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SECTION A:
WELCOME TO THE [NGB]

1. Introduction

I would like to take this opportunity to welcome you to the [NGB].  I hope your career with us will be successful, fulfilling and very enjoyable. Whatever your position with [NGB], you will play an important role in helping us to achieve our vision and to ensure we continually match, and where possible exceed, the expectations of our [athletes/players], members and clubs.  

We aim to ensure that as an employee of the [NGB] you will feel valued and share in the pride and satisfaction of our collective achievements.  

This employee handbook (the "Handbook") is designed to provide you with a wide range of information about the [NGB]'s obligations towards you and your responsibilities towards us and should be read in conjunction with [your offer letter] and [contract of employment].  

The [NGB] reserves the right to amend the Handbook at any time for any reason, including without limitation, to take account of changes in the law, best practice and/or business requirements.  You will be notified of any changes.

Throughout the Handbook, the following terminology is used:

· "the [NGB]", "We", "we" or "us" refers to [insert name of NGB] 

· "Manager" means your immediate supervisor

· "your Contract" includes your offer letter and any written particulars of employment, contract and/or supplementary letters given to you, as may be amended from time to time

I look forward to working with you as part of our team.

[Name of Chair/Director]

2. Structure of the [NGB]

[NGB to insert relevant information about the structure of the organisation.]
3. Key Personnel

[NGB to insert information about key personnel, including contact numbers etc. as required.]

[OTHER INFORMATION]
[NGB to insert any other useful information for employees not dealt with elsewhere in the handbook, including, for example, information about the historical development of the organisation and relevant information about funding.]
SECTION B: 
YOUR TERMS AND CONDITIONS OF EMPLOYMENT 

4. Introduction
This section of the Handbook contains information about the main terms and conditions of your employment and expands upon and supplements the information contained in your Contract.  If the terms set out in your Contract differ from the contents of this section, the terms of your Contract will prevail.

In addition, some employees of the [NGB] are employed through arrangements with funding bodies which are unique to sport and the nature of the work that we do.  If this applies to you, this may mean that you are also subject to additional rules, policies and procedures not covered in this Handbook.  You will be informed of these rules, policies and procedures.  If you have any concerns regarding this matter, you should raise these with your Manager.

5. Duration of Contract

Your Contract sets out your commencement date. This is the date your employment with the [NGB] under your current Contract commenced. If you are a new starter, this will be the same date as your start date with the [NGB]. In all other cases, this date will be the date your most recent Contract was issued.

Your Contract will state whether or not it is a permanent contract of employment of indefinite duration or whether it is a different type of contract. Because so many of the posts we have are funded on a fixed term basis by external funding bodies, the [NGB] is unable to offer permanent contracts to all our employees.  We therefore employ our staff under a range of different type of contracts of employment.

6. Period of Continuous Employment 
Your Contract contains details of your period of continuous employment.  This is the period that constitutes your length of service for the purposes of calculating your entitlement to certain statutory rights.  

Usually only unbroken employment with the [NGB] will count towards your continuous service, in which case the date your period of continuous employment commenced will be the date your employment with the [NGB] first started.  In certain circumstances however, previous employment with another employer may count towards your period of continuous service.  If this is the case, this will be set out in your Contract.  If you believe the details set out in your Contract regarding your continuous service are not correct, please speak to your Manager.

7. Probationary Period

Your employment may be subject to the satisfactory completion of a probationary period.  If you have a probationary period, this will be set out in your Contract, together with details of the length of the initial probationary period.

We will review your performance during and at the end of your probationary period.  Your Manager will meet with you to discuss your attendance, conduct and performance.  If we have not already done so, we will contact your referees during your probationary period.

Just as we will be monitoring your performance during the probationary period, you should use this period to decide if the way we work and the role you have been given suit you.  We encourage you to discuss any concerns you may have during your probationary period with your Manager. 

At the end of your probationary period we will either:

· confirm that your attendance, conduct and performance have been satisfactory and that your probationary period has ended;

· tell you that we have concerns regarding your attendance, conduct and/or performance and extend your probationary period; or

· terminate your employment. This may be on the basis that your conduct, attendance and/or performance has not been satisfactory or because we have not received references which we consider to be satisfactory. 

During your probationary period the [NGB] reserves the right to terminate your employment at any time without going through the [NGB]'s Disciplinary Procedure.  A shorter period of notice is required during your probationary period to terminate your employment, whether this is instigated by the [NGB] or by you.  The appropriate period of notice is set out in your Contract.  

[Please note that you are only entitled to Statutory Sick Pay during your probationary period.]

