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Recruitment and Selection Policy and Procedure

Introduction

We believe that our future success is dependent upon the skills and abilities of the people who work for the company. It is essential therefore to recruit people of a high quality who will contribute to both our current and future objectives.

This policy supports the organisational values of Jobwise:

· Delivering performance which enhances our reputation and keeps us ahead of the competition

· Developing individuals and teams to reach their full potential

· Creating a stimulating work environment which welcomes and encourages change

· Everyone in the organisation owning what we do

Key Aims of the Policy

The expected outcomes of the policy at an organisational level are as follows:

· We will build a workforce with a mix of skills and abilities that complement its business aims and objectives

· Recruitment will be carried out in a fair and unbiased manner to maximise our ability to appoint the best person for the job

· All recruitment focuses on assessing the skills and abilities that are deemed relevant to the job

· Decreased turnover of new staff due to more effective recruitment practices

Policy Administration

The policy applies to all staff, both permanent and temporary, within Jobwise.

The policy will be reviewed by the Director of Training on an annual basis.

Responsibilities for Recruitment

Directors

· review and update the operation of the Recruitment Policy and ensure that it is adopted throughout the organisation

· evaluate the quarterly monitoring report on recruitment performance indicators. 

Managers

· ensure that job descriptions  are accurate and up-to-date

· draft the advertisement

· in liaison with the Centre Manager nominate a short listing and interview panel

· arrange suitable venue for interview/tests/presentations

· notify candidates of the result as soon as possible following the interview

· ensure all required paperwork is completed and returned to the Appointed Person
Appointed person (Administrator)

· advise at all stages of recruitment process

· place advertisements in the agreed media

· forward received applications onto the interview panel 

· notify candidates in writing of the interview result

· monitor all stages of the recruitment process

· ensure that all documentation is kept confidential at all stages

· maintain all records for the required period

How We Will Recruit
When a vacancy first occurs a Director, Centre Manager or other Managers will agree a recruitment strategy that takes into account:

· current organisational needs

· length of contract, i.e. permanent, temporary or agency

· estimated time to fill the vacancy

Advertising

There are a range of ways that a vacancy can be publicised, e.g. through national and local press, specialist journals, the internet, job centres and colleges. 
We will use the media most likely to reach the people with the competencies we are looking for.
All advertisements will contain an equal opportunities statement.
All advertisements will be clear and concise giving basic details about the job and the required skills and experience.
Also to fulfil our responsibility as a local employer Jobwise will undertake to advertise all administration posts via local job centres and will, where appropriate, recruit learners from government initiatives and youth training schemes.

Recruitment Information Packs

Recruitment packs including application forms, where appropriate, will be sent to all applicants within 2 working days of the initial query. The pack will include:

· information about Jobwise

· job description 

· application form if appropriate

· a guide to completing the application form if appropriate

· our Equal Opportunities Policy

· equal opportunities monitoring form and guidelines
Short listing
Prior to short listing the Director/Centre Manager/Managers must compile a person specification that identifies the key competencies that are required to do the job. These competencies should be rated as either essential or desirable and a decision made about how each competency will be assessed i.e. at interview, by test, on the application form, through a presentation etc. 

Short listing should be a joint exercise carried out by all members of the interview panel using a standard pro-forma. The pro-forma has a scoring mechanism that measures how well each applicant meets the criteria. The highest scoring applicants will be short listed for interview. 

Applicants with a disability must be short listed if they meet the minimum essential criteria for the job.

Interviewing

The interview panel should ensure that the candidates have a clear understanding of Jobwise that gives:

· a realistic picture of the job they are applying for

· details of what Jobwise can offer 

· a positive and realistic image of Jobwise as an employer

All members of the interview panel will be trained in interview techniques and our equal opportunities policy. All interview panels should consist of at least one trained or experienced manager.

