
s whether of over or underpayment, will be

Appropriate deductions will be made fjom pay including income tax and National

Insurance contributions (NICs), which
family status and the number of hours

b. Overtime

Overtime is defined as all hours worke
which has the prior explicit approval of y

Qvertime is payable to posts which ha
for overtime payment

For periods worked between Monday
at time and a half. For petiods work
douhle time is payable.

‘c. Income Tax

e subject to each employee's earmng level,
rked

in excess of your full time contracted hours,
pur manager.

been specifically designated as qualifying

d Saturday inclusively, overtime is payable
on Sundays or designated bank holidays

If there are any changes in your persondl circumstances which will affect your tax
status, you should notify the Inland Revénue, who will automatically inform the
Company of any changes to your tax cdife. Addresses of local offices and enquiry

centres can be found here:

hitp:/faww.intandrevenue.gov, uk/imenugiofficesmentt. htrm

d. Business Travel

You will be reimbursed for any expendlfure necessarily incurred in order to do your
job when working away from your ngrmal place of work. Public Transport and

accommodation costs will be reimburs
accompany all claims. Mileage rates
are 45 pence per mite.

at actual cost — approptiate receipts must
en fravelling by your own private transport




Sexual harassment is defined as “un
conduct based on sex, affecting the di
inchude unwelcome physical, verbal or

anted conduct of a sexual nature, or other
nity of women and men at work”, This can
br-verbal conduct,

|

4

People can be subject to harassment ofjja wide variety of grounds including:

race, ethnic origin, nationality or $kin colour
seX or sexual orientation
religious or political convictions
willingness to challenge harassmg
disabilities, senscry impairments
status as ex-nffenders

age

real or suspected infection with a
membership of a frade union or a

nt, leading fo victimisation
ar learning difficulties

I lood barne virus {eg AIDS/HIV)
ntivities associated with membership

* % & & & B & & @

Forms may include;

» physical contact ranging from tou

= verbal and witten harassment th ugh jokes, offensive language, gossip and
slander, sectarian songs, letters d S0 on

« visual display of posters, graffiti, gpscene gestures, flags and emblems
isolation or non-coopsration at wd k, exclusion from sociat activities

+ coercion ranging from pressure fq) sexual favours to pressure to participate in
politicalfreligious groups ’

+ intrusion by pestering, spying, foll

» bullying

ehing to serious assault

Wing someone

iii} What should 1 do if subject to Harg

are strongly encouraged to seek early
f your feel your line manager is harassing
ediate line manager.

If you feel you are being harassed v
advice/support from your line manager.
yotl, then you should contact his /7 her img

ailing the incidents of harassment and any
his written record should be made as soon
concemn and should include dates, times,

You should also keep a written record dé
requests made to the harasser to stop.
as possible after the events giving rise 1
places and the circumstances of what ha

The Company has a formal procedure
obtain from your line manager.

b dealing with these issues which you can

5. Pay, Benefits & Pensions

a. Salary Arrangementis




relevant legislation and to ensure that jthey do not discriminate against colleagues,

customers, suppliers or any other perso

disciplinary action where appropri

2. Fully recognises its legal ohligatio
practice.

3. WIl allow staff to pursue any matt
believe has exposed them fo ing
policy. If you need to access thess
line manager e.g. Grievance Procg

4. Will ensure that ali managers undg
those of their team under this polic

5. Wil offer opportunities for flexibl
feasible, "to help empioyees t
responsibilities.

6. Will provide equal opportunity to
competition.

a clear and open process.

iy Key Actions
In adopting these principles |bb's Bar Lty:
1. Wil not tolerate acts that breach [ihis policy and all such breaches or alleged
breaches will be taken seriously, [be fully investigated and may be subject to

associated with the Company,

under all relevant tegisiafion and codes of

through the internal procedures which they
uitable treatment within the scope of this
procedures they can be obtained from your
ure, Dignity at Work Procedure ete.

tand and maintain their responsibilities and

working patterns, wherever operafionally
combine a career with their domestic

hil who apply for vacancies through open

7. Will select candidates only on the jrsis of their ability to carry out the job, using
t

8. Wil provide all employees with th
carry out their joh effecfively.

raining and development that they need to

ce to employees who are or who become

9. Will provide all reasonable assista

disabled, making reasonable a

continued employment. We will

carried out and that appropriate sp
10, Will distribute and publicise this pol

b. Dignity at Work

- i) Statement

ustments wherever possible to provide
sure an appropriate risk assessment is
lalist advice is obtained when necessary.

y statement throughout the Company

The Company believes that the wor
supportive of the dignity and respect of
brought to the attention of manage
appropriate action will be taken.

i} What and How of Harassment

Harassment can be defined as conduct,
the dignity of an individuai or group of ing

ng environment should at ail fimes be
hdividuals. If a complaint of harassment is
nt, it will be investigated promptly and

hich is unwanted and offensive and affects
viduals.




