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Introduction 

Welcome to South Kesteven District Council (“SKDC”) 

We are very pleased to be able to welcome you to SKDC.  This handbook has been prepared to provide you with the 
information that you will need as an employee.  It also aims to communicate information about SKDC, its business 
philosophy and services. 

We are delighted that you have decided to join us, and we wish you a very happy and rewarding career. 

Aidan Rave 
Chief Executive 

Our corporate strategy 

Before we talk strategy, let’s just remember why SKDC exists: to serve the best interests of our residents.  These 
interests are represented by SKDC’s 56 elected members who are, in turn, accountable to our residents. 

The corporate strategy is our response to the members’ political vision.  It is how we will deliver, not only for our elected 
members, but for the local people we all ultimately serve.  Our core strategic goal is to achieve complete and 
sustainable financial autonomy by 2025, through commissioning services that are relevant to our community and 
valued by those who use them. 

We will achieve this goal by focusing on three things: growth, agility and competitiveness. 

To make sure we achieve them, we’ve structured ourselves so that they are completely aligned with these three 
priorities so that whatever you do and wherever you sit in the organisation, you can trace a line to one or more of them.  
Let’s look at each in turn. 

We want to help South Kesteven to grow.  A growing population and a growing economy create jobs, secures 
infrastructure and attracts investment.  More housing means more council tax and more businesses mean more 
business rates.  Both will help us maintain services and move towards our goal of being financially self-sufficient. 

When we talk about being an agile organisation, we mean being as lean as possible – or, if you prefer, only as large as 
we need to be - while being able to maintain our effectiveness in the long-term.  Of course, being an agile organisation 
increases the importance of ensuring that every member of the team is highly motivated, highly capable and multi-
skilled. 

Finally, we need to ensure that the services we provide are relevant, commercially competitive and delivered to a high 
standard.  While we have a duty to deliver some services, many are discretionary.  But all our services will be high 
quality, good value and contribute positively to the daily lives of the people of the district. 

Our values and behaviours 

The culture of any organisation is made up of the values and behaviours that characterise it, so if we want a culture that 
enables us to deliver, we’re going to have to define the behaviours we want to align with and measure how well we’re 
all performing against them.  This won’t happen instantly and on occasions we may well fail to live up to our own 
expectations, however, nothing worthwhile ever came easy, so as well as expectations the following are also targets to 
guide us to becoming a better council: 

Accountability.  In order to succeed we will need a culture of accountability throughout SKDC.  Everyone at every level 
will need to be responsible for what they do; willingly taking ownership for their actions and decisions and being a 
reliable, dependable member of the team, often going beyond the normal terms of employment.  We cannot work 
flexibly without accountability. 

Flexibility.  We can’t be set in our ways if we are going to succeed, so flexibility matters.  It might be flexibility in terms 
of the hours you do, the way you work or where you work.  We can’t afford to do things the same way just because 
‘that’s the way it’s always been done’.  Our performance will be measured in outcomes and those outcomes will 
contribute to achieving our strategy. 

Agility.  Related to flexibility is agility.  SKDC’s needs are going to change over time and we need people who can respond 
to those changes, who can move freely between teams and who want to stretch themselves by being trained to be 
better at more things. 

Equity.  Every member of the SKDC team matters, irrespective of their rank or position.  This hasn’t always been the 
case in the past, but it will be in the future.  All of us should expect to be treated with respect and dignity and doors 
should be open.  We will all be held to account for this. 
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Networking.  We learn from each other and from external partners, so we need to be better at networking.  Our 
networks hold the key to raising our profile, improving our performance, discovering better ideas and developing 
ourselves. 

Learning.  We are constantly learning from everything we do, regardless of success or failure.  When we do something 
well, that knowledge can help us repeat and refine what we do in the future.  We clearly won’t seek failure, but neither 
will we be frightened of it.  And if we fail, we will learn from it and not seek to just apportion blame (see ‘accountability’, 
above). 

Talent.  Having a diverse and talented team is fundamental to our success.  However, a person’s real talent isn’t always 
obvious; sometimes it’s overlooked, other times it may be hidden or ignored.  Sometimes it’s a talent the person didn’t 
realise they had.  Harnessing talent will be everyone’s job, not just HR or senior managers. 

How to use this handbook 

This handbook has been organised into three main sections: 

1. Beginning Employment 
In this section, you will find everything you need to know about starting employment with us; including what 
documentation we need from you in order to get you started as smoothly as possible. 

2. During Employment 
In this section, you will find information about your benefits.  This section also provides information about our 
employment policies and procedures. 

3. Ending Employment 
Naturally, we hope that you will stay with us for a long time and enjoy a rewarding career with us.  This section 
provides information on what you need to do, should you leave SKDC. 

Handbook factsheets 
Where appropriate, “handbook factsheets” are referred to, which provide more comprehensive information on 
particular aspects of employment, available on our intranet at http://monty/. 

Employment forms 
Employment forms for completion by the employee, are also referred to in each section where appropriate, to ensure 
we obtain all the information we need in a consistent, standardised way, available on our intranet at http://monty/. 
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Beginning Employment 

Documentation required to get you started 

To help us get you started with SKDC, we need you to provide us with the following information as quickly as possible: 

• Signed copy of your “Principal Statement of Main Terms and Conditions” 

• F022 HMRC RTI Starter Declaration 

• F041 Nomination of Death Benefits Form 

• Proof of qualifications 

• Driving licence 

• Driving licence BETA check code 

• Passport (to comply with the Immigration and Asylum Act) 

• P45 from your last employer 

Your induction programme on joining us 

When you join SKDC, you will be provided with a comprehensive induction programme which aims to help you settle 
into your new role as quickly as possible and share with you the things you need to know.  We will also ensure that you 
are issued with the equipment that you need to do your job as quickly as possible. 

The probation period 

All offers of employment by SKDC are made conditional upon completing satisfactorily a probation period of six months.  
This period may be extended or reduced by us. 

We will give you feedback during your first month, at twelve weeks and at 24 weeks on how you are doing and provide 
you with the opportunity to raise any questions or concerns that you may have. 

We are confident that your decision to join SKDC is the right one.  However, where we have concerns, after you have 
started employment, it is our aim to help you achieve the standards of performance and where appropriate, to provide 
you with support, should it be relevant. 

During the six-month period we will monitor your performance against the following (although not exhaustive) criteria. 

• Your performance to your job objectives 

• Attitude and flexibility 

• Attendance/timekeeping  

• Relationships with colleagues and service users where appropriate 

• Your fit with our culture 
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During Employment 

Holiday policy including requesting leave 

Staff employed on a five-day working week basis are entitled to 25 days of holiday during each holiday year in addition 
to the usual bank and public holidays (pro rata for part-time staff).  You will be paid your normal basic remuneration 
during such holidays.  SKDC's holiday year runs between 1st April and 31st March.  If your employment commences part 
way through the holiday year, your holiday entitlement during your first year of employment shall be calculated on a 
pro rata basis.  This holiday allowance will increase by five days in the holiday year following your completion of five 
years of service. 

Up to five days annual leave can be carried forward into the next holiday year by agreement with your line manager. 

All holiday requests must be made through iTrent or manager request and must be approved by your line manager, 
who will make every effort to meet your request, taking into account the needs of the business and other team member 
holiday commitments. 

Sickness policy including reporting absence 

SKDC operates a sick pay scheme providing payment for your sickness/injury.  Periods of paid sickness are determined 
by length of service and are in accordance with the National Scheme.  Allowances are as follows: 

SKDC will pay, (where appropriate) any Statutory Sick Pay (SSP) in accordance with the rules and entitlements in force 
at the time.  Sick pay and SSP will not be paid where the employee has failed to comply with SKDC’s absence notification 
procedure. 

The period of allowance will be calculated on a rolling year basis.  All absences in the twelve months immediately 
preceding the first day of any sickness absence will be deducted from the maximum period of allowance.  The balance 
of allowance will be allocated to the latest sickness absence.  Entitlement to these periods of sick pay does not confer 
an entitlement for you to be continually employed for these periods. 

As a matter of good practice, SKDC offers guidance to both employees and managers concerning absence.  In certain 
circumstances sickness visits are undertaken by the HR team in consultation with line managers. 

If you are unwell during a period of annual leave you must notify your manager or the nominated person on the day 
that you become unwell.  You must obtain a fit note from your GP and submit this during your week of annual leave.  
Your annual leave record will then be amended.  If you have to pay for this fit note, SKDC will reimburse the cost. 

In the event of an absence arising from a third-party accident and the employee successfully recovering damages, the 
employee shall reimburse SKDC the cost of any sick pay paid by SKDC. 

Further details regarding sickness absence and pay are contained within The National Scheme, a copy of which can be 
obtained from the HR team. 

Absence notification procedure 
This procedure covers time off work without prior approval from SKDC and absence due to sickness, accident or injury 
of the employee only. 

If you are going to be absent from work, you should speak to your manager (or nominated person) personally by phone 
as soon as possible, preferably prior to the time that you start work, no later than one hour after your normal start time 
on your first day of absence, advising them of your reason for absence.  If your absence is for reasons other than sickness 
this will be dealt with using the special leave policies. 

During the first seven calendar days of absence, you should speak to your manager again at the end of each day of absence 
to advise whether you will be returning the following day.  Texting, emailing. use of social media and asking a spouse or 
friend to ring on your behalf are not normally acceptable forms of communication.  However, in very exceptional 
circumstances  i.e. hospital admission it may be acceptable for someone to contact your manager on your behalf. 

Length of service at date of 
first day of current absence 

Maximum benefit (including SSP) in preceding rolling 12-month 
period commencing from first day of current absence 

(pro rata for part-time) 

Up to 4 months 1 month’s full pay 

5 months to 1 year 1 month’s full pay and 2 months’ half pay 

1 year to 2 years 2 months’ full pay and 2 months’ half pay 

2 years to 3 years 4 months’ full pay and 4 months’ half pay 

3 years to 5 years 5 months’ full pay and 5 months’ half pay 

5 years plus 6 months ‘full pay and 6 months’ half pay 
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If you are absent for more than seven days including weekends, you must obtain a medical certificate (Fit Note) from 
your GP.  This and any subsequent certificates should be forwarded to your manager as soon as possible.  There may 
be occasions when your manager asks you to provide a fit note for an absence of less than seven calendar days.  If your 
GP charges you for this SKDC will reimburse you the cost. 