8. Job Title and Flexibility

Your job title is as set out in your Contract.  In addition, you will normally be provided with a Job Description.  You are expected to perform all duties that may be required of you in your particular role, including those expressly listed in your Job Description.  You must also comply with all reasonable directions given to you and must observe all of the [NGB]'s policies, procedures and rules that are in force at any time.

The [NGB] is a small organisation and we aim to work as a team with all employees pulling together to achieve our goals and vision.  We therefore operate a policy of job flexibility.  This means that we may require you to perform additional duties, or other duties not normally within the scope of your normal duties, as our operational needs may require from time to time.  The [NGB] reserves the right to review your Job Description and amend it as may be required.

9. Place of Work 

The [NGB] operates from [a single location] [a number of locations, full details of which are set out [where].

Your normal place of work is as stated in your Contract.  Your Contract will also state if you are required/permitted to work from home.  All employees who work from home are asked to enter into a Home Working Agreement. 
All employees may be required to work at locations other than your normal place of work on a temporary basis.  If you are temporarily relocated, you may be entitled to claim expenses as set out in the [NGB]'s Expenses Policy.

The [NGB] reserves the right, on giving you reasonable notice, to relocate you on a permanent basis to a different location.  We will endeavour to consult with employees prior to requiring anyone to permanently relocate. 


If, as part of your normal duties, you are required to travel, your Contract will state this and may also give details of the geographical area in which you are required to travel.  Even if you are not required to travel regularly, you may nevertheless be required to travel occasionally.  You may be eligible to reclaim any expenses incurred whilst travelling in accordance with the [NGB]'s Expenses Policy.
10. Working Hours

10.1 Normal Working Week

The [NGB]'s normal core office hours of business are [          ] to [               ].  Your normal weekly hours, days of work and start/finish times are as stated in your Contract. 

The [NGB] reserves the right to vary your weekly hours, days of work and start/finish times, depending on the requirements of your team/department and the [NGB] as a whole.  You will be given reasonable notice of any changes.

10.2 Additional Hours

The nature of the work that we do, often means that many of our employees do not work ordinary office hours.  Sometimes the timing of meetings, training courses, competitions and events, coupled with travelling distances, means that some employees are required to work outside of office hours and at weekends.  

Your Contract will state if you are entitled to any additional payment for work outside normal office hours.  Some employees are entitled to receive an Unsociable Hours Increment in addition to their basic salary to reflect the additional hours that they work.  Your Contract will say whether or not you are entitled to receive this. 

10.3 Overtime

Some employees are entitled to be paid for additional hours worked.  If your Contract says that you are entitled to payment for overtime, the following rules apply:-


· All overtime is at the discretion of the [NGB], you are not contractually entitled to overtime;
· All overtime must be approved in advance by [your Manager];
· Payment for any overtime is at the rates set out in your Contract;
· You must work at least 30 minutes in order to be entitled to payment.  Payment is in respect of blocks of 30 minutes.
[Insert any additional information including any rules about submitting claims for overtime, appropriate form, timing and authorisation here.] 

10.4 Working Time Regulations

The [NGB] recognises that there is currently a statutory limit on weekly working hours set by the Working Time Regulations 1998. The current limit is an average of 48 hours per week over a 17 week reference period. Employees can agree to work in excess of the statutory limit, but must first sign an Opt Out Agreement.  

There is no obligation on you to sign an Opt Out Agreement.  If you do however, you can end the Opt Out Agreement at any time by giving the required amount of notice as set out in the Opt Out Agreement itself.  For further information about Opt Out Agreements please speak to your Manager. 

The statutory limit on working time applies to your total weekly working time, including time spent working for the [NGB] and any time spent working for any other employer.  Time spent providing a service to a third party can also be included, whether or not you are an employee. 

Your Contract will say whether or not you are allowed to do other work, outside your normal hours of work with us.  If you are allowed to do other work, you are required to inform your Manager.  It is very important that you do this.  If we are unaware of the fact that you are working for someone else outside of your normal working hours, we may be in breach of the Working Time Regulations and potentially liable for a criminal offence.

10.5 Flexible Working

The [NGB] recognises that work-life balance is an important issue for our employees and that working hours plays a role in this, and [NGB] has therefore adopted a Flexible Working Policy and Procedure.  Please refer to SECTION E: EMPLOYMENT POLICIES AND PROCEDURES. For further information about this, please contact your Manager.
11. Remuneration

11.6 Rate of Pay

Your rate of pay is as set out in your Contract. 

11.7 Method of Payment
You will be paid in accordance with the terms set out in your Contract.  Payment is by direct transfer to your bank or building society account.  Usually the date of the transfer will be the [
] day of the month, although this will vary when the [
] falls on a weekend or a public holiday.