n. Trade Union Membership

[t is your choice as to whether you wishto belong to a tfrade union recognised by the
Company. This is one way in which ygli will be able to make your views known on
all issues affecting staff within the Comygany and have a recognised route to resolve
issues affecting groups of staff where ther methods have not been effective. In
addition, the unions can provide pers al representation for you if you experience
dificulties at work via their accreditgd representative system. The Company
recognises the following Trade Unions:

Trade Union
Contact Detaits; (GMB Londen Regig
Thorne House
152 Brent Street
London
NW4 2DP

tel 020 8202 8272

fax 020 8202 2893

website www.gmbigion.org

4. Valuing Diversity and Dignity|at Work

a. Valuing Diversr‘t}}

i) Statement

Ibb’s Bar Lid is committed to valuing di
opportunity for employment, career and
qualifications and suitability for the wo
into the job,

ersity and seeks to provide all staff with the
personal development on the basis of ability,
as well as thelr potential to be developed

We believe that people from different
and approaches which malke the wa
efficient.

lackgrounds can bring fresh ideas, thinking
work is undertaken more effective and

ect or indirect e

jrounds of age, dbb's Bar s committed
, marriage / civil to valuing diversity ...”
jrce, religion or PEIE '

The Company will not iolerate d
discrimination against any person on
disability, gender / gender reassignme
parthership, pregnancy / maternity,
belief, sex. or sexual oflentation whet \Br in the field of
recruitrment, terms and conditions of enfbloyment, career
progression, training, transfer or dismisgal.
It is also the responsibility of all staff in !
decisions and behaviour to endeavour ty

eir daily actions,
promote these concepts, to comply with all




Should you be in doubt as fo whet
involves a conflict, you should discu
with your manager.

k. Standards of Performance and
Work

i} Appearance

Ibb's Bar Ltd does not seek to inhibit in
However, you are expected to dress a

P
and to ensure that your personal hygk

prior to presenting yourself at work,

If we have supplied you with a uniform
all times when required to do so; it is W
and presentable.

If your work brings you into contact wit

visible piercings with the exception of a

and you must ensure your dress and g

employer,

if you have any queries about what is
line manager.

iy Company Premises

sﬁf

I

4

“Lhringing alcohol or
any uniawful drugs. to
the workplace, and / or
Ambibing them there is
stricily prohibited,,.”

¥ an activity
the situation

FBehaviour at

vicual choice in relation to your appearance,
ropriately at all times in relation to your role,
nie and grooming are properly attended to

iof other apparel, then you must wear this at
Lur responsibility to ensure that this is clean

the general public then you must remove all
single set of earrings (or one single earring),
poming standards reflect the values of your

F—

b

bpropriate, these should be directed to your

You will be issued with an idenfity bad:

your workplace. This remains the prop

code (or accidental disclosure t0 some

line manager.

You must not bring any unauthorised

prior agreement from your line manage
of your job. In these circumstances you
are appropriately monitored during thei
company property inappropriately,

You must not remove Ibb's Bar Ltd prog
prior authority from your line manager h4

iify Personal Property

Any personal property such as je
motorbikes or bicycles etc. left on Ibb's
own risk. You are strongly advised not
our premises, our vehicles or in your

liability for loss or damage to any persong

! appropriate PIN code allowing access to
ity of |bb’s Bar Ltd loss of your badge / PIN
phe) must be reported immediately to your

G

erson on to lbb's Bar Lid property without
unless you are authorised to do so as part
re responsible for ensuring that your visitors -
stay, and that they do not access areas or

n

ity from the organisation’s premises unless
been given.

ellery, cash, credit cards, clothes, cars,
ar Ltd premises is done so entirely at your
b leave any valuables unattended, either on
fn vehicle, Ibb's Bar Ltd does not accept
| property whatsoever.




iv) Telephones & Correspondence |:

Company telephone / mobile phone orl
purposes without prior permission fi

personal use is made of these items {

hostal facilities must not be used for private

your line manager. If, for any reason,
en arrangements must be made to pay the

cost price of ali services Used. Abuse offthese facilities will be considered a potential

disciplinary matter.

v} Smoking and Other Substances
Legislation now exist which makes it
Smoking (*including e-cigarettes) is th

premises (including enhtrances and exit

Outside areas have been identified for

it Work

fliegal to smoke in enclosed public spaces.

refore strictly prohibited on alt Ibb's Bar Ltd

iland vehicles.

ose who wish to smoke during their break-

time. Should you wish to avail yourselfipf these facilities, please speak to your fine

manager.

Bringing alcohol or any unlawful drugs to

is strictly prohibited beth duting werk ti

effects carry over to the workplace, Any

disciplinary procedure and may lead t¢
vi} Gonfidentiality

It is a condition of your employment
regards to ibb’s Bar Lid.

During the course of your emp|oymei

sensitive information, the disclosure o
confidentiality. It is a condition of
confidentiality to the Company, and yo

confidential matter whatsoever with any |t

Any such breach of confidentiality WOL!l:
otherwise provided or- as permitted by
Jpad to your dismissal.