If your GP indicates you “may be fit for work” on a Fit Note, you will be invited to attend a meeting with your manager, 
before you are able to return to work. 

On your return to work a “Return to Work” interview will be held. 

Failure to comply with the above-mentioned notification procedure will invalidate any entitlement to sick pay. 

Medical appointments 
For normal doctor, dentist or other medical appointments, please notify your manager regarding the date and time.  
Appointments should be booked ideally outside of your normal working hours.  Where this is not possible you may be 
asked to make the time up.  This will be at the discretion of your manager.  It will not count as sick leave unless you are 
absent for half a day or more.  Reasonable paid time off for emergency treatment and hospital appointments will be 
allowed taking account of the nature and location of the appointment. 

Managing absence in the workplace 
In order to help us monitor and control absence in the workplace you will be required to attend a “Return to Work” 
interview with your manager upon your return to work from any period of sickness absence.  Where an employee has 
an unacceptable level of short-term unrelated absences or an underlying long term medical condition, this will be 
discussed with the employee under the capability procedure.  Further information on how absence is managed in the 
workplace can be found in the handbook factsheet below. 

Handbook Factsheet 11 - Managing Absence at Work 

Long service awards 

In order to encourage retention of skills and reward loyalty to SKDC, we operate a long service award scheme on the 
following basis and is awarded when the employee leaves SKDC: 

Death in service benefit 

SKDC provides you with a death in service benefit of a one-off payment of £1,500 to your next of kin within the rules of 
the scheme, if you are on a permanent contract.  Please complete a F041 Nomination of Death Benefits Form on our 
intranet so that your wishes are recorded on your personnel file.  Further details of the scheme can be provided on 
request from the HR team. 

F041 Nomination of Death Benefits Form 

Employee assistance programme 

SKDC provides staff with access to a confidential employee assistance programme (EAP).  The EAP is only available to 
the employees of SKDC.  Information is available on our intranet or from your line manager. 

Season ticket loans 

After successful completion of the probationary period, employees are eligible to receive an interest free rail, 
underground or coach season ticket loan subject to the following conditions: 

• Monthly repayment deductions will be made from your salary, the whole of the amount being repaid by the time 
the ticket expires 

• The balance of the loan is immediately repayable at any time at SKDC’s request 

• The balance of any loan must be repaid or will be deducted from your salary, as determined by SKDC when you 
leave SKDC’s employment or “cash in” the ticket for any reason 

Requests for a season ticket should be made by completing a F093 Season Ticket Request form, available from our 
intranet. 

F093 Season Ticket Request Form 

Length of service: Gift to the value of: 

15 years or over £50 

25 years or over £90 

35 years or over £150 
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Career break 

Guidance can be found in the handbook factsheet below. 

Handbook Factsheet 31- Career Break 

Flexi-time 

Guidance can be found in the handbook factsheet below. 

Handbook Factsheet 33 – Flexi-time 
F101 Flexi-time Recording Form 

Flexible retirement 

Guidance can be found in the handbook factsheet below. 

Handbook Factsheet 34 – Flexible Retirement 

Secondment 

Secondments are the temporary movement or “loan” of an employee to another part of SKDC (internal secondment) 
or to a separate council (external secondment).  Guidance on secondment can be found in the handbook factsheet 
below. 

Handbook Factsheet 32 - Secondment 

Pension scheme 

You will be automatically enrolled into SKDC’s pension scheme in accordance with SKDC’s policy on postponement 
and the relevant statutory rules in force if you are assessed as an eligible jobholder.  Further information can be found 
in the handbook factsheet below. 

Handbook Factsheet 39 –Pension Policy Statement 

Salary payment 

Your salary will be paid into your bank or building society account on the third Friday of the month.  SKDC may amend 
this payment date from time to time. 

Expenses 

All reasonable “business” expenses incurred during the course of your employment, where authorised by SKDC prior to 
the expense being incurred, will be refunded to the employee.  Expense claims should be submitted through iTrent. 

National Joint Council (NJC) job evaluation scheme 

To ensure that staff are given equal pay for work of equal value there is a grading structure in place.  Each role is graded 
alongside the 13 factors in the scheme.  All newly created jobs are evaluated, and if the content of an existing job is to 
change, or has changed significantly over time, that job may also be re-evaluated which may result in the grade going 
up or down. 

Once a job evaluation outcome has been communicated to the staff member they will have seven calendar days to 
notify the HR team in writing if they wish to appeal.  The appeal process and further details of the scheme can be found 
in the handbook factsheet below. 

Handbook Factsheet 36 – NJC Job Evaluation Scheme 

Special leave policies 

• Maternity leave 
SKDC complies with the statutory requirements and offers some additional benefits where stated in the maternity 
handbook factsheet.  Details are provided in the handbook factsheet below. 

Handbook Factsheet 01 - Maternity 
F004 Maternity Statement of Intent Form 
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• Paternity leave 
SKDC complies with the statutory requirements and offers some additional benefits where stated in the paternity 
handbook factsheet.  Details are provided in the handbook factsheet below. 

Handbook Factsheet 02 - Paternity 
F005 Notification of Request to Take Paternity Leave Form 

• Adoption leave 
SKDC complies with the statutory requirements and offers some additional benefits where stated in the adoption 
handbook factsheet.  Details are provided in the handbook factsheet below. 

Handbook Factsheet 03 - Adoption 
F006 Adoption Statement of Intent Form 

• Shared parental leave 

SKDC complies with the statutory requirements.  Details are provided in the handbook factsheet below. 

Handbook Factsheet 21 – Shared Parental Leave 
F089 Notification of Entitlement and Intention to Take Shared Parental Leave Form 
F090 Shared Parental Leave Partner Declaration Form 

• Flexible working requests 
SKDC complies with the statutory requirements.  Details are provided in the handbook factsheet below. 

Handbook Factsheet 04 - Flexible Working 

• Parental leave 
SKDC complies with the statutory requirements.  Details are provided in the handbook factsheet below. 

Handbook Factsheet 05 - Parental Leave 
F007 Parental Leave Request Form 

• Leave for family or domestic reasons 
Employees are entitled to take a reasonable amount of time off during their normal working hours for family or 
domestic reasons.  Details are provided in the handbook factsheet below. 

Handbook Factsheet 06 - Time Off for Dependants 

• Compassionate leave 
SKDC will normally grant up to five days of compassionate leave in circumstances where an employee has to make 
arrangements for family bereavements of immediate family members in line with the table below: 

In exceptional circumstances a manager may authorise additional paid leave at their absolute discretion.  You should 
complete a F009 Time Off for Compassionate Leave Form to request bereavement leave. 

F009 Time Off for Compassionate Leave Form 

• Time off for public duties 
An employee may request reasonable time off work to perform specified public duties such as a Justice of the Peace.  
An employee requesting time off for public duties, should in the first instance seek further clarification from the HR 
team.  Where time off for compulsory public duties such as jury service is ordered, please contact the HR team for 
further guidance. 

• Service in the reserve forces 
The reserve forces include the Royal Naval Reserve, Royal Marines Reserve, Territorial Army and Royal Auxiliary Air 
Force.  So that we can support you, new recruits who are already are reservists or existing staff who are or intend to 
become reservists must inform their line manager as soon as possible. 

SKDC will grant up to five days paid leave in any one year to help you meet your commitments to the reserve forces, 
such as attending camps and training courses.  You will need to provide evidence to your line manager that you need 
to take time off as a reservist, e.g. letter from your commanding officer. 

Any additional time off for reservist activities must be taken out of your normal holiday entitlement.  SKDC will do its 
best to accommodate any request for such leave, however this cannot be guaranteed. 

Family Member Maximum number of days paid 

Mother, Father, Child, Spouse, Brother, Sister, Uncle, Aunt, Cousin, 
Grandparent, Mother-in-Law, Father-in-Law, Niece, Nephew 

5 days 
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Homeworking 

Details of SKDC’s policy and guidance on homeworking can be found in the handbook factsheet below. 

Handbook Factsheet 15 - Homeworking 

Driving on SKDC business 

SKDC recognises that driving on SKDC business is, for some employees, a significant part of their daily routine and that 
risks arising from such activities need to be effectively managed.  As such, SKDC wishes to remind all employees that 
whilst driving their vehicle or a SKDC pool vehicle on SKDC business, they should not place themselves or others at risk.  
Accordingly, outlined below are a number of simple measures that should be taken to reduce the risk of injury. 

Employees are reminded that they need to ensure their private vehicle is properly insured for ‘business use’ if used 
on SKDC business. 