You must ensure that the bank/building society details you have given us are correct.  If any changes occur, you must inform your Manager as soon as possible. 

If you have any queries about your pay, you should discuss these with your Manager.

11.8 Salary Review

Your salary will be reviewed [regularly] [annually as set out in your Contract] [annually in [           ].  The review will take into account your performance and the potential you have shown during the previous year, and the performance of the [NGB] as a whole, plus any considerations raised by any external funding bodies.  Your salary will not necessarily increase as a result of the review.  Any changes to your salary will be confirmed in writing.

11.9 Unsociable Hours Increment

Your Contract will state whether or not you are entitled to be paid an Unsociable Hours Increment.

11.10 Car Allowance

Your Contract will state whether or not you are entitled to receive a car allowance.  receipt of any car allowance is subject to you agreeing to provide, maintain, service, tax and insure an appropriate vehicle for use on the [NGB]’s business.  Any car allowance is paid in addition to your salary and is subject to deductions for Income Tax and National Insurance Contributions in the normal way.

11.11 Expenses
You must follow and adhere strictly to the [NGB]'s Expenses Policy when travelling and claiming business expenses.

11.12 Deductions
The [NGB] reserves the right to make deductions from your pay.  The deductions that may be made from your pay include the following:-

· those required by statute, for example national insurance contributions and income tax and repayments of student loans;

· those required by court order;

· any money owed by you to the [NGB];

· pension contributions.

· [insert details of anything else?]
In the unlikely event that any sum is paid to you in error or you mistakenly receive an overpayment, you will also be required to repay this.  If this occurs, the [NGB] will endeavour to discuss this with you before making any deductions and we will take steps to ensure that you do not face unnecessary financial hardship.
12. Benefits

The [NGB] operates the benefits and schemes referred to in this section 9.  Please note that these benefits are operated at the discretion of the [NGB] and the external funding bodies which provide funding for our posts.  We reserve the right to vary or withdraw any of these benefits at any time and/or to change any external provider.  Not all employees are eligible for all of the benefits.   The benefits to which you are eligible are set out in your Contract.

12.13 Pension Scheme 

[Insert specific details for NGB]
12.14 [Life Assurance Benefit
The [NGB] operates a Life Assurance Scheme, through [              ] for some, but not all employees.  Your Contract will state whether or not you are eligible for this benefit.  Any eligibility to any benefits under this Scheme is subject to the rules of the Scheme as may be amended from time to time.  For details of the Scheme rules please contact your Manager.]

12.15 [Car

Your Contract will state whether or not you are entitled to a company car.  Full details regarding the conditions relating to company cars are contained in the [NGB]'s Car Policy.]

13. Holiday

13.16 Entitlement

Annual holiday entitlement for all employees is as stated in your Contract.  The [NGB]’s holiday year runs from [1 January] to [31 December].  [For some employees, your entitlement increases with your length of service.  Your Contract will state if this is true in your case.]

13.17 Public Holidays

Included in your normal annual entitlement for paid working days’ holiday are public holidays.  These are New Year’s Day, Good Friday, Easter Monday, May Day Bank Holiday, Spring Bank Holiday, Late Summer Bank Holiday, Christmas Day and Boxing Day. 
The [NGB] reserves the right to require any employee to work on a public holiday. 

13.18 Part Time Employees

If you work part time you are entitled to receive a proportion of the equivalent full time annual holiday entitlement including public holidays. The pro rata calculation will be based on your contractual weekly working hours.

13.19 New Employees

If you join part way through the holiday year, your holiday entitlement for that year is calculated on a pro rata basis according to your date of joining.  Only complete calendar months worked will count.  If you have already booked holidays prior to joining the [NGB], these holiday commitments will usually be honoured, provided that the dates are agreed prior to your beginning work.

13.20 Leaving Employees

If you are leaving the [NGB], your holiday entitlement will be calculated on a pro rata basis according to the number of completed calendar months worked up to your effective leaving date.  You will be paid in lieu for any holiday entitlement accrued but not taken by your effective leaving date.  If you have taken holiday in excess of your accrued holiday entitlement as at your effective leaving date, the [NGB] reserves the right to deduct this from your final salary or any other amount owing to you.  Holiday entitlement does not accrue during an unworked notice period.  
13.21 Taking Leave

All holiday requests should be made well in advance and must be agreed with your Manager before any commitments are made.  Normally a maximum of two weeks holiday may be taken at any one time.  Exceptions to this rule may be allowed at our discretion.