The interview panel should consist of the line manager recruiting and at least one other person but no more than 3 in total. Other panel members could be: current team colleagues or someone with the required technical knowledge. When selecting the panel, the manager should be sensitive to the candidate profile (e.g. gender, age, ethnic background). 

The interview should be structured carefully and include questions designed to focus on the candidates ability to do the job. A set of core questions should be put to all candidates; however the interview panel will have the freedom to ask individual follow-up questions as appropriate. 
The interview panel should ensure that clear notes of the interview are entered on the interview record sheet giving reasons why the candidate was successful or unsuccessful. All documentation must be returned to the appropriate Manager and retained for the required period.

Presentations and Tests (if appropriate)

Presentations and tests can be an important indicator of the candidate’s ability to do the job. However any presentations or tests that the candidate is asked to perform must be shown to be relevant to the job criteria and the results measurable.  Any tests that are used will have been researched for objectivity and lack of cultural bias.

Feedback

At the end of the interview candidates should be told what will happen next and when they will be informed of the decision. Feedback should be offered to applicants who request it. Feedback should be given by members of the interview panel and should be constructive, concentrating on areas where the applicant can improve for future interviews.

Agency Recruitment

Agencies may be used for the recruitment of all staff in addition to the advertising methods mentioned previously.  
Recruitment from Minority Groups

In line with our Equal Opportunities Policy we will undertake to place advertisements in publications targeting minority groups e.g. Impact and Disability Now.

Care should be taken during the assessment process that equal value is given to skills and qualities gained through voluntary work and normal life. Overseas qualifications will also be considered as alternatives to standard UK qualifications. 

Monitoring of the Recruitment Process

The Centre Manager will provide a monitoring report to the Directors on a quarterly basis covering the following items:

· time taken to recruit (target 45 working days)

· time taken for interview notes to arrive back to the Centre Manager following interview (target 2 working days)

· time taken to send contract out following verbal offer (target 2 days)

· quarterly spend on recruitment

· % of staff recruited leaving within first 6 months

· % of staff recruited leaving within first 12 months

Recruitment and Other Jobwise Policies and Procedures

Staff Development Policy

Jobwise is recognised as an Investor in People and is committed to developing staff at all levels.  The recruitment and selection procedures will form the first part of the identification of training needs.  The Staff Development Policy covers direct employees and freelance associates.

Equal Opportunities Policy

Jobwise is an equal opportunities organisation and is fully committed to the active promotion of equality of opportunity in all aspects of the business.  

Appraisal

Staff appraisal, in which career and development objectives are discussed, is conducted on an annual basis for all permanent staff.  

Auditing the Recruitment Process

The Centre Manager will conduct a 100% survey of all new starters to assess the effectiveness of the recruitment process.

Staff Development Policy and Procedure
Jobwise Commitment

We are committed to a comprehensive staff development strategy as follows:

· Jobwise is recognised as an Investor in People. We are fully committed to developing staff at all levels in line with our business needs

· Jobwise has a staff development policy which covers direct employees and freelance associates.

Direct Employees

All direct employee posts have job descriptions.

Jobwise has a staff development budget which will be allocated according to business needs and priorities.

Where appropriate, Administrative staff work towards National Vocational Business Administration Qualifications, Training staff towards National Vocational Trainer and Assessor Qualifications and Managers towards National Vocational Management Qualifications.

All staff will be given the relevant training to carry out their roles effectively.

Where resources are limited, job training and training to meet business needs takes priority over personal development training needs.

Jobwise recruitment and selection procedures form the first stage in an identification of training needs.

All new employees have an induction programme with supporting materials. Induction is evaluated on completion.

As part of the induction process employees have a training needs analysis and agree an individual training plan. This links into the staff appraisal system.

Individuals are encouraged to select a range of interventions rather than choose solely directed training courses.

Development needs are reviewed on a regular basis - staff have quarterly supervisions with their line manager and the training plan is amended/updated accordingly.

Staff are appraised annually and development objectives and targets agreed.