The driver acknowledges that they: 

• Hold a valid driving licence 

• Have read and will comply with the advice notes on routine vehicle safety checks within the car handbook/manual 

• Know how to correctly adjust safety equipment, e.g. seat belts and head restraints 

• Know how to properly use vehicle safety equipment 

• Know what actions to take to ensure their own safety following a breakdown or accident 

• Are aware that they must not drive whilst taking a course of medicine without seeking the opinion of a medical practitioner 

• Satisfy all health and safety and general conditions by law as set out in relevant documentation e.g. Highway Code 

The driver acknowledges that they:  

• Will ensure that their private vehicle is insured for business use (if used on SKDC business), is taxed and, if over 
three years old, possesses a valid MOT certificate 

• Will maintain the vehicle in accordance with manufacturer’s recommendations 

• Will ensure that safety equipment is used and in good working order 

• Know how to: 
- Perform regular routine checks e.g. oil, water, tyre pressures, lights etc 
- Adjust headlamp beams, where appropriate 
- Adjust head restraints 
- React when their vehicle has a fault or is considered unsafe for use 

• Will wear a seat belt 

• Are aware of ergonomic factors that can influence and promote good posture and safe driving techniques 

The driver acknowledges that they will:  

• Consider the safest route 

• Allow adequate time to reach the destination 

• Resist driving when excessively tired 

• Consider alternative methods of transport 

• Plan journeys so that they are not so long as to contribute to fatigue 

• Consider rescheduling journeys to take account of adverse weather conditions 

• Not feel pressurised to complete journeys for whatever reason 

Mobile phones and other communication devices 
The driver acknowledges that whilst driving their vehicle on SKDC business, they will: 

• Not operate under any circumstances a mobile phone or any other mobile communication device whilst 
driving, where a legally compliant hands-free kit is not fitted 

• Where a legally compliant hands-free kit is fitted, not operate a mobile phone or any other mobile 
communication device unless it is safe and legal to do so 

• Only where it is safe to do so, stop, park and switch off the engine to check text/voice and email messages 

Monitoring of road safety compliance 
The driver agrees to: 

• Upon request of SKDC provide evidence of a valid driving licence 

• Upon request of SKDC, where their private vehicle is used for business use, provide evidence of: 
- Valid motor insurance 
- MOT (where appropriate) 
- Vehicle maintenance record 

• Report road incidents whilst driving on SKDC business 

• Advise SKDC of any points/motoring convictions received for driving offences and report immediately to SKDC 
should they accumulate nine points for driving offences 
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• Immediately inform SKDC if they are disqualified from holding a driving licence 

• Advise SKDC immediately should they commence taking any medication which is likely to impair their driving 
ability or if they are advised by a medical practitioner not to drive on health grounds 

SKDC pool cars 

Details of the SKDC’s pool car policy can be found in the handbook factsheet below. 

Handbook Factsheet 14 – SKDC Pool Cars 

Telephone and mobile phones 

The purpose of this policy is to protect the interests of SKDC and all employees from misuse of the telephone network.  
It also makes it clear that employees cannot expect their business telephone conversations to remain private, as SKDC 
is entitled to record and monitor employee business telephone calls for the purposes listed below. 

Recording/monitoring 
SKDC may monitor and record telephone conversations to service users conducted on business telephone lines, for the 
following purposes: 

• To establish the existence of facts relevant to the business - this means that telephone conversations are 
recorded, so that, if need be, the facts of any particular conversation may be checked 

• To ascertain or demonstrate standards which are or ought to be achieved by employees using the telephone 
network - this includes monitoring for the purposes of quality control and employee training 

• To prevent or detect crime - an example would be monitoring or recording to detect fraud or corruption 

• To investigate or detect the unauthorised use of the telephone network - this includes monitoring to ensure 
that employees do not breach SKDC rules or policies on the use of the telephone network 

• To ensure the effective operation of the system - this includes monitoring for faults on the system 

Private telephone calls including private calls from SKDC mobile phones 
SKDC maintains telephone systems in order to assist the conduct of the business and telephone calls should only be made or 
received in this context.  SKDC permits short, occasional and reasonable personal use of the telephone systems, provided that 
this does not interfere with the performance of an employee's duties.  Any employee making excessive personal telephone 
calls may be subject to SKDC's disciplinary procedure and/or may be required to repay the full/part cost of the calls. 

Employee owned mobile phones 
The use of personal mobile phones is not permitted during office hours unless required for emergency purposes.  All personal 
mobile phones that are not required for business use should normally be turned to silent during normal office hours. 

IT policy 

Internet/email use 
This policy contains important rules concerning the use and monitoring of SKDC’s IT systems and provides particular guidance 
on email and access to the internet.  The policy explains how SKDC's PCs, computer systems, email and internet access must 
be used.  It explains what you are allowed to do and what is prohibited, and it sets out SKDC's right to intercept 
communications for specified purposes.  The policy also sets outs principles and protocols for the use of social media. 

Failure to comply with the rules set out in this policy may, after investigation: 

• Lead to disciplinary action being taken against you, which, depending on the seriousness of the breach, could 
include dismissal for a first offence 

• Result in criminal and/or civil liability claims against you 

It is vital that you read this policy carefully.  If there is anything you do not understand, it is your responsibility to ask 
your manager. 

Email is considered to be a corporate asset and a critical component of SKDC's computer systems.  The email system 
has been provided to support SKDC's business and the contents are therefore the legal property of SKDC. 

The reason an IT policy is required is to protect the interests of SKDC and all employees from misuse of the computer 
equipment and systems.  It also makes it clear to you that you cannot expect your email communications to remain 
private, as SKDC is entitled to read and monitor your email communications, both business and personal, sent/stored 
on SKDC-owned hardware/software for the purposes listed below. 

System misuse can be broken down into a number of areas, which include: 

• Viruses 
Files from any removable media and emails received that contain a virus which could damage the PC/Network 
and SKDC data stored thereon 
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• Forgery 
Most documents (Word etc.) on any removable media or attached to an email can be altered and saved back 
to the original disk or email 

• Harassment 
Any unwanted conduct affecting the dignity of men and women at work may be deemed as harassment.  
Harassment can arise from a single incident or persistent actions 

• Defamation 
A libellous statement regarding an individual or SKDC 

• Unauthorised use 
Any use by you of the computer systems which falls within the “Unauthorised Use” section 

In each case both the individual and/or the organisation sending the email/attachment can be prosecuted.  Email can 
be used as evidence in legal proceedings and is disclosable in any legal action commenced against SKDC relevant to the 
issues set out in the email.  It is therefore vital for email messages to be treated like any other form of correspondence. 

Monitoring 
SKDC reserves the right to retrieve the contents of messages or check searches which have been made on the internet 
for the following purposes: 

• To establish the existence of facts relevant to the business - this may include keeping records of transactions and other 
communications in cases where it is necessary or desirable to know the specific facts of a particular communication 

• To ascertain or demonstrate standards which are or ought to be achieved by individuals using the system - this could 
include monitoring for purposes of quality control or staff training 

• To prevent or detect crime - for example, monitoring or recording to detect fraud or corruption 

• To investigate or detect the unauthorised use of computer systems - for example monitoring to ensure that you do not 
breach the terms set out in this policy 

• To ensure the effective operation of the systems - this may include monitoring for viruses or other threats to the system 

• For the purpose of determining whether or not communications are relevant to the business - for example, opening 
email accounts in order to access business communications if you are away from the office 

Computer system and cyber security policy 
SKDC's computer systems are to be used solely for SKDC's business purposes (with the limited exception provided for 
email/internet usage set out below).  Any other unauthorised or inappropriate use is likely to be regarded as a 
disciplinary offence and will be dealt with, as appropriate, under SKDC's disciplinary procedure. 

The measures below must be adhered to at all times by all staff to ensure our system’s security across email and the 
computer network is not compromised or at risk of being penetrated by a cyber attack (computer hacker). 

• Unauthorised access to the system or the unauthorised use of another employee's password(s) is a disciplinary offence 

• Your password is not to be divulged to a third party and you should not perform functions against any password other 
than your own 

• You must change your password if it becomes known to others 

• You must not install any hardware/software on any PC within SKDC without prior written permission from the IT 
coordinator and your manager.  This includes screensavers, wallpaper and removable media including USB devices 

• You must not use or permit others to make or use copies of computer software without written authority from the IT 
coordinator 

• You must not disclose or use computerised personal data relating to individuals or companies for any other purpose 
than those set out in SKDC’s privacy policies 

• You must check any data or software supplied from an external source, using the virus protection software, before use 

• You are responsible for the security of IT equipment (when taken off SKDC's premises) and must therefore take the 
necessary precautions to prevent loss or damage 

• You must log off from, or lock, your PC when it is left unattended 

• You must only distribute SKDC confidential messages to internal personnel.  Forwarding such messages to locations 
outside of SKDC is prohibited, unless you are authorised to do so 

Handbook Factsheet 22 – Managing the Risk of Cyber Attacks in the Workplace 

Electronic mail (email) 

Authorised use 
SKDC maintains email systems intended to assist the conduct of business.  Emails should only be sent or received in this 
context.  That said, SKDC permits occasional and reasonable personal use of the email systems, provided that this does not 
interfere with the performance of your duties.  Use of email is limited to employees, temporary staff and contractors. 
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Unauthorised use 
• You must not impersonate any other person when using email 

• You must not amend messages received and then store, print or forward as if they were received in the altered state 

• You must not originate or distribute chain letters by email.  If you receive a 'chain letter' message you should delete 
it and notify the IT coordinator immediately 

• You must not use a work e-mail address to register on social media for personal use 

• You must not send messages or images of the type listed below:- 

• Pornographic, offensive or potentially offensive or obscene, or any other material which may constitute 
bullying or harassment on the grounds of sex, sexual orientation, race, religion/belief, pregnancy/maternity, 
marriage/civil partnership, gender reassignment, disability or age 

• A false and defamatory statement about any person or SKDC 

• A deliberately false statement 

• Any other statement which is likely to create any liability (whether criminal or civil) for you or SKDC 

• Material in breach of copyright 

• You must not use the systems for sending or requesting jokes or cartoons 

• You must not disclose confidential information about other employees, SKDC or its service users 

• You must not transmit data which contains viruses or other computer programmes of a malicious nature 

• You must not use screen savers or wallpaper other than those approved by the IT coordinator 

The internet (World Wide Web) 

Authorised use 
SKDC provides access to the internet to assist the conduct of business and it should only be used in this context.  That 
said, SKDC permits occasional and reasonable personal use of the internet, provided that this does not interfere with 
the performance of your duties.  Use of the internet is limited to employees, temporary staff and contractors. 

Unauthorised use 
• You must not access the internet for purposes other than those for which you are employed except under the 

conditions set out above - by using SKDC's connection to the internet, you are agreeing to your usage of that 
connection being monitored 

• You must not visit, view, download or pass on any material from any website containing offensive or potentially 
offensive or illegal material 

• You must not subscribe to any social networking sites or chat rooms, (including “Facebook, YouTube, etc), newsgroups 
or any other internet service of any kind without written permission from your manager and the IT coordinator 

• You must not download software without the written permission from your manager and the IT coordinator 

Social media 

SKDC recognises that the use of “social media”, (examples of which include Facebook, Twitter and LinkedIn) can provide 
an effective communication platform both in a work context and socially outside of work.  However, the growing use 
of social media also brings with it new risks to the reputation of SKDC, its employees, service users, and other 
individuals/councils involved with SKDC. 