13.22 Unused Holiday Entitlement

You are encouraged to take your full holiday entitlement each year.  In the event that you have not taken your full entitlement at the end of the holiday year we may allow you to carry over a maximum of [9] days to the following holiday year. If you wish to take advantage of this provision, you must discuss and agree this with your Manager well in advance of the end of the holiday year.  Any additional outstanding holiday entitlement shall not be carried forward.  We will not make any payment in lieu of any holidays not taken. 

13.23 Religious Holidays

The [NGB] recognises that employees may wish to take annual leave to coincide with particular religious festivals and we will endeavour to ensure this is possible.  Employees seeking to take holidays for religious purposes should normally request leave from their Manager at the beginning of the year.  Where this is not possible, leave should be requested at the earliest possible opportunity and no less than one month in advance.


14. Sickness

We recognise there may occasionally be times when you are unable to attend work due to sickness.  This section 11 sets out the [NGB’s policy regarding sickness, including how you should notify us if you are unable to work due to sickness and your entitlement to be paid during any period of absence. 

14.24 Notification and Certification Requirements

If you are absent due to sickness you must:-

· notify your Manager by telephone as soon as possible, but usually not less than 1 hour after the start of your working day, on the first day of absence. You should discuss the nature of your illness with your Manager, including how long you think you will be absent from work and when you will next make contact with your Manager.  Notification may only be made by a member of the family or a friend if you are too ill to do it yourself. 

· thereafter, you must keep your Manager informed on a regular basis of the progress of your illness (this should be at least weekly for prolonged illnesses).

· if your absence lasts for up to 7 calendar days, you must complete a self-certification form when you return to work. Your Manager may discuss the reasons for your absence with you and will countersign the form.

· for absences of 7 or more calendar days, you must provide a medical certificate from your doctor. This should be given or sent in to your Manager. Thereafter, additional medical certificates must be provided to cover the whole period of your absence. These medical certificates must be given or sent in to your Manager.

· in certain circumstances, at the [NGB]'s discretion, we may ask you to provide a medical certificate for absences of less than 7 calendar days.  If your doctor charges you for this certificate you can claim this money back from the [NGB] through the personal expenses procedure.  Circumstances when you may be asked to produce a medical certificate for absences of less 7 calendar days include, but are not limited to, if you are frequently absent for short periods at a time.

14.25 Sick Pay

The [NGB] does not have an occupational sick pay scheme.  If you are unable to work due to sickness, subject to you complying with the notification requirements above, you will, if eligible, be paid statutory sick pay (“SSP”) in accordance with the legislation applying from time to time.  

SSP is paid for up to 28 weeks.  It is a taxable benefit provided by the Government at a set rate. SSP becomes payable from your fourth day of absence.

[Or, if applicable, insert details of the NGB’s occupational sick pay scheme as set out in the employees’ contracts of employment.]

14.26 Medical Examinations

In the event you are sick for a prolonged period, if you are frequently absent for short periods, or otherwise at the discretion of the [NGB], your Manager may request your consent for the [NGB] to contact your GP or other doctor treating you, or that you be examined by a doctor (or other Specialist) appointed by the [NGB]. 

14.27 Holidays and Sickness

The following rules apply in relation to holidays and sickness:-

· If you become ill whilst you are on holiday, your absence will be recorded as holiday.  You will not be treated as absent on sick leave until the day you are due to return from holiday. You will not be entitled to reclaim the holiday entitlement.


· If you become ill prior to a period of pre-booked holiday, you shall be entitled to cancel the booked holiday and to use the holiday entitlement when you are well again, providing that you cancel in advance.

· If we suspect that you have gone away on holiday during a period of absence due to sickness, the [NGB] reserves the right to investigate this and may take disciplinary action as appropriate.

You will continue to accrue your full contractual holiday entitlement during sick leave for a period of up to [6 months’] continuous absence.  Thereafter, you will only accrue your statutory entitlement to annual leave.

15. Other Forms of Leave

In addition to holiday, the [NGB] recognises that there are other circumstances where you may be entitled or may wish to take leave.  Such leave may be planned, such as in the case of maternity leave or leave required for a public duty such as jury service or may be unplanned, for example leave required to deal with a domestic emergency.  The [NGB] has a number of policies that cover other types of leave.

Please refer to SECTION E: EMPLOYMENT POLICIES AND PROCEDURES for the NGB’s policies on:

· Emergency and Compassionate Leave - covers unplanned time off for dependent care and to deal with domestic emergencies

· Special Leave - covers planned leave in a variety of different circumstances

· Work and Parents - covers Maternity, Paternity, Adoption and Parental Leave

16. Data Protection 

The [NGB] has a separate Data Protection Policy, which sets out the [NGB]'s rules and procedures on data protection.  The Policy is in SECTION E: EMPLOYMENT POLICIES AND PROCEDURES.