Individuals are encouraged to be responsible for their own development and to establish clear personal career goals and targets.

Individuals have responsibility for updating their Personal Development Plans.

All staff are pre-briefed and de-briefed, before and after each intervention.

Jobwise’s training and development policy and practice is evaluated annually at management meetings. It is evaluated against business plans and objectives.

Freelance Associates

Freelance associates will receive an induction briefing into the company.

Freelance associates will keep a “Continuing Professional Development Record” on file that will be reviewed/updated annually.

Freelance associates will be offered the opportunity to attend relevant training events.

Maternity, Paternity, Parental and Adoption Policy and Procedures
Maternity Leave

Introduction

All employees who are pregnant are entitled to certain statutory maternity rights.  This section sets out these rights and the procedure that you need to follow in order to secure your maternity rights.

Time off for Ante Natal Care

All pregnant employees are entitled to reasonable paid time off to attend ante natal appointments if so advised by a medical practitioner, registered midwife or registered health worker.

In order to cause minimal disruption to the working day, the Company requires that the appointments are arranged as near to the start or end of the working day as possible.

Except in the case of her first appointment, the employee must be prepared to show Jobwise on request:

· a certificate from a registered medical practitioner, registered midwife or registered health visitor confirming that she is pregnant; 

and

· an appointment card or some other document showing that an appointment has been made.

Ordinary Maternity Leave

All women are entitled to 26 weeks ordinary maternity leave regardless of their length of service or hours of work.

Additional Maternity Leave

Women who have completed 26 weeks’ continuous service with their employer by the beginning of the 14th week before their Expected Week of Childbirth (EWC) can take additional maternity leave. Additional maternity leave starts immediately after ordinary maternity leave and continues for a further 26 weeks. 
Commencement of Maternity Leave

Women must notify Jobwise of their intention to take maternity leave by the end of the 15th week before her EWC, unless this is not reasonably practicable. She must tell her employer: 

· that she is pregnant 

· the week her baby is expected to be born 

· when she wants her maternity leave to start

Women can change their mind about when they want to start their leave providing they tell Jobwise at least 28 days in advance (unless this is not reasonably practicable).

Jobwise are required to respond to a woman’s notification of her leave plans within 28 days unless the woman has varied that date, in which case Jobwise will respond within 28 days of the start of maternity leave. Jobwise will write to the employee, setting out the date on which she is expected to return to work if she takes her full entitlement to maternity leave.

Women can choose when they want their maternity leave to start.  It can commence at any time from the 11th week before the EWC.

A woman’s maternity leave starts automatically if she is absent from work for a pregnancy related illness during the four weeks before the start of her EWC, regardless of when she has said she actually wants her maternity leave to start.

Statutory Maternity Pay

Women are entitled to Statutory Maternity Pay SMP for 26 weeks and get:

· SMP from Jobwise is worth 90% of the woman’s earnings for 6 weeks, followed by 20 weeks at £106 per week (or 90% of earnings for the full 26 weeks if this is less than £106 a week). 

Qualifying Conditions for SMP

To qualify for SMP women must be:

· Employed by Jobwise in the 15th week before the week their baby is due

· Employed by Jobwise without a break for at least 26 weeks into the 15th week before their baby is due

· Earning enough on average for it to be relevant for National Insurance (NI) purposes.  (This amount is lower than the amount when you have to start paying NI contributions.) 

Payment of SMP

SMP will be paid in the same way as normal salary and is subject to deductions such as Income Tax, National Insurance and any other lawful deductions from pay.

Early Childbirth

If childbirth occurs prior to the 11th week before the EWC, the maternity leave will automatically commence on the date of such birth.  Women will still be entitled to SMP if they qualify.

Maternity Allowance

Where women do not qualify for SMP, they may be entitled to claim maternity allowance from the Benefits Agency.
Returning to Work After Maternity Leave

There is no longer provision for an employer to write to a woman before the end of her ordinary maternity leave period to ask the date on which her child was born and whether she intends to return after her additional maternity leave period. This means that a woman who intends to return to work at the end of her full maternity leave entitlement is not required to give any further notification to her employer.