Users must ensure that they use social media sensibly and responsibly, in line with corporate policy.  They must ensure 
that their use will not adversely affect SKDC or its business, nor be damaging to SKDC’s reputation and credibility or 
otherwise violate any SKDC policies. 

A key issue for all employees is to recognise the implication of content uploaded outside of working time in the context 
of personal use and its potential impact in the context of the employment relationship.  For this reason, SKDC has 
developed a social media policy and guidance on what constitutes acceptable/non-acceptable usage of social media 
both in a work context (referred to below as “business” use) and outside of work (referred to below as “personal” use). 

All employees should therefore be aware of the following principles and protocols when using social media, either 
outside of employment or in connection with their employment. 

Principles/protocols 

• SKDC may encourage some employees to use social media for work purposes in order to promote its business 
interests.  Where SKDC does, the use of social media must be operated in accordance with any SKDC guidance issued 

• Employees must ensure that the content of “business” social media activity is kept separate from any “personal” 
social media and that under no circumstances should “personal” social media contain any work contacts, content or 
other information belonging to SKDC 

• Employees are reminded that all content placed on “business” social media sites (and any work-related content 
incorrectly placed on personal social media sites) belongs to SKDC 
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• Employees must under no circumstances post disparaging or defamatory comments, pictures, video clips or any 
other content about SKDC, its service users, suppliers, shareholders, employees, management or other 
individuals/councils with which SKDC has involvement with 

• Employees must under no circumstances post comments, pictures, video clips or any other content about SKDC, its 
service users, suppliers, shareholders, employees, management or other individuals/councils with which SKDC has 
involvement which could be considered to be sensitive, offensive, objectionable or inflammatory 

• Employees must not post comments, pictures video clips or any other content about SKDC, its service users, 
suppliers, shareholders, employees, management or other individuals/councils with which SKDC has involvement 
which could be considered to be discriminatory, bullying or harassment 

• Employees must not place any content on a social media site that puts SKDC at risk under the General Data 
Protection Regulation or any other legislation (such as that relating to the right to privacy) and shall therefore refrain 
from disclosing any data which could be construed as personal, confidential or sensitive and having been obtained 
through the nature of their employment 

• Employees must not place any content on a social media site (including images/photographs/video) which could 
infringe intellectual property rights and as a consequence put themselves or SKDC at risk of liability 

• Employees must not use SKDC logos, brand names, slogans or other trademarks on any social media site without 
the permission of SKDC or in accordance with guidelines issued by SKDC 

• Employees must not view personal social media sites during working time but are allowed to access social media 
from the computers in the staff area during break times 

• On leaving employment, employees must comply with the guidance provided by SKDC to ensure they do not breach 
any post-employment obligations contained in their contract of employment in connection with confidentiality or 
post-employment restrictions 

• SKDC must be politically neutral in its communications - officers must not use any of SKDC’s social media pages to 
promote party political messages or other content - this is particularly sensitive in the run up to an election - SKDC 
will remove any comments that, in its view, compromise its obligation to maintain political neutrality 

• Employees must not misrepresent themselves in any way either during or after employment 

Employees should be aware that failure to observe the above principles and protocols may result in disciplinary or legal 
action being taken.  Serious breaches of the above principles during employment will be treated as gross misconduct 
and may result in dismissal for a first offence. 

Further information on the use of social media and SKDC presence on social media platforms can be found in the 
handbook factsheet below. 

Handbook Factsheet 20 – Social Media 

Compliance 
Any employee or other worker who fails to observe this policy or uses email/the internet/social media in any other way 
for improper purposes is liable to be disciplined.  In particular, SKDC will view the sending/downloading of material of 
the type set out in the sections 'unauthorised use' above as amounting to gross misconduct, with the consequence that 
you risk being dismissed for a first offence. 

Disciplinary policy and procedure 

Purpose 
The procedure has been designed to help ensure employees achieve and maintain SKDC's standards of conduct.  SKDC 
recognises that it is appropriate to distinguish between issues which are within the employee’s control (such as 
inappropriate behaviour, breach of SKDC rules) and those that are outside the employee’s control (such as health or 
capability).  For this reason, SKDC operates a disciplinary procedure to address conduct related matters and a capability 
procedure to resolve capability issues. 

The aim of the disciplinary procedure is to ensure consistent and fair treatment of all employees and as such the 
procedure applies to all employees. 

Principles 
No disciplinary decisions will be taken without a full investigation and the employee being given the opportunity to 
state their case.  Employees may be suspended on full pay while investigations are carried out.  Where an employee 
has been placed on suspension with pay and subsequently reports in sick, the suspension with pay period will be 
converted to sickness and normal sick pay entitlements will apply until the employee is technically fit to return to work, 
at which point the suspension on full pay will be reinstated.  Suspension will be kept to a minimum whilst the 
investigation takes place and the employee will be kept informed if it is delayed.  Regular contact (at least every two 
weeks) will be maintained with the employee during this difficult time.  Disciplinary action under the procedure will 
normally be taken by the employee's manager.  The manager will seek advice from or involve the HR team at every 
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stage of the procedure.  The manager may adjourn a disciplinary hearing in order to consider the case and any 
representations made by the employee before making a decision. 

An employee has the right to be accompanied at a formal disciplinary stage by a fellow employee or trade union 
representative.  It would not amount to a reasonable request for an employee to ask to be accompanied by a colleague 
whose presence would prejudice the hearing or who might have a conflict of interest.  For the avoidance of doubt, the 
right to be accompanied does not extend to individuals not employed by SKDC (except for trade union officials) and 
would not therefore include legal representatives or family members.  A management witness shall also be in 
attendance at the disciplinary hearing which may include a member of the HR team. 

The procedure may commence at any stage where the alleged circumstances are sufficiently serious.  Where the 
employee has already received a disciplinary warning then any further offence, whether or not it is of a different kind 
from that which led to the warning, may be dealt with at the next stage of the procedure. 

Warnings will normally last for the periods prescribed within the disciplinary policy and procedure.  In certain 
circumstances, SKDC may extend the duration of a warning.  In some circumstances, other disciplinary penalties such 
as suspension without pay or demotion may be exercised, in addition to any warning issued. 

Employees have the right to appeal against any disciplinary action in accordance with SKDC’s appeal procedure. 

Disciplinary procedure 

Stage 1 - Informal warning 
Where the issue is minor in nature, the employee will normally be spoken to on an informal basis by their manager. 

Stage 2 - first written warning 
A first written warning may be given, normally by the employee’s manager, and may be necessary where there is 
unsatisfactory improvement following a recorded verbal warning or where there is a more serious first instance of 
misconduct.  A record of the warning will be kept on the individual’s personnel file and will remain “live” for a period of 
six months.  The employee will be informed of their right to appeal. 

Stage 3 - final written warning 
A final written warning may be given, normally by the employee's manager, and may be issued where there is 
unsatisfactory improvement following a first written warning or as an alternative to dismissal.  A record of the warning 
will be kept on the individual’s personnel file and will remain “live” for a period of twelve months.  The employee will 
be informed of their right to appeal. 

Stage 4 – dismissal 
If an employee's conduct still fails to improve the final step will be dismissal.  A decision to dismiss may only be taken 
by a senior manager/director.  The employee will be informed of their right to appeal. 

Following the meeting, where the employee’s employment has been terminated on disciplinary grounds, the employee 
will be provided, as soon as reasonably practicable, with written reasons for dismissal, the date on which their 
employment will terminate (in accordance with the employee's notice entitlement, where applicable), and the 
employee will be notified of their right of appeal. 

Gross misconduct 
SKDC reserves the right to dismiss without notice for a first offence, if it is established that there has been an act of gross 
misconduct.  The following are non-exhaustive illustrations of gross misconduct offences which may lead to summary dismissal: 

• Failure to carry out reasonable and proper instructions of management including serious insubordination 

• Breach of SKDC’s rules and regulations and/or those of any relevant regulatory authority 

• Fighting, threatening or abusive behaviour towards, for example, another employee, service users or member of the 
general public 

• Any conduct liable (or potentially liable) to bring SKDC and/or the employee in the capacity as a representative of SKDC 
into disrepute 

• Serious negligence or gross incompetence which causes loss, damage or injury to SKDC or its service users including loss 
of SKDC property, e.g. vehicles, computer equipment, etc 

• Serious breach of safety regulations including breach of no smoking rules 

• A criminal conviction for action which makes an employee (or potentially makes an employee) unsuited to or incapable 
of carrying out their type of work 

• Non-compliance with SKDC's information technology (IT) policy, including accessing internet sites containing 
pornographic, offensive or obscene material and breaching the General Data Protection Regulation 

• Issuing inappropriate, offensive or slanderous comments about an employee, service users or SKDC on social 
networking sites/chat rooms 

• Theft or unauthorised possession of property belonging to SKDC, another employee or any other person 
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• An undeclared conviction or dishonesty 

• Fraud, falsification of records or making false statements to SKDC with regard to matters of employment, including 
application forms, references, shared parental leave and pay, expenses and other information supplied to SKDC on 
appointment or thereafter 

• All forms of harassment or victimisation (including bullying) of other employees or service users 

• Acts of incitement or discrimination on grounds of sex, sexual orientation, race, religion/belief, pregnancy/maternity, 
marriage/civil partnership, gender reassignment, disability or age 

• Serious incapability at work during working time brought on by alcohol or illegal drugs and/or the consumption of or 
sharing of alcohol and illegal drugs during working time 

• Deliberate or reckless damage to property 

• Misuse of SKDC's property or name 

• Disclosure of SKDC’s confidential or commercially sensitive information to an unauthorised person 

• Gambling on SKDC premises or during SKDC time and distribution of any literature without SKDC permission 

• Behaving in such a way as to breach the trust implicit in your employment at SKDC or behaviour that results in the 
working relationship being no longer tenable 

• Being bribed – accepting, agreeing to accept or requesting of a reward in return for performing a relevant function or 
activity improperly 

• Bribing another person – the offering, promising or giving of a reward to induce a person to perform a relevant function 
or activity improperly 

Capability policy and procedure 

Purpose 
SKDC will at all times endeavour to ensure that employees achieve and maintain a high standard of performance in their 
work.  To this end SKDC will establish standards and monitor performance and provide employees with appropriate 
training and support to meet those standards. 