17. Leaving the [NGB]
17.28 Ending your Employment

Your employment with us can come to an end in a number of different ways. 

· resignation - if you wish to leave the [NGB], you must confirm this in writing to [

].  The period of notice you are required to give is set out in your Contract.

· natural end - if you employed under a fixed term contract which is expressed to be for a fixed duration, your employment will come to an automatic end when the fixed term period expires. Similarly, if you are employed under a contract which is expressed to last until the completion of a specific task or project, your employment will come to a natural end once the specific task or project has been competed.
· funding  - if your post is subject to continuing funding by an external funding body, it is likely that your Contract will say that your employment will come to an end automatically if the funding is discontinued.
· termination by the [NGB] - if we wish to terminate your employment, we will give you written notice of the date on which your employment will end in accordance with the notice requirements set out in your Contract. We reserve the right to pay you in lieu of notice.

The [NGB] reserves the right to terminate your employment without notice or without payment in lieu of notice in appropriate circumstances, including, but not limited to, situations of gross misconduct, gross incompetence and/or gross negligence.  Examples of these situations are set out in the [NGB]’s Disciplinary Policy.  Please refer to SECTION E: EMPLOYMENT POLICIES AND PROCEDURES
17.29 Requirement to Work During Notice Periods

If you resign or receive written notice from the [NGB] and you wish to leave early you should discuss this with your Manager.  It may be possible to arrange this.  If you are given permission to leave early, you will usually only be entitled to be paid up until your last day of work.

In certain circumstances, the [NGB] may require you not to attend work during the whole or any part of your notice period.  This is known as “Garden Leave”.  This will not affect your pay or benefits during the notice period.  Although you will not be required to attend work if you are put on Garden Leave, you may be required to be available and in contact with the [NGB] to deal with certain matters.  You will not be allowed to work for any other employer or on your own behalf during any period of Garden Leave and the [NGB] may impose other conditions on you.  You will continue to be bound by the terms and conditions in your Contract and this Handbook.

You will be deemed to automatically take any holiday entitlement that accrues during your period of Garden Leave as part of that period.

17.30 Retirement
Implementing a default retirement age is not permissible by law, therefore if you wish to discuss your retirement options please do so with your Manager.

17.31 What happens when you leave
Prior to you leaving, you may be asked to attend an Exit Interview.

When you leave the [NGB], you are required to return all [NGB] property in your possession.  This includes [your ID card/security pass/keys] and any document or other medium on which any information relating to the [NGB] is stored.  You must not take copies of any such information. 

You will remain bound by your duty of confidentiality even after the termination of your employment and you must continue not to disclose any confidential information belonging to the [NGB] to anyone.

Your final payment will be paid through the payroll in the normal way (less any deductions).   If required, you will also receive payment for any accrued untaken holiday entitlement.  You may also be required to repay some or all of any relocation expenses paid to you.  Your P45 will be forwarded to you in due course following the end of your employment. Please ensure that you provide us with a forwarding address if appropriate.

17.32 References

The [NGB] provides standard factual references for all employees.  
The [NGB] will not provide a reference in respect of you to a third party unless you have given your consent.

All [NGB] references are provided by [


] and any request for a reference should be directed to [


].  Only [


] is authorised to provide [NGB] references.  Whilst you may ask your Manager and other colleagues to provide a reference for you, this can only be given in a personal capacity and not on [NGB] letterhead.  

If you receive a request for a reference for any employee or former employee other than in a personal capacity, this must be forwarded to [


].

SECTION C: GENERAL RULES FOR EMPLOYEES 

18. Introduction

You are required to act in the best interests of the [NGB] at all times.  We expect you to comply with all reasonable directions given to you and to observe all of the [NGB]'s policies, procedures and rules which are in force at any time.

The [NGB] expects the highest standard of integrity and conduct in all matters from all our employees.  During your employment with the [NGB], you will be expected to behave in a proper and reasonable manner and to maintain good professional working relationships.  This includes your general behaviour, language and social interaction with other employees, volunteers, athletes/players, members, clubs and other third parties.  If you are found to be in breach of the [NGB]’s required standards of general conduct or behaviour, disciplinary action may be taken against you.

This section of the Handbook expands upon and supplements the general obligations contained in your Contract.  The following sections are in alphabetical order.