An employee who wants to return to work before the end of her maternity leave needs to give her employer 28 days' notice of the date she wants to return to work. 

Postponement of Right to Return 

Women can postpone their return to work at the end of an extended maternity leave by up to 4 weeks, (on 1 occasion), only if they are prevented from returning by reason of illness or injury and have a doctor’s certificate covering this period.

Contractual Benefits 

During the 26 weeks basic maternity leave period, all contractual benefits, except remuneration, will continue.

Suspension on the Grounds of Health and Safety

Where on medical grounds it is not safe for a woman to continue in their normal job because they are pregnant or have recently given birth, they will either be offered suitable alternative work or, if none is available, be suspended on medical grounds on full pay.

The circumstances where this will apply are covered by statute or statutory instrument.  Please contact the Centre Manager for further details.

Protection from Detriment and Dismissal 

Employees are protected from suffering unfair treatment or dismissal for taking, or seeking to take, maternity leave. Employees who believe they have been treated unfairly should inform their line manager in writing immediately. 

Paternity Leave

Following the birth of a child paternity leave and pay will give eligible employees the right to take paid leave to care for the child or support the mother. 

Paternity Leave is for the purpose of caring for a new-born baby or adoptive child and supporting the mother or adoptive parent.

The same right to leave exists for stillbirths if born after 24 weeks of pregnancy. 

Eligibility

Employees must satisfy the following conditions in order to qualify for paternity leave. They must: 

· have or expect to have responsibility for the child’s upbringing 

· be the biological father, the mother's husband or partner (including same sex couples) or one member of a couple who have jointly adopted a child

· have worked continuously for Jobwise for 26 weeks ending with the 15th week before the baby is due (or the week in which a match is made with a child for adoption) and continue to work for their employer until the baby's birth.

Jobwise can ask their employees to provide a self-certificate as evidence that they meet these eligibility conditions.

Length of Paternity Leave  
Eligible employees can choose to take either one week or two consecutive weeks’ paid paternity leave (not odd days). This is in addition to 13 weeks unpaid parental leave.

They can choose to start their leave: 

· from the date of the baby’s birth (or child’s placement) or later as long as leave is taken within 56 days of the birth

· from a chosen number of days or weeks after the date of the child’s birth (whether this is earlier or later than expected), or 

· from a chosen date later than the first day of the week in which the baby is expected to be born. 

An employee who has adopted a child from overseas must arrange for leave to be taken within 56 days from the date on which the child entered the Great Britain.
Leave can start on any day of the week on, or following the child’s birth but must be completed: 

· within 56 days of the actual date of birth of the child, or 

· if the child is born early, within the period from the actual date of birth up to 56 days after the first day of the expected week of birth. 

Only one period of leave is available to employees irrespective of whether more than one child is born as the result of the same pregnancy. 

Statutory Paternity Pay 

During their paternity leave, most employees are entitled to Statutory Paternity Pay (SPP) from Jobwise.

Statutory Paternity Pay is paid by Jobwise for either one or two consecutive weeks as the employee has chosen. The rate of Statutory Paternity Pay is the same as the standard rate of Statutory Maternity Pay, this will be £106 a week or 90% of average weekly earnings if this is less than £106. 

Notice of Intention to Take Paternity Leave

Employees must inform Jobwise of their intention to take paternity leave by the end of the 15th week before the baby is expected, unless this is not reasonably practicable. They must tell Jobwise: 

· the week the baby is due 

· whether they wish to take one or two weeks’ leave 

· when they want their leave to start

Employees can change their mind about the date on which they want their leave to start providing they inform Jobwise at least 28 days in advance (unless this is not reasonably practicable). Employees must tell Jobwise the date they expect any payments of SPP to start at least 28 days in advance, unless this is not reasonably practicable. 