There will be times when employees do not perform at the levels required by SKDC.  In dealing with cases, SKDC 
distinguishes between those where the reason is: 

• Within the employee’s control – e.g. negligence, lack of application, attitudinal problems or non-sickness 
related absence.  In these circumstances, SKDC’s disciplinary procedure will be used. 

• Outside the employee’s control – e.g. short-term, high frequency sickness absence, long-term health problems 
or inability to achieve work expectations possibly as a consequence of the changing nature of the job.  In these 
circumstances, the capability procedure below will be followed. 

Principles 
The purpose of the capability procedure is to correct work performance/health issues with a view to supporting the 
employee achieve the standards required, if possible. 

Under the capability procedure, SKDC will support the employee where appropriate, with reasonable workplace 
adjustments or additional training if practical.  SKDC will also consider where appropriate, other solutions such as 
redeployment to an alternative role where available. 

No capability decisions will be taken without a full investigation and the employee being given the opportunity to state 
their case.  Decisions under the procedure will normally be taken by the employee's manager.  The manager will seek 
advice from or involve the HR team at every stage of the procedure.  The manager may adjourn a capability hearing in 
order to consider the case and any representations made by the employee before making a decision. 

An employee has the right to be accompanied at a formal capability stage by a fellow employee or trade union 
representative.  It would not amount to a reasonable request for an employee to ask to be accompanied by a colleague 
whose presence would prejudice the hearing or who might have a conflict of interest.  For the avoidance of doubt, the 
right to be accompanied does not extend to individuals not employed by SKDC (except for trade union officials) and 
would not therefore include legal representatives or family members.  A management witness shall also be in 
attendance at the capability hearing which may include a member of the HR team. 

Formal reviews will normally last for the periods prescribed within the capability policy and procedure.  In certain 
circumstances, SKDC may extend the duration of a formal review. 

Employees have the right to appeal against any formal review issued in accordance with SKDC’s appeal procedure. 

Capability procedure 

Informal counselling 
When it first becomes clear to an employee’s manager that the employee’s work performance is deteriorating, or a health 
problem has developed, the manager will hold an informal discussion with the employee to try to establish the reason or 
reasons and quickly resolve the issue, where possible.  There is no right of accompaniment or appeal at this stage. 
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Stage 1 – first formal review (verbal warning) 
Should the employee fail to show a significant improvement, a meeting will be arranged between the employee and their 
manager.  At this meeting the employee will have the right to be accompanied by a colleague or trade union representative. 

The outcome of this meeting will be recorded in writing and a copy will be given to the employee.  The employee will 
be advised of their right of appeal. 

Where applicable, improvement objectives, including timescales and any support to be provided by SKDC will also be 
confirmed in writing. 

A first formal review will remain on the employee’s file for six months and will be disregarded after this time should the 
matter be resolved. 

Stage 2 – second formal review 
Should the employee fail to show a satisfactory improvement, a further meeting will be arranged between the 
employee and their manager.  At this meeting the employee will have the right to be accompanied by a colleague or 
trade union representative. 

The outcome of this meeting will be recorded in writing and a copy will be given to the employee.  The employee will 
be advised of their right of appeal. 

Where applicable, improvement objectives, including timescales and any support to be provided by SKDC will also be 
confirmed in writing. 

A second formal review will remain on the employee’s file for six months and will be disregarded after this time should 
the matter be resolved. 

Stage 3 – third formal review 
Should the employee fail to show a satisfactory improvement, a further meeting will be arranged between the 
employee and their manager.  At this meeting the employee will have the right to be accompanied by a colleague or 
trade union representative. 

The outcome of this meeting will be recorded in writing and a copy will be given to the employee.  The employee will 
be advised of their right of appeal. 

Where applicable, improvement objectives, including timescales and any support to be provided by SKDC will also be 
confirmed in writing. 

A third formal review will remain on the employee’s file for twelve months and will be disregarded after this time should 
the matter be resolved. 

Stage 4 – dismissal (capability hearing) 
Should the employee fail to show a significant improvement, a further meeting will be arranged with the employee.  
Only an appropriate senior manager/director can take a decision to dismiss.  At this meeting the employee will have 
the right to be accompanied by a colleague or trade union representative. 

Following the meeting, where the employee’s employment has been terminated on capability grounds, the employee 
will be provided, as soon as reasonably practicable, with written reasons for dismissal, the date on which their 
employment will terminate (in accordance with the employee's notice entitlement), and the employee will be notified 
of their right of appeal. 

Appeals 
Appeals will be heard in accordance with SKDC’s appeal procedure. 

Other points 
SKDC may switch between the capability procedure and the disciplinary procedure where a situation so justifies, e.g. 
where an employee with an alcohol problem is being progressed under the capability procedure and relapses during 
working time, SKDC may decide to treat the matter under the disciplinary procedure.  A management witness may also 
be in attendance at the capability hearing which may include a member of the HR team. 

Short-term unrelated absences/underlying medical conditions 
The capability procedure will be used where the absence pattern is as a result of short-term, unrelated periods of 
absence.  Once a formal review has been issued, any further absence during the live review period will trigger the next 
stage in the attendance management procedure. 

Where the absence is as a result of an underlying medical condition, the matter will be dealt with, taking into account 
the specific circumstances of the case, based on the following principles: 

• Consultation with the employee through the capability procedure including the right to be accompanied 

• Medical reports from the employee’s GP/specialists, including referral to a SKDC-appointed GP for a medical 
report where deemed necessary by SKDC 

• Forewarning of the employee in writing where their employment is at risk of termination 
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• Consideration of alternative employment, where applicable and available 

• Consideration of any reasonably practicable workplace adjustments, if appropriate 

• The right of appeal against termination on ill-health grounds 

Further information on SKDC’s approach to addressing absence issues at work can be found in the handbook factsheet below. 

Handbook Factsheet 11 - Managing Absence at Work 

Appeal procedure 

An appeal against any dismissal, disciplinary warning, capability warning or grievance decision must be notified by the 
employee to the appropriate manager in writing within five working days of the decision being communicated to the 
employee, (usually at the meeting itself).  The written notification of appeal should set out the grounds of appeal and 
include any documentary evidence. 

The appeal will be heard as soon as is reasonably practical by a more senior manager/director to the manager/director 
who made the decision.  A management witness may also be in attendance at the appeal hearing which may include a 
member of the HR team. 

The manager/director hearing the appeal may adjourn the hearing in order to consider the case, conduct further 
investigations or reflect on any representations made before making a decision. 

There is only one appeal stage.  The decision made in the appeal will be final. 

An employee has the right to be accompanied at the appeal hearing by a fellow employee or trade union representative.  
It would not amount to a reasonable request for an employee to ask to be accompanied by a colleague whose presence 
would prejudice the hearing or who might have a conflict of interest.  For the avoidance of doubt, the right to be 
accompanied does not extend to individuals not employed by SKDC (except for trade union officials) and would not 
therefore include legal representatives or family members. 

The manager/director hearing the appeal may reduce, withdraw or increase any decision appealed against. 

Grievance policy and procedure 

Purpose 
SKDC recognises that grievances can arise in any employment relationship.  The purpose of the grievance procedure is 
to arrive at a mutually satisfactory solution of the grievance as quickly as possible.  The HR team is able to provide advice 
at any time to an employee with a potential grievance. 

Principles 
The policy/procedure covers employee grievances whether raised informally or formally, including allegations of harassment, 
bullying, victimisation and discrimination raised by employees. 

An employee has the right to be accompanied at a formal grievance stage by a fellow employee or trade union representative.  
It would not amount to a reasonable request for an employee to ask to be accompanied by a colleague whose presence would 
prejudice the hearing or who might have a conflict of interest.  For the avoidance of doubt, the right to be accompanied does not 
extend to individuals not employed by SKDC (except for trade union officials) and would not therefore include legal 
representatives or family members.  A management witness shall also be in attendance at the grievance hearing which may 
include a member of HR team. 

At each stage of the grievance procedure the matter will be fully investigated, including taking statements from relevant 
witnesses, where appropriate.  All grievances will be treated both as sensitively and as confidentially as possible. 

In certain instances, where the grievance is raised against the manager/director who would normally hear the grievance (such as 
in instances of victimisation, harassment or bullying), the grievance will be heard by an alternative manager/director who is not 
involved in the issue raised. 

Managers should seek advice from the HR team at every stage of the procedure.  A manager/director may adjourn a grievance 
hearing in order to consider the case, conduct further investigations or reflect on any representations made by the employee 
before making a decision.  The outcome of any formal grievance meeting will be confirmed in writing to the employee as soon 
as practical. 

Where a grievance is found to be blatantly frivolous or malicious, SKDC may take disciplinary action against the employee raising 
the grievance. 

The employee must raise any grievance they may have at the earliest opportunity, particularly in relation to allegations of 
harassment, victimisation, discrimination and bullying. 

Grievance procedure 
Where there is a grievance relating to any aspect of employment, the following procedure should be followed: 



During Employment 
 

 Page 19 

Informal grievance 
Where the employee raises the issue in the first instance verbally, which would normally be the first step, the employee should 
discuss the matter initially on an informal basis with his/her manager.  There is no right to be accompanied at this stage. 

Stage 1 – formal grievance 
Where the employee raises the issue in the first instance in writing or the matter is not resolved at the informal grievance 
stage, the employee may request a formal grievance hearing.  The grievance will be heard in the first instance by the 
employee’s immediate manager/director.  The outcome of the hearing will be communicated to the employee in writing, 
where possible within ten working days of the hearing.  The employee will be informed of their right to appeal. 