Interest Disclosure Act 1998) and could

vii) Computet, emall and Internet us-l

If you have access to the Company's o
internet as part of your job, you must
purposes unrelated to Company businegs.

Limited personal use of the internet |
internet use is monitored and accessing
including auction or certain social netwd
considered a serious disciplinary offencg

the workplace, and / or imbibing them there
e or during a period prior to work where the

such instances will be dealt with under the
bur sumgmary dismissal,

hat you have a duty of confidentiality with

t you may find yourself in possession of
which could be construed as a breach of
bur employment that you have a duty of
must not discuss any Company sensitive or
utside organisation including the media.

be deemed as gross misconduct except as
ny current legislation (e.g. the UK Public

mputers including eemail and access to the
not abuse this by using these fadilities for

permitted during your formal broaks, All
pornographic or other unsuitable material,
ing sites is strictly prohibited and would be
which may result in dismissal.

B




disciplinary procedures, and disciplinary|action up to and including dismissal may be
applied. S

{. Data Protection and Access to Infigrmation

ibb’s Bar Lid will comply with all statutofy requirements of the Date Protection Act by
registering all personal data held on its flomputer andfor refated electronic equipment
and by taking all reasonable steps to emsure the accuracy and confidentiality of such
information. :

The Data Protection Act protects indijfduals’ rights concerning information about
them held on computer. Anyone proggssing personal data must comply with the
eight principles of good practice. Data mjust be: ‘

« fairly and lawfully processed

+ processed for limited purposes
« adequate, relevant and not excegsive
accurate

not kept longer than necessary
processed in accordance with the|data subject's rights
seclre :
not transferred to countries withollt adequate protection

Employees can request access to the ifformation held on them by the Company. All
requests by employees to gain access [b their personnel records should be made in
writing. There is no charge for this servi

m. Changes in Personal Information for Employment Furposes

It is important that our records are corfgct, as inaccurate or out of date information
may affect your salary or cause difficulfies in situations where contact is required for
emergencies. You must notify your Ling Manager immediately of all changes in the
following personal information: :

« Name

« Home address
Telephone number
Bank account details
Examinations passed/qualificatiofjs gained
Emergency contact ‘
Driving licence penalties (if you dfle required to drive on Company business)
Criminal charge, caution or convigtion '

Conflict, or potential conflict of inferest

LR J

Personal data on employees is held||in accordance with the provisions of the
Company's Data Protection Policy whicli will be made available for inspection by you
if required.




Only software packages properly

installed by the Company may he usgi on Company

equipment, you must therefore ot load = any n every

unauthorised software onto Company cimputers. ci:c.umsfenre where a
_ gift is offered, the

If you have a Company email address, |[jhis is provided advice of your line

for responsible use on Company busingss and should mapager musthe

not be used in any other way whatsoevg ‘ Sﬁtuf?? W

You must not make reference to the
services, or represent yourself on
Company on social media without fo
from the Company to do so.

ompany or its
behalf of the
al permission

All staff must make themselves familia with the Company's Internet & Email Policy
available from your line manager.

viliiReceipt of Gifis

Your workmg relationships may bring|you into contact with outside organisations
whore it is normal business practice ¢ social convention to offer hospitality, and
sometimes gifts. Offers of this kind fo kiou or your family can place you in a difficult
position. Therefore no employee or @#ny member of his or her immediate family
should accept from a supplier, customigr or other person doiny business with Jbb's
Bar Lid, payments of money under afly circumstances, or special considerations,
such as discounts or gifts of materials, &quipment, services, facilities or anything efse
of value unless: .

» They are in each instance of 3
accepted business practice. .

very minor nature usually associated with

+ They do not improperly interfe

7 with your independence of judgement or
action in the performance of you

employment.

In every circumstance where a gift is g
" he sought.

ered, the advice of your line manager must

ix) Bribery and ofher Corrupt Behavibur

The Company has a strict anti-bribery[and corruption policy in fine with the Bribery
Act (201C). A bribe is defined as: givirg someone a financial or other advantage to
encourage that person to perform their|functions or activities improperly or to reward
that parson for having already done so.

r person, intending either to obtain or retain
or retain an advantage in the conduct of the
company's business this will he considired gross misconduct. Simitarly accepting or
allowing another person to accept a Hiibe will be considered gross misconduct. In
these circumstances you will be subjed|to formal investigation under the Company’s

If you bribe {or attempt to bribe) anoth
business for the company, or to obtai




12.  Appendix 3 - Confirmation @f Receipt of Handbook Form

Ibb’s Bar Ltd

Name:

Designation:

Piace of Work:

Line Manager:

| confirm | have received a copy of thi{ 1bb's Bar Ltd Staff Handbook and that | have
read this and understood the content :

| also conﬂrrﬁ that | have sought clafffication from my line manager on any issues
oufiined in the Handbook which | am npt clear about.

Signed:

Date;

Please return this form duly completefi and signed to your_iine manager.




~~