Self Certificate 

Employees must give Jobwise a completed self-certificate as evidence of their entitlement to SPP. Jobwise can also request a completed self-certificate as evidence of entitlement to paternity leave. The self-certificate must include a declaration that the employee meets certain eligibility conditions and provide the information specified above as part of the notice requirements.

By providing a completed self certificate, employees will be able to satisfy both the notice and evidence conditions for paternity leave and pay. Jobwise will not be expected to carry out any further checks. 

Contractual Benefits 

Employees are entitled to the benefit of their normal terms and conditions of employment, except for terms relating to wages or salary (unless their contract of employment provides otherwise), throughout their paternity leave. However, most employees will be entitled to SPP for this period. If the employee has a contractual right to paternity leave as well as the statutory right, he may take advantage of whichever is the more favourable. Any paternity pay to which he has a contractual right reduces the amount of SPP to which he is entitled. 

Return to Work After Paternity Leave 

Employees are entitled to return to the same job following paternity leave. 

Protection from Detriment and Dismissal 

Employees are protected from suffering unfair treatment or dismissal for taking, or seeking to take, paternity leave. Employees who believe they have been treated unfairly should inform their line manager in writing immediately. 

Parental Leave

All employees who have been employed for a period of not less than one year and has responsibility for a child are entitled to have parental leave for a period of 13 weeks in respect of each individual child, for the purpose of caring for that child.  The maximum amount of leave which may be taken in any one year period is 4 weeks for each child, and may only be taken in blocks of one week.

Parental leave may be taken as soon as the child is born or adopted and the right will last until the child reaches the age of five, or in the case of an adopted child, until five years from the date of adoption.

Employees who already have children should note that the child must have been born or adopted on or after 15 December 1999, and be under the age of 5.  A child that is adopted on or after this date must be under the age of 18, and the right for parental leave will exist for a period of 5 years from the date of adoption, or until the child reaches the age of 18, whichever is the sooner.  

There is no statutory requirement that such leave be with pay and therefore must be taken as unpaid leave.

Women may take parental leave as an extension of their maternity leave period, subject to the prior written agreement of one of the directors.

All requests for parental leave should in the first instance be directed to your line manager, who will need to take into consideration business operational requirements.  It is important that you give your line manager at least 21 days written notice.  Your line manager will then refer your request to the Centre Manager and Directors, who will agree a mutually convenient time for you to take parental leave.

Adoption Leave

This applies where a child is matched and placed for adoption. The rights to adoption and paternity leave and pay entitle eligible employees to take paid leave when a child is newly placed for adoption.  

Start Dates 

Both paid adoption leave and paid paternity leave are available to employees where an adoption agency notifies the adopter of a match with a child on or after 6 April 2003. 

Both adoption and paternity leave and pay are also available to employees where an adoption agency notifies the adopter of a match with a child before 6 April 2003, but the child is placed on or after 6 April 2003 (special notice arrangements will apply). 

Eligibility for Adoption Leave and Pay

To qualify for adoption leave, an employee must be: 

· an adoptive parent of a child newly placed for adoption. It will not apply to step-family adoption or adoption by a child's existing foster careers as these do not involve the new placement of a child. 

· an employee who has at least 26 weeks' continuous service by the week in which they are notified of being matched with a child for adoption. 
· an employee who adopts a child from overseas

· one member of a couple where a couple adopt jointly (the couple must choose which partner takes adoption leave) 
The partner of an individual who adopts, or the other member of a couple who are adopting jointly, may be entitled to paternity leave and pay. 

Length of Adoption Leave 
Adopters are entitled to up to 26 weeks’ ordinary adoption leave followed immediately by up to 26 weeks’ additional adoption leave - a total of up to 52 weeks’ leave.   Additional adoption leave is unpaid. 