Stage 2 – grievance appeal 
Where the matter is unresolved to the employee’s satisfaction at Stage 1, the employee may raise the grievance with 
the next most senior manager/director.  The outcome of the hearing will be communicated to the employee in writing, 
where possible within ten working days of the hearing.  The decision on a grievance considered at this stage is final.  
There is no further right of appeal. 

Equal opportunities policy 

SKDC is committed to the principle of equal opportunity in employment.  The equal opportunities policy aims to ensure that 
no employee (whether full or part-time), potential employee or temporary worker is treated less fairly on grounds of: 

• Sex 

• Sexual orientation 

• Race (including colour, nationality & ethnic origin) 

• Religion/belief 

• Pregnancy/maternity 

• Marriage/civil partnership 

• Gender reassignment 

• Disability 

• Age 

It is the policy of SKDC to treat employees with respect and dignity and to ensure that employees are not victimised or 
subjected to harassment.  SKDC seeks to select, promote, appraise and treat all employees according to their relevant 
aptitude, skills and abilities.  All employees shall be given equal access to training and development and career 
opportunities.  Furthermore, all differences in terms and conditions of employment and related benefits shall be 
justified on legitimate business grounds only. 

Disciplinary action shall be taken against any employee found to be discriminating on any of the above grounds in 
relation to employees, prospective employees, temporary workers, service users, suppliers or members of the public.  
Management has the primary responsibility for the successful application of the policy. 

Managers have a responsibility to: 

• Not discriminate in the course of employment against employees, applicants or temporary workers 

• Not induce others to practice unlawful discrimination 

• Discipline any employee for failure to adhere to the policy 

Employees have a responsibility to: 

• Not discriminate in the course of their employment against fellow employees, temporary workers, service 
users, suppliers or members of the public 

• Not induce others to practice unlawful discrimination 

• Immediately report any discrimination to management 

Employees who are disabled or become disabled in the course of their employment should inform SKDC and may also 
wish to advise SKDC of any ''reasonable adjustments'' to their employment or working conditions which they consider 
to be necessary or which they consider would assist them in the performance of their duties.  Careful consideration will 
be given to any proposals of this nature.  Nevertheless, there may be circumstances where it will not be reasonable for 
SKDC to accommodate those proposals and where less favourable treatment may be justified in accordance with the 
relevant statutory provisions. 

Safeguarding 
Guidance can be found in the handbook factsheet below. 

Handbook Factsheet 37 – Safeguarding Children and Adults with Needs for Care and Support 
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Personal relationships 
SKDC supports in principle recruiting the best qualified candidate to a vacancy, but in the interests of best practice, 
governance and to avoid accusations of favouritism, the following rules apply: 

• Supervisory and all line managers/senior managers must under no circumstances recruit or deploy a “family member” to 
a position within their team (whether as a direct report or indirect report) or within the service that the 
supervisor/manager is a member of.  This applies to all forms of employment (permanent, temporary and flexible staff) 
(examples of “family members” to whom this policy applies include spouse/partner, children, mother, father, brother, 
sister, aunt, uncle, step-parents/step-children and “in laws”, etc.) 

• Employees may be part of a panel of assessors (undertaking an assessment centre), provided they have declared the 
reporting relationship to that panel.  However, they cannot be involved in the decision making 

• When a recruiting manager is determining an applicant’s suitability for a job and there is a known relationship to another 
SKDC employee consideration must be made of any potential conflict of interest, impact on customers, trust and 
confidence, bias, preferential treatment, confidentiality issues and impact on service delivery 

• Family members may apply for a role in another service area and will be considered in the same way as any other candidate 

• Family members applying for a position in SKDC in another service area must declare at interview any family member who 
is currently employed at SKDC and must also declare this on the application form 

• There should not be a line management relationship between relatives whether it is direct or indirect 

• Line managers/members of staff should not offer paid work experience, internships or apprenticeship opportunities to 
relatives - such recruitment should be through the usual recruitment channels 

• No employee can make casework decision or undertake casework activity in relation to a member of their family or 
someone with whom they have a close personal relationship 

• Any deviation from this policy (which will only be permitted in highly exceptional circumstances) may only be authorised 
in writing by the Chief Executive in advance 

• Breach of this policy may result in disciplinary action against the manager/supervisor 

This policy does not apply to unpaid work experience placements, but these should as a matter of course be advised in 
advance to the HR team. 

Career progression and training/development 

SKDC recognises the value both to the employee and the employer of career development and encourages its 
employees to progress within SKDC.  Reasonable access to training, necessary to equip you with the knowledge and 
skills to perform your current role will be provided. 

In some circumstances, where an employee is provided with training, funded by SKDC and subsequently leaves SKDC of their 
own accord within twelve months of completing the training, the employee shall refund the full cost to SKDC.  In such cases 
a separate training agreement (F010 Training Agreement Form) will be entered into prior to commencing the training.  Further 
details of SKDC’s policy and guidance on time off to train can be found in the handbook factsheet below. 

Handbook Factsheet 17 - Time Off to Train 
F010 Training Agreement Form 

Check Ins 

For SKDC to be successful, it must have a highly developed, highly trained and highly motivated workforce.  This can be 
achieved through a variety of tools and interventions. 

Check Ins give line managers and their staff an opportunity to review performance, to agree personal objectives, targets 
and goals, and to agree learning and development requirements and opportunities, which will help to achieve the level 
of competence defined within their job description. 

The Check In is a key mechanism by which individual performance is to be prioritized, monitored and recognized and is 
a key component of SKDC's overall performance management framework.  The Check Ins ensure that SKDC's corporate 
objectives and priorities are translated into personal objectives.  They allow managers to ensure staff are sufficiently 
supported and developed to help them to meet the demands of their job. 

Each member of staff will have individual objectives and a learning and development plan which will contribute to the 
objectives identified in their service plan. 

Dignity at work 

Introduction 
It is in everyone’s interests for the environment in which we work to be harmonious and respectful.  Although we would 
like to think that this is always the case, this policy recognises that inappropriate behaviour, which may include 
harassment, bullying and victimisation, can take place at work in any council.  This policy aims to ensure that if 
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inappropriate behaviour does occur in the workplace it is dealt with in a serious, sensitive and confidential manner so 
that the matter can be resolved as quickly as possible for all concerned. 

This policy covers: 

• SKDC’s stance on inappropriate behaviour 

• Definitions of harassment and bullying including examples 

• Guidance on behaviour that is unlikely to fall under the definition of harassment and bullying 

• Preventing harassment/bullying in the workplace 

• Resolving allegations of harassment/bullying 

• Malicious complaints 

• Sources of help 

SKDC’s stance on inappropriate behaviour 
We are committed to tackling incidents of inappropriate behaviour swiftly and decisively.  A strong stand is needed on 
this issue to enable people of all backgrounds to have dignity at work and enable them to progress in SKDC and fully 
contribute to our success. 

Where inappropriate behaviour is found, disciplinary action will be taken, which may include dismissal for a first offence 
where the inappropriate behaviour is serious enough to warrant dismissal on grounds of gross misconduct. 

What is harassment? 

ACAS provides the following definition of what constitutes harassment: 

“Harassment is conduct related to a relevant “protected characteristic” which has the purpose or effect of 
violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive 
environment for that individual.” 

A “protected characteristic” is defined as one or more of the following: 

• Sex 

• Sexual orientation 

• Race (including colour, nationality & ethnic origin) 

• Religion/belief 

• Pregnancy/maternity 

• Marriage/civil partnership 

• Gender reassignment 

• Disability 

• Age 

Examples of harassment may include: 

• Unwanted physical/body contact 

• Semi-nude, nude female/male pictures, pin-up calendars, posters, screensavers, etc 

• Unwelcome remarks about a person’s dress, appearance, race, marital status, age, etc 

• Offensive jokes, offensive language, gossip, slander, sectarian songs and letters, obscene gestures, flags and emblems 

• Persisting to ask someone out for a date when they have said “no” 

• Promising career progression or job benefits for sexual favours 

• Intrusion by pestering and stalking 

• Unwanted leering 

• Sending rude or lewd emails or text messages 

• Insisting on a seasonal kiss at the Christmas party 
Please note that the above list is not exhaustive and that it is important to recognise that in determining whether 
harassment has occurred or not, that the views of the recipient are taken into account. 

What is bullying? 

ACAS provides the following definition of what constitutes bullying: 

“Bullying may be characterised by offensive, intimidating, malicious or insulting behaviour, an abuse or misuse 
of power through means that undermine, humiliate, denigrate or injure the recipient”. 

Bullying is regarded as any behaviour, occasional or persistent, by anyone that intimidates or oppresses another person, 
possibly through misuse of authority or power.  It invariably has a negative effect on the victim’s self-confidence, self-
esteem and general wellbeing. It can be subtle in nature and is intended to hurt.  Bullying can take place among work 
colleagues in public or in private, both at work and in social situations, and either in or outside of the work context. 

Examples of bullying may include: 

• Physical assault/intimidating behaviour 

• Shouting or swearing at an individual 
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• Persistent, excessive, unfair or unjustified criticism 

• Public humiliation and/or insults 

• Ignoring/ostracising an employee 

• Persistent undervaluing of a person’s effort 

• Constant ignoring of opinions 

• Intentionally withholding information without justification that would be beneficial to an individual 

• Unjustified, excessive monitoring and/or supervision 

• Isolation or exclusion from social activities 

• Setting someone up to fail 

• Constant changing of targets for no justifiable reason 

• Unreasonably blocking requests for leave 

• Aggressive communications 

• Intimidating or threatening behaviour 

• Spreading rumours or gossip about an employee 
Please note that the above list is not exhaustive and that it is important to recognise that in determining whether 
bullying has occurred or not, that the views of the recipient are taken into account. 

Guidance on behaviour that is unlikely to fall under the definition of harassment and bullying 
Examples of behaviour which should not normally be interpreted as harassment, include: 

• An employee inadvertently offending a colleague with a “slip of the tongue” comment 

• Asking a colleague out and accepting their answer of “no” rather than continuing to badger them. A manager asking a 
subordinate out is unacceptable 

• A genuine and welcomed personal compliment 

• Uncharacterised, isolated loss of temper 

• Constructive criticism on performance 
The list above is not exhaustive. 