19. Alcohol And Drug Abuse

Unless you are attending a work-related event where the consumption of alcohol is permitted, you are not allowed to drink alcohol on [NGB] premises or to attend work under the influence of alcohol.

You are not allowed to use illegal or non-prescribed drugs or controlled substances on [NGB] premises.  Being in possession of such drugs or substances during working hours and or attending work under their influence is not allowed. If a problem of drug misuse or abuse arises, the [NGB] must abide by its responsibilities within the law.  It would be an offence for the [NGB] to knowingly permit illegal drugs to be used, kept or supplied on the premises.

If alcohol or drug addiction threatens your ability to carry out your job we will encourage you to seek medical help.  We may however take disciplinary action, which could lead to dismissal, against anyone who breaches the [NGB]’s policy on alcohol and drug use.

You are also referred to the [NGB]’s policy on Anti-Doping.  Please refer to SECTION F: OTHER [NGB] POLICIES.

20. Child Protection 

The [NGB] has a policy on Child Protection which applies to everyone involved in the work of the [NGB].  Please refer to SECTION F: OTHER [NGB] POLICIES.

21. Communications

[NGB] adopts a planned and co-ordinated approach to communication and contacts with the media. No interviews are to be given to representatives of the press, radio or television on any matter concerning the affairs of the [NGB] unless you are authorised to do so by [

].

If you are contacted for an interview or comment, you should refer this to [
   ].  You should explain to the relevant journalist, that all media enquiries have to be fed through [

].  If you do make a comment inadvertently, you must contact [

] so that we can deal with any follow up effectively.

22. Confidential Information*
In your employment it is likely that you will have access to confidential information belonging to the [NGB].  This includes information about the [NGB] and information about our sponsors, players/athletes, volunteers, clubs, your colleagues and others.

Unless required to do so in the normal course of your duties, you must not disclose any confidential information to any person.  Breach of this obligation will be treated as very serious and will be likely to result in disciplinary action being taken against you.

If you have any concerns about whether information is confidential and regarding any disclosure of such information, you should discuss these with your Manager.  You are also referred to the [NGB]'s policy on Data Protection, our Whistle Blowing Policy* and the section on Communications above.
23. Conflicts of Interest*
As much of the funding we receive is from external funding bodies and includes public funds, it is vital that we, as an organisation, are accountable to our external funding bodies.  For this reason we have developed rules for employees (and other individuals involved in our work) regarding the following matters:

· outside commitments 

· the declaration of conflicts of interests;

· the receipt of gifts and hospitality;

· our relationships with contractors;

· sponsorship and endorsements.

As a general rule, all employees are required, at all times during the continuation of your employment, to act in the best interests of the [NGB].  This means that you must not place your own personal interests or the interests of any other person or organisation, above the interests of the [NGB].

The [NGB] is aware that fraud is an ever present threat to our resources.  We have therefore adopted an anti-fraud and corruption policy.  Please refer to SECTION F: OTHER [NGB] POLICIES.

23.33 Declaration of Interests*
If you have a financial, commercial, personal or other interest, either directly or indirectly in any contract, proposed contract or other matter which is connected with your employment with the [NGB], you are required to disclose this to your Manager immediately. Any breach of this obligation will be dealt with under the [NGB]’s disciplinary policy.

Interests which must be disclosed include, but are not limited to:

· any employment or income received from work undertaken within [the sport];

· any income received from [the sport] as a partner, director or employee within a firm;

· any sponsorship personally received;

· any sponsorship given to any aspect of [the sport];

· any contracts with [the sport] for the provision of services or goods for profit

· any interests in any corporate bodies which do business with the [NGB],

This list is not exhaustive.  Any interest which any close members of your family may have in these matters must also be declared.  

23.34 Gifts and Hospitality*
You are required to inform your Manager of the details of any gifts or hospitality or offers of gifts or hospitality worth more than [£           ] which you may receive in connection with your work for the [NGB], including where received from any customers, clients, or suppliers of the [NGB].  The [NGB] reserves the right to require you to refuse or return any such gifts or hospitality.

23.35 Contractors

All orders and contracts must be awarded on merit.  Where appropriate a tendering process should be established to ensure fair competition between potential contractors. Employees must ensure that no special favour is shown to current or former employees, members of their close family or associates in awarding contracts to any contractors.

23.36 Sponsorship 

Where an outside organisation wishes to sponsor or is seeking to sponsor a [NGB] activity, whether by invitation, tender, negotiation or voluntarily, the basic conventions concerning the acceptance of gifts and hospitality apply.  Particular care must be taken when dealing with contractors or potential contractors.