Employees can choose to start their leave: 

· from the date of the child’s placement (whether this is earlier or later than expected), or 

· from a fixed date which can be up to 14 days before the expected date of placement. 

Leave can start on any day of the week. 

Only one period of leave is available irrespective of whether more than one child is placed for adoption as part of the same arrangement. 

If the child’s placement ends during the adoption leave period, the adopter can continue adoption leave for up to eight weeks after the end of the placement. 

Statutory Adoption Pay 
During their adoption leave, most adopters are entitled to Statutory Adoption Pay (SAP) from their employers. 

Statutory Adoption Pay is paid by Jobwise for up to 26 weeks. The rate of Statutory Adoption Pay is the same as the standard rate of Statutory Maternity Pay this will be £106 a week or 90% of average weekly earnings if this is less than £106. 

Adopters who have average weekly earnings below the Lower Earnings Limit for National Insurance Contributions do not qualify for SAP. They should contact their adoption agency as they may be able to receive financial support in relation to their adoption payment. Additional financial support may be available through Housing Benefit, Council Tax Benefit or Tax Credits. Further information is available from your local Jobcentre Plus office or Social Security office. 

Notice of Intention to Take Adoption Leave 
Adopters must notify Jobwise of the day on which they expect their adoption leave to start within 7 days of being notified that they have been matched with a child for adoption. If this is not reasonably practicable, then as soon as is reasonably practicable. 

An employee who adopts a child from overseas must notify Jobwise of each of the following: 

· the date on which h/she received an official notification

· the date on which the child is expected to enter Great Britain

· the date the employee has chosen as the date on which his or her period of adoption should begin

· the date on which the child enters Great Britain.

For adoption pay, employees must notify Jobwise at least 28 days before they expect their pay period to start or if that is not reasonably practicable, then as soon as is reasonable practicable.

Adopters can change their mind about the date on which they want their leave to start providing they inform Jobwise at least 28 days in advance (unless this is not reasonably practicable). They must inform Jobwise of the date they expect any payments of SAP to start at least 28 days in advance, unless this is not reasonably practicable. 

Jobwise will respond to the employee’s notification of leave plans within 28 days.  Jobwise will write to the employee, setting out the date on which they expect the employee to return to work if the full entitlement to adoption leave is taken. 

Matching Certificate 
Employees must give Jobwise documentary evidence, from their adoption agency, as evidence of their entitlement to SAP. Jobwise can also ask for this as evidence of entitlement for adoption leave. Employees should ask their adoption agency for this documentary evidence, which may be provided in the form of a matching certificate, which includes basic information on matching and expected placement dates. 

Contractual Benefits 
Employees are entitled to the benefit of their normal terms and conditions of employment, except for terms relating to wages or salary (unless their contract of employment provides otherwise), throughout their 26 week ordinary adoption leave period. However, most adopters are entitled to SAP during this period. If the employee has a contractual right to adoption leave as well as the statutory right, he may take advantage of whichever is the more favourable. Any adoption pay to which he has a contractual right reduces the amount of SAP to which he is entitled.

During additional adoption leave, the employment contract continues and same contractual benefits and obligations remain in force, for example compensation in the event of redundancy and notice periods. 

Return to Work After Adoption Leave 
Adopters who intend to return to work at the end of their full adoption leave entitlement do not have to give any further notification to Jobwise. 

Adopters who want to return to work before the end of their adoption leave period must give Jobwise 28 days’ notice of the date they intend to return. 

Protection from Detriment and Dismissal 

Employees are protected from suffering unfair treatment or dismissal for taking, or seeking to take, adoption leave. Employees who believe they have been treated unfairly should inform their line manager in writing immediately. 