Preventing harassment/bullying in the workplace 

SKDC has a responsibility to: 

• Establish a policy and procedure to raise awareness in the workplace and ensure that clear guidelines on unacceptable/ 
acceptable behaviour are communicated to employees through publishing this policy 

• Ensure that complaints raised are investigated thoroughly, sensitively and as confidentially as possible in the circumstances 

• That non-acceptable forms of behaviour are dealt with under SKDC’s disciplinary procedure 

Managers have a responsibility to: 

• Familiarise themselves with the policy 

• Be aware of the problems that harassment/bullying can cause and ensure that their behaviour does not amount to 
harassment or bullying 

• Make other employees aware that their behaviour is unacceptable, where appropriate 

• Be alert to the possibility that harassment may be happening in their team 

• Use their judgment to correct behaviour that could be considered offensive and to remind employees/peers of SKDC’s 
bullying and harassment policy 

• Immediately inform the HR team of any possible harassment/bullying incidents they become aware of 

• Take prompt action to stop harassment/bullying in the workplace 

• Deal with any alleged instances of bullying or harassment in a prompt, sensitive and as far as possible, confidential manner 

• Familiarise themselves with the content of this policy document 

Employees have a responsibility to: 

• Immediately make it clear to an employee that their comments/behaviour/actions are not acceptable, in the first instance 

• Immediately report to the HR team any form of behaviour they believe amounts to bullying or harassment 

• Familiarise themselves with the content of this policy document 

Resolving allegations of harassment/bullying 
SKDC will deal with all complaints of harassment promptly, fairly, sensitively and as far as possible, confidentially. 

Informal action 
Most people who complain that they are being harassed/bullied simply want the behaviour to stop.  Where appropriate, 
they can be encouraged to take charge of the situation themselves after discussion with the HR team by informing the 
harasser that their behaviour is unwelcome and must stop. 

If this approach is not appropriate (e.g. the employee is unwilling to speak to the harasser), the HR team may intervene 
informally on the employee’s behalf where the employee wishes for the matter to be dealt with informally. 
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Formal action 
Where the matter is more serious, or the employee wishes to make a formal complaint, the employee should raise the 
matter at the formal grievance stage by putting their allegations in writing.  In such circumstances, the formal grievance 
procedure/investigation approach will be adopted. 

Malicious (vexatious) complaints 
On some occasions when a complaint is not upheld, it may be found that the allegation was brought maliciously.  SKDC 
takes malicious complaints very seriously.  SKDC recognises that it is important that employees with genuine concerns 
should feel able to make a complaint.  However, anyone found to have deliberately made a false accusation will be 
subject to disciplinary action. 

Sources of help 
Employees who believe they are being subjected to harassment or bullying at work may contact the HR team for further advice. 

Modern slavery and human trafficking 

SKDC is committed to the prevention of Modern Slavery and Human Trafficking including all forms of servitude and 
forced or compulsory labour. 

Modern Slavery is the term used within the UK and is defined within the Modern Slavery Act 2015.  The Act categorises 
offences of Slavery, Servitude and Forced or Compulsory Labour and Human Trafficking. 

Modern Slavery and Human Trafficking includes holding a person in a position of slavery, domestic servitude, forced or 
compulsory labour, or facilitating their travel with the intention of exploiting them soon after.  Traffickers and slave 
masters use whatever means they have at their disposal to coerce, deceive and force individuals into a life of abuse and 
inhumane treatment. 

The definition of human trafficking is taken from the Palermo Protocol and is identified as: 
“The recruitment, transportation, transfer, harbouring or receipt of persons, by means of the threat or use of force or other 
forms of coercion, of abduction, of fraud, of deception, of the abuse of power or of a position of vulnerability or of the giving 
or receiving of payments or benefits to achieve the consent of a person having control over another person for the purpose of 
exploitation.  Exploitation shall include, at a minimum, the exploitation of the prostitution of others or other forms of sexual 
exploitation, forced labour or services, slavery or practices similar to slavery, servitude or removal of organs”. 

Although human trafficking often involves an international cross-border element, it is also possible to be a victim of 
modern slavery within your own country. 

It is possible to be a victim even if consent has been given to be moved. 

Children cannot give consent to being exploited, therefore, the element of coercion or deception does not need to be 
present to prove an offence. 

SKDC strictly forbids any employee, consultant, agency worker, agent or any other person connected with its business 
from participating in slavery and, in ensuring that slavery and trafficking are not present within its supply chains, only 
works with companies who operate ethically and comply with social and human rights criteria. 

SKDC encourages employees to raise through its safeguarding procedures any suspicion of or instance of forced labour.  
An employee should not advise their immediate manager until they have spoken to SKDC’s Lead Safeguarding Officer. 

Committing an offence under the Modern Slavery Act 2015 is a serious matter.  The infringement of human rights is 
defined as “Gross Misconduct” under SKDC’s disciplinary policy.  In addition, criminal proceedings/charges are likely to 
be issued.  Further guidance can be found in the handbook factsheet below. 

Handbook Factsheet 24 – Managing the Risk of Slavery in the Workplace 

Whistleblowing 

SKDC recognises that some individuals may not always feel comfortable about disclosing their concerns, especially if 
they believe that SKDC itself is responsible for the wrongdoing.  The aim of this policy is to ensure that any individual 
working for SKDC can raise any matter with SKDC that concerns them in the knowledge that it will be taken seriously, 
treated as confidential as far as possible and that no detrimental action will be taken against them where such concerns 
are raised based on a genuine belief.  Further guidance can be found in the handbook factsheet below. 

Handbook Factsheet 30 – Whistleblowing Procedure 

Health and safety policy statement 

SKDC wishes to conduct its business operations in such a way that it provides a safe and healthy environment for all its 
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employees.  It accepts that to fulfil this obligation there is a duty to ensure that necessary organisation, equipment and 
training is provided.  However, an effective health and safety policy requires the full cooperation of all concerned, 
including employees and therefore everybody is asked to read this policy and accept their own personal responsibility 
for health and safety at work.  Further guidance can be found in the health and safety policy manual on our intranet. 

Lone working 

It is important that all managers and employees are conscious of a need to ensure their own personal safety when in 
the office particularly if in the office alone, travelling between locations during the working day, one-to-one work in the 
homes of service users or tenants or at other employer’s businesses and lone working in remote sites throughout the 
district.  Further details on personal safety when working alone are provided in the handbook factsheet below. 

Handbook Factsheet 18 – Lone Working 

Unacceptable behaviour (dealing with difficult members of the public) 

It is recognised that occasionally staff may find themselves having to deal with members of the public who either 
become verbally or physically aggressive during their interaction with them.  In other circumstances it may be that a 
staff member observes a member of the public attempting to steal or damage SKDC property.  Under no circumstances 
should the staff member put themselves at risk of harm and should immediately seek managerial support in resolving 
the situation.  Where a manager is not contactable, and you feel it is appropriate to do so, e.g. potential risk to yourself 
or others, you should contact the police immediately.  Further guidance can be found in the handbook factsheet below. 

Handbook Factsheet 38 – Unacceptable Behaviour (Dealing with Difficult Members of the Public) 

First aid 

Qualified first aiders and/or appointed persons are provided to cover the offices and areas of work activity of SKDC.  
Names of first aiders and the location of suitably stocked first aid boxes are displayed on the health and safety notice 
boards.  Portable first aid kits will be provided within SKDC vehicles as determined by the relevant Business Manager or 
member of the management team. 

In the case of an injury requiring first aid and the absence of qualified first aiders, first aid should not be administered 
although the contents of the first aid box may be offered to the injured person, pending appropriate treatment.  First 
Aid treatment should not be offered unless trained to do so and only offered to the appropriate level of training. 

If it is necessary to summon emergency assistance (i.e. an ambulance) then it is the responsibility of the appropriate 
manager who is present to do this. 

Control of contractors 

There are occasions when it is necessary to employ external contractors to undertake work, whether for regular 
cleaning of premises or perhaps for ad hoc repairs to the building or equipment.  Most work will be relatively low risk 
(e.g. office cleaning) and will thus require no special procedures.  If, however, the activity of contractors is considered 
to present a significantly higher risk (e.g. working at height for window cleaning or roof repairs, lift repairs etc.), 
additional measures must be taken to ensure the safety of all concerned. 

Before any contract is awarded for work either on an ad hoc or regular basis the contractor must provide to SKDC for 
approval: 

• A general risk assessment for their work, detailing the significant risks, who is affected by them and the risk 
controls that they will use 

Where the work is considered to present significantly higher risk, contractors must, in addition supply: 

• A method statement showing clearly how they intend to safely carry out their work.  This should state 
specifically the methods they will adopt to minimise the significant risk, e.g. the use of any specialised 
equipment or procedures, competencies, level of supervision, etc 

This information should be reviewed by a competent person prior to any work commencing.  For work of a regular 
nature, then it is sufficient for contractors to provide this information on a “one-off” basis at tender stage.  It should, 
however, be periodically reviewed for adequacy (at least annually) or when a different contractor is appointed.  
Adherence to any stated method of work should be a condition of any contract awarded. 

It shall be the responsibility of the manager/s awarding a contract to see that this policy and procedure is followed. 
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Electrical equipment 

The risks of harm from electricity in an office are low provided that sensible measures are adopted.  There are two 
categories of electrical equipment in the workplace and each requires its own approach: 

• Fixed wiring – this is the electrical installation within a building, i.e. the wiring circuits and anything that is 
permanently connected to them.  These must be inspected and tested by an approved electrical contractor at 
least every five years.  A current inspection certificate should be kept on site. 

• Portable appliances – anything that can be “plugged in” to a socket.  It should be recognised that not 
everything is truly “portable”, e.g. a photocopier may be very large.  HSE guidance INDG 236 (“Maintaining 
portable equipment in offices and other low-risk environments”) sets out recommendations for inspection and 
testing of portable appliances.  The guidance suggests that all items of electrical equipment should be, at least, 
visually inspected from time to time.  In addition, some appliances will require periodic formal portable 
appliance testing (PAT).  It is good practice therefore to keep an inventory of electrical equipment so that all 
items are checked as appropriate. 