Where the [NGB] wishes to sponsor an event or service, you are prohibited from benefiting from such sponsorship unless you have fully disclosed this to your Manager and the sponsorship has been approved by [                  ].  This also applies if a member of close family will benefit from the [NGB]’s sponsorship.

23.37 Endorsements

You must not involve yourself in any activity which may be construed as giving official [NGB] endorsement (commercial or otherwise) to any products or services.

24. Dress Code

All employees representing [NGB] are required to dress in a presentable manner appropriate to the circumstances.  Employees are permitted to dress according to cultural and religious norms.

25. Equality and Diversity*
The [NGB] is committed to ensuring equal opportunities for all our employees and aims to provide a work environment in which all employees are encouraged to reach their full potential and to contribute to the [NGB]'s success.  You are referred to the [NGB]'s Equality and Diversity Policy (SECTION F: OTHER [NGB] POLICIES) and the Harassment Policy (SECTION E: EMPLOYMENT POLICIES AND PROCEDURES).*
26. Health and Safety*
The [NGB] recognises that safe working practice is a joint concern for The [NGB] and its employees. The [NGB] is responsible for ensuring that working conditions conform to statutory requirements.  To comply with these requirements there must be an acceptance on the part of all our employees to act in a responsible manner and not to indulge in unsafe working practices.
You are required at all times to observe and co-operate with safety procedures and to make full use of any protective clothing and equipment that may be provided for your safe working. Interfering or tampering with any safety mechanisms or making unauthorised adjustments to controls or apparatus that may affect the functioning of the safety devices will be treated as gross misconduct.

You are required to familiarise yourself with health and safety regulations and to ensure that at all times you take care not to endanger yourself or any other person. You are required at all times to observe the Health and Safety Policy of [NGB].*
Irrespective of any action taken by The [NGB], if you are found contravening safety regulations you could be liable to criminal proceedings under the provisions of health and safety legislation.

27. Property

The term “NGB Property” includes all property belonging to the [NGB] and includes physical property and non-tangible property such as intellectual property and confidential information.  

During your employment, you must not use any [NGB] property for any purpose other than to enable you to carry out your duties. 

At the end of your employment, you must return all [NGB] property in your possession to the [NGB]. Where the property consists of documents, you must return all copies of them.  You must also ensure that you have not retained any [NGB] information on any of your personal computer equipment.

28. Personal Property

The [NGB] is not responsible for the security of any employees’ personal property.  You should not leave valuables unattended at work. 

29. Postage, Photocopying and Stationary

You must not use [NGB] stationery, photocopiers or postage for personal use, unless authorised by your Manager.

30. Security

All employees are issued with a security pass.  [any rules which apply?] [A visitor's access card must be issued for any visitors.]  You are responsible for your visitors while they are on [NGB] premises [and must make sure the access card is returned to reception when your visitors leave.] 
31. Smoking Policy

We operate a no smoking policy. You and your visitors are not allowed to smoke anywhere on [NGB] premises nor in [NGB] cars.  You may only smoke outside in designated areas during breaks.  [These designated areas are [

]] If you are visiting someone on [NGB] business, you are expected to comply with their rules on smoking. 

Breach of the [NGB]’s Smoking Policy is considered to be misconduct.  If you are found smoking anywhere in breach of this policy, disciplinary action will be taken against you which may result in your dismissal. 

32. Telephone Calls

The [NGB] are able to monitor call information including numbers dialled and the length of calls, and may do this from time to time mainly for billing purposes. Some personal use of telephones by employees is permitted.  However, if the [NGB] feel that this is being abused by any employee, the [NGB] reserves the right to deduct the costs of personal calls from your salary and to take disciplinary action where appropriate. 

Using a mobile phone is permitted during working hours, unless, as above, it is felt that you are abusing this privilege.  You must not use any mobile phone for business purposes whilst you are driving.

33. Volunteers

The [NGB] relies heavily on the work of volunteers.  Volunteers are involved at all levels within our work. It is vital to our work that the relationship between employees and volunteers is a good one and that there are good channels of communication.  If you have any issues or concerns regarding the conduct or behaviour of any volunteers, you should raise this in the first instance with your Manager.  

SECTION D: EMPLOYEE DEVELOPMENT

34. Introduction

This section of your Handbook is intended to provide you with information regarding the [NGB]'s approach to dealing with employee development, including how we approach any issues and/or problems that may arise at work.

35. Induction *
All new employees participate in an induction programme.  Each induction programme varies according to the nature and seniority of the role you are carrying out.  Your induction programme will not necessarily be the same as your colleagues’.