Sickness Absence Policy and Procedure
Sickness Pay
Company policy is to only pay statutory sick pay for employees off with sickness or injury.  Any payment made for periods of illness or absenteeism is entirely at the discretion of the Directors
How to Report Sickness Absence
If you are unable to attend work because of illness or injury you MUST TELEPHONE YOUR LINE MANAGER, by 9.00 am on each day of illness (earlier if possible), informing them of the reason for absence and the likely date of your return to work.  If you cannot contact a line manager, please contact the Centre Manager.  If your sickness absence is more than 1 day and you do not hold a Doctors note you must phone in by 9.00am every day of your sickness to inform your manager of your condition and when you will be returning to work.

Once the absence becomes a total of 7 consecutive days or more (this includes weekends and bank holidays) you must obtain a doctor’s certificate for incapacity to work and send it to the Centre Manager.  Once in receipt of a Doctors note you will not be required to call in on each day of sickness.  However, for each consecutive week of illness you are required to call in on each Monday morning.  Failure to notify the Centre Manager may result in no sick pay being paid.

If you are absent from work on three or more occasions, however short, in a three month period, your Line Manager will conduct a sickness absenteeism interview, and as a result of the meeting you may be required to undergo a medical examination. 

Please note that the Company may require that you be medically examined by a doctor of the Company’s choice prior to offering you employment or at any time thereafter.  The Company will meet the cost of any such examinations.  Unreasonable refusal or failure to comply with the Company’s rules may lead to disciplinary action which could eventually lead to dismissal.

Flexible working Rights Policy and Procedure
Parents of children aged under six or of disabled children aged under 18 will have the right to apply to work flexibly providing they have the qualifying length of service. Jobwise has a statutory duty to consider their applications seriously. 

The right enables mothers and fathers to request to work flexibly. It does not provide an automatic right to work flexibly as there will be circumstances when the employer is unable to accommodate the employee’s desired work pattern. 

The right is designed to meet the needs of both parents and employers, especially small employers and aims to facilitate discussion and encourage both the employee and the employer to consider flexible working patterns and to find a solution that suits them both. The employee has a responsibility to think carefully about their desired working pattern when making an application and Jobwise is required to follow a specific procedure to ensure requests are considered seriously.

Who Can Apply?

In order to make a request under the new right an individual will:

· be an employee 

· have a child under six, or under 18 in the case of a disabled child 

· be either - the child’s mother, father, adopter, guardian or foster parent, or - married to or the partner of the child’s mother, father, adopter, guardian or foster parent 

· have worked at Jobwise continuously for at least 26 weeks at the date the application is made  

· make the application no later than two weeks before the child’s sixth birthday or 18th birthday in the case of a disabled child

· have or expect to have responsibility for the child’s upbringing 

· be making the application to enable them to care for the child 

· not be an agency worker 

· not have made another application to work flexibly under the right during the past twelve months

What Kind of Changes Can Be Applied For?

Eligible employees will be able to request: 

· flexible working hours 

· job sharing 

· compressed working hours 

· annual hours working 

· self-rostering
· shift working
· staggered hours
· term time working 

· home working 

· extended leave 
Requests for Flexible Working

When making a request for flexible working employees should:

· state that it is such an application, (in writing) 

· specify the flexible working pattern applied for and the proposed date of starting 

· explain the effect, if any, the employee thinks the change would have on the employer and how, in their opinion, any effect would be dealt with 

· explain how the employee satisfies the relationship requirement with the child 

· state whether a previous application has been made to Jobwise and, if so, when 

The Procedure 

In brief the procedure is as follows: 

It is up to the employee to make an application in writing. The employee is only able to make one application a year under the right, and accepted applications will mean a permanent change to the employee’s own terms and conditions of employment unless otherwise agreed between both parties. 

Within 28 days of receiving the request, Jobwise will arrange to meet with the employee. This provides Jobwise and the employee with the opportunity to explore the proposed work pattern in depth, and to discuss how best it might be accommodated. 

Within 14 days after the date of the meeting Jobwise will write to the employee to either agree to a new work pattern and a start date; or to provide clear business grounds as to why the application cannot be accepted and the reason why the grounds apply in the circumstances and set out the appeal procedure. In the majority of cases this will be the end of the matter. 