Where maintenance or repair of electrical equipment is required, this will only be carried out by a competent person. 

Fire safety and evacuation 

It is a requirement of the Fire Safety (Regulatory Reform) Order 2005 that all persons in control of non-domestic 
premises undertake a fire risk assessment on a regular basis.  Its purpose is to: 

• Ensure that adequate measures are in place to minimise the risk of a fire starting 

• To identify safe means of escape in the event of fire 

• To identify any persons who might especially be at risk e.g. disabled employees, visitors 

Although the risk of a serious fire occurring in SKDC’s premises might be small, it is still important to ensure that proper 
emergency procedures are in place to minimise the risk of casualties occurring.  All employees have their part to play 
in making sure that these arrangements work, and in cooperating during emergency evacuation drills. 

SKDC will ensure that at all times during normal working hours trained Fire Check Staff are available within all 
services/sites and tasked with duties which include: 

• Fire safety audits 

• Take control of an emergency evacuation, e.g. ensuring that the fire and rescue service is called, directing persons 
out of the building, “sweeping” quickly through the building to ensure that it is empty 

• Where possible and/or safe to do so, fight a small fire using portable fire-fighting equipment 

SKDC will ensure that notices indicating the action to be taken in the event of fire are posted in prominent positions 
(e.g. fire alarm call points), and that such information is kept up-to-date.  Detailed information will be set out in SKDC’s 
Fire Safety Protocol and Procedure.  All employees are required to complete the e-learning online fire safety training. 

Bomb Threat and Suspect Package/Letter Procedure – A Guide for Employees is available and issued to all staff.  
Employees should ensure that they are aware of this guidance and the action to be taken in the event of an emergency. 

Arrangements for testing of fire equipment have been prescribed by the appointed contractor who have also produced 
the Fire Safety Log Book.  Fire alarm tests, emergency lighting tests and extinguisher checks will be carried out according 
to the schedule set out in the Fire Safety Log Book.  The appointed contractor will undertake annual equipment 
maintenance inspections and any necessary remedial actions. 

Managing stress 

Details of SKDC’s policy and guidance on managing stress at work can be found in the handbook factsheet below. 

Handbook Factsheet 08 - Managing Stress 

Alcohol and drugs 

Details of SKDC’s policy and guidance on alcohol and drugs at work can be found in the handbook factsheet below. 

Handbook Factsheet 07 - Alcohol and Drugs 

No smoking policy 

This policy applies to both smoking conventional cigarettes, electronic cigarettes, vaping devices or smoking of any 
other substance.  You may not smoke in any SKDC-owned and controlled buildings, all SKDC-owned vehicles, privately 
owned vehicles being used on SKDC business where passengers are being carried or buildings that are owned by SKDC 
that are rented to other companies.  There are no designated smoking areas and  no entitlement to smoke breaks during 
working hours.  Breach of these rules will result in disciplinary action. 
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Reporting an accident, incident or near miss at work 

All accidents, incidents and near misses which have any implications with respect to health, safety and welfare must be 
recorded and reported in accordance with SKDC’s Accident & Incident Guide.  Every service has access to an Accident 
& Incident Book within their service area.  All employees should make themselves familiar with the Accident & Incident 
Book and its location within their area of work. 

All accidents, incidents and near misses investigated thoroughly by the supervisor/line manager in order to identify measures 
required to prevent a reoccurrence.  Where necessary an accident investigation team may need to be set up this will be 
coordinated by the Business Manager or member of Management Team in conjunction with the Corporate H&S Team. 

It is a legal requirement under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) to 
report certain specified accidents and work-related ill health.  Detail is provided within the Accident & Incident Guide 
and Book and also through the H&S Team.  A RIDDOR notification should NOT be made until this has been discussed 
and agreed with the H&S Team. 

Manual handling 

Manual handling activities represent a risk to varying degrees in all work places.  Employees should familiarise 
themselves with the risks associated with manual handling and safe lifting techniques.  Further information on manual 
handling can be found in the handbook factsheet below. 

Handbook Factsheet 16 - Manual Handling at Work 

Provision and use of personal protective equipment “PPE” 

PPE will be issued to employees where a risk of COSHH assessment details this requirement.  The Business Manager or 
member of the Management Team in conjunction with the employee will ensure that PPE is: 

• Appropriate for the risk(s) involved 

• Capable of fitting the wearer correctly 

• Not affecting the state of health of the wearer 

All employees should wear safety equipment for their work where provided and notify their line manager if this becomes 
damaged, defective or lost.  The Business Manager or member of the Management Team should retain records in relation to 
the provision of PPE to include the date of issue, nature of equipment, training given in use and any date for replacement. 

Failure to use the PPE supplied will result in disciplinary action being taken against an employee. 

Display screen equipment (DSE) users 

The Health and Safety (Display Screen Equipment) Regulations as amended 2002 (DSE Regs) require that employers 
identify all employees who are required to use a computer on a significant (e.g. daily) basis.  These will be classified as 
DSE users.  For each user, employers are required to conduct an assessment of his/her DSE (computer) workstation and 
to take such reasonable measures as are necessary to reduce the risk of ill health or injury to that user.  The results of 
each assessment (and actions taken) will be recorded and kept in the employee’s personnel file.  Every employee who 
uses a PC/laptop or VDU at work should familiarise themselves with the handbook factsheet below. 

In addition, all users are entitled to an eyesight test upon request to determine if they need spectacles for computer use.  
SKDC will pay the reasonable cost of eye sight tests.  If the optician or optometrist indicates that the user does require 
spectacles for DSE use, then SKDC will pay the reasonable cost of these.  It is important to recognise that although this is a 
legal entitlement, eyesight tests and subsequent purchase of any spectacles should be pre-authorised by SKDC. 

All employees are reminded that it is their duty to inform their manager of: 

• Any painful symptoms or other ill health effects that could be related to the use of computers at work 

• Any pre-existing medical condition that might be aggravated by computer use 

• A significant change in their workstation set up that requires a review of the DSE assessment 

Handbook Factsheet 12 - Display Screen Equipment 

Data protection and the use of your personal information 

SKDC is committed to treating personal data in a confidential manner and is fully committed to adhering to the 
requirements of data protection legislation, applicable at the time.  It is important that we have a personal email address 
for you as we will use this to correspond with you about employment related matters during and after your employment 
with us.  Full details of how SKDC uses your personal information can be found in the handbook factsheet below. 
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Naturally, we have your up-to-date details on joining SKDC, but should your personal data such as name, email address, 
address, bank details, marital status or your beneficiaries under SKDC’s death in service benefit change, please let us 
know as soon as possible via our intranet. 

Handbook Factsheet 23 – Privacy Notice for Current and Former Employees 

Anti-corruption/bribery policy 

SKDC operates a “zero tolerance” policy in respect of both bribing another person and being bribed. 

“Bribing another person” is defined as “the offering, promising or giving of a reward to induce a person to perform a 
relevant function or activity improperly”. 

“Being bribed” is defined as “accepting, agreeing to accept or requesting a reward in return for performing a relevant 
function or activity improperly”. 

SKDC encourages employees to raise through its “raising a concern” procedure any instance of suspected bribery among 
colleagues, agents, consultants or other business partners of SKDC and also to report immediately through the same 
procedure any instance where they are offered a bribe by another individual. 

Accepting a bribe or bribing another person are serious matters and are defined as gross misconduct under SKDC’s 
disciplinary policy. 

In some circumstances, acceptance of a gift or corporate hospitality is permitted providing it is reasonable in the 
circumstances.  The offer or receipt of gifts or invitations (acceptance subject to your manager’s approval) should always 
be reported to the Monitoring Officer so that a record can be kept.  Further guidance can be found in the handbook 
factsheet below. 

Handbook Factsheet 13 - Managing the Risk of Bribery in the Workplace 

Personal property 

SKDC cannot accept liability for loss or damage to your personal property on SKDC’s or service user’s premises. 

Dress code and appearance policy 

Employees must at all times maintain an appearance acceptable to SKDC and where appropriate, wear SKDC-supplied uniform 
and personal protective equipment.  Failure to do so may result in disciplinary action being taken against the employee. 

Recruitment and selection 
Bringing talented people into SKDC is the responsibility of all our managers - and a major contributing factor in 
improving the quality of the SKDC Experience.  Our standardised interview document and guide helps line managers 
find information about technical and behavioural questions aligned to our values and winning behaviours, along with 
helpful advice on how to prepare, lead and evaluate candidates.  If you are a line manager, you will also be asked to 
take part in recruitment and selection and performance and development review workshops, so that you can learn how 
to deliver these management responsibilities at SKDC. 
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Ending Employment 

Resignation 

Should you decide to leave SKDC, you should put your notice in writing to your immediate manager.  The period of 
notice you are required to give can be found in your terms and conditions of employment. 

Termination of employment 

In circumstances, where your employment is terminated by SKDC, notice entitlements (where applicable) are specified 

in your terms and conditions of employment. 

Holiday entitlement on leaving 

On leaving SKDC your holiday entitlement will be calculated in line with your terms and conditions of employment.  
Where any holiday entitlement is owed to you, this will be paid in your final pay.  Where you have taken more days 
than you are due, this will be deducted from your final pay. 

Redundancy selection and payment 

Where employment is terminated due to redundancy, SKDC will select staff members, where appropriate, by means of 
a criteria-based selection scheme which shall include job performance, attendance and disciplinary record criteria. 

Further guidance can be found in the handbook factsheet below. 

Handbook Factsheet 35 – Redundancy 

Return of SKDC property 

On ceasing employment, it is your responsibility to return all SKDC property.  Failure to return SKDC property will result 
in a deduction being made from your final pay.  In addition, any cost incurred in rectification, including vehicle valeting 
where a SKDC vehicle is returned in an unacceptable condition will be deducted from your final pay. 