The aim of the induction programme is to enable you, as a new employee, to adjust to your new role as quickly and easily as possible, in order that you become an integrated and productive member of our team as soon as possible.  We aim to ensure that you are in a position to start your job feeling confident and well informed.

36. Performance Management Process

In order to ensure that we are doing everything we can to maximise the potential of all employees, we have in place a performance management process which involves the regular review of the performance of all employees against agreed key objectives and a work programme.

The performance management process may be influenced by the type of role you are doing, any conditions set by our funding bodies and other relevant factors.  The performance management process in place for you may not therefore necessarily be the same as for your colleagues.

Your Manager will agree Key Objectives with you.  These will be the key goals which we are expecting you to achieve.  Your Key Objectives will correspond with your Job Description and the strategic objectives of the [NGB] as a whole.  You and your Manager will then usually agree a detailed Work Programme, identifying the specific tasks which you will need to complete in order to achieve your Key Objectives.  You will also usually agree an appropriate time scale for their completion.

You will be expected to meet with your Manager for regular review meetings in order to review your performance against your planned Work Programme and Key Objectives.  Usually, you will receive advance notification of a review meeting and there will be a set agenda.  It may also be appropriate however, from time to time, to deal with additional items in the review meeting.

Our intention is that our performance management process should enable you to have good feedback regarding how we feel about your performance.  It is also important that you feel fully able to participate in this process.  If you have any concerns about the process, you should raise these with your Manager.

37. Annual Appraisal

In addition to undertaking regular reviews, we also undertake an annual appraisal for all employees.  This allows us, on an annual basis, to review and evaluate the work you have achieved and to assess how well the performance management processes we have in place are operating.

The purpose of the appraisal system is:

· to help all our employees realise their potential;

· to review and confirm job descriptions, thus ensuring all our employees know what is expected of them

· to plan the key objectives for each employee for the next 12 months

· to identify general and individual training requirements

· to assist career planning.

38. Training

We recognise that the training and development of our employees is essential to our success.  We keep a training record for each employee and encourage you to help us keep this up to date by recording on it all internal and external training courses you attend.

We are also keen to support employees who wish to undertake courses and/or obtain qualifications which are relevant to their job, whether through allowing day release, study leave and/or making a financial contribution to course fees and the purchase of training materials.  Any such support is at the discretion of the [NGB] and requests should be discussed in the first instance with your Manager.

39. Poor Performance
All employees are expected to meet the [NGB]'s standards for attendance, performance and conduct at all times.  If we consider that you are having any difficulty meeting the [NGB]'s standards, you will be informed of this. If issues cannot be resolved through informal means, there are a number of formal processes through which problems can be aired and resolved quickly at an appropriate level of management. In some cases, this may involve the implementation of the [NGB]'s Capability or Disciplinary Procedures contained in SECTION E: EMPLOYMENT POLICIES AND PROCEDURES. *
There may also be occasions when you are unhappy with something or someone at work. We have a number of different procedures for dealing with such issues including our Grievance Procedure, Harassment Policy and Whistle Blowing Procedure.  Please refer to SECTION E: EMPLOYMENT POLICIES AND PROCEDURES. *
SECTION E: EMPLOYMENT POLICIES AND PROCEDURES

This section of your Handbook contains the [NGB] Policies and Procedures which are applicable to employees only.  Unless otherwise stated within each policy itself, the policies and procedures contained in this section are discretionary.  They do not form part of your Contract and we reserve the right to amend and/or withdraw them at any time.

This section of the Handbook contains the following policies:

40. Adoption Leave *
41. Computer Policy 

42. Coach Retention Policy

43. Data Protection Policy *
44. Disciplinary Policy and Procedure 

45. Emergency and Compassionate Leave *
46. Flexible Working Policy 

47. Grievance Policy and Procedure

48. Harassment Policy *
49. Maternity Leave

50. Parental Leave

51. Paternity Leave 

52. Special Leave *
53. Whistle Blowing Policy and Procedure *
*Additional examples of templates available on the WSA website
SECTION F: OTHER [NGB] POLICIES

This section of your Handbook contains the [NGB] Policies and Procedures which, in addition to being applicable to employees, are also applicable to other individuals involved in the work we do, including without limitation, member clubs, individual members, volunteers, coaches and officials.

Unless otherwise stated within each policy itself, the policies and procedures contained in this section are discretionary.  They do not form part of your Contract and we reserve the right to amend and/or withdraw them at any time.

54. Anti Fraud, Bribery and Corruption Policy *
55. Code of Conduct *
56. Domestic Violence *
57. Equality and Diversity *
58. Redundancy Policy *
59. Social Media *
60. Term Time Working

*Other template examples are available on the WSA website
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