All time periods can be extended where both Jobwise and the employee agree. Any extensions will be recorded in writing by Jobwise and copied to the employee.  Employees have the right to be accompanied at the hearing, or if an appeal is heard.
Appeal

The procedure provides an employee with the right to appeal against Jobwise’s decision within 14 days of being notified of it. The appeal process is designed to be in keeping with the overall aim of the right of encouraging both Jobwise and employee to reach a satisfactory outcome at the workplace.

Annual Holiday Entitlement Policy and Procedure
The holiday entitlement year begins on 1st January and ends on 31st December.

As a general rule annual leave cannot be taken during the probationary period.  

Normal holiday entitlement may not be transferred from one year to the next unless agreed with the Centre Manager.

Holidays of more than 2 consecutive weeks will not normally be permitted, unless specifically agreed with the Centre Manager.

It is important to note that as a small company the holiday period needs to be planned to ensure staff coverage.  Therefore, it is important to complete a Holiday Request Form following verbal agreement with your Line Manager.  The form should then be passed to the Centre Manager.

Jobwise reserves the right to refuse holiday periods requested when other members of staff have already booked these dates in advance. 

The annual holiday entitlement, in addition to statutory holidays, is as follows:

· From 1st January  - 15 days total per annum

· Plus the days the office is closed over Christmas and other bank holidays

· For staff with less than 12 months service pro-rata holiday entitlements will apply.  Precise details may be obtained from the Centre Manager
Holiday Payment on Termination of Employment 

Employees who leave the Company, for any reason, are entitled to payment in lieu of holidays accrued but not taken.  Please note that if more time than the actual holiday entitlement has been taken, recovery of payment for the excess days will be made from final pay.

Statutory Holidays

Current statutory public holidays are: 

· New Years Day

· Good Friday

· Easter Monday

· May Bank Holiday

· Spring Bank Holiday

· August Bank Holiday

· Christmas Day

· Boxing Day  

Should the statutory public holidays change you will be advised by the Centre Manager.

Application for Holidays

Holidays may not normally be taken without the prior approval of your immediate line manager.

Holiday Request Forms for each employee are maintained by the Centre Manager.

Applications for holidays should be submitted to your line manager as much in advance as possible, for any length of holiday, but in any event 28 days prior notice should be given as an absolute minimum for holidays of a week or more.  Your line manager will then check there is sufficient cover for your annual leave and assuming there is will forward your request to the Centre Manager whilst sending you a reply stating that the annual leave has been accepted.  The Centre Manager will then update the record sheet.  

If your leave has not been accepted for any reason your line manager will discuss this with you directly.  In some circumstances it may be that business needs change and your request for leave could be accepted at a later date.  It is your responsibility to discus with your line manager why this is the case.  You should then follow the application procedure as normal. 

Once holiday requests are approved it is your responsibility to ensure all Company diaries are updated.

If you wish to re-arrange or cancel any annual leave you have booked, please discuss this with your line manager who will inform the Centre Manager directly.

Procedure at a glance:

1. Employee checks there is sufficient cover

2. Employee  completes annual leave form and submits to the line manager 

3. Line manager either:

· Agrees Annual leave  by forwarding to the Centre Manager with cc to employee (Employee updates schedule)

Or

· Declines Annual leave and discusses reasons why with employee

Compassionate Leave Policy and Procedure
Jobwise recognises that events such as bereavement, a serious family problem or the need to tend a sick dependant may mean that you will need to spend time away from work.  

The needs of each member of staff in situations such as these will depend upon the nature of the problem and the individual concerned, so in each case an application for compassionate leave is decided upon its own merits.  

The Centre Manager and Directors will decide the amount of leave granted and whether it is paid or unpaid leave after consultation with your line manager.[image: image1][image: image2][image: image3][image: image4][image: image5][image: image6][image: image7][image: image8][image: image9]
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