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Orwell Truck & Van 

Company Handbook 

 

Welcome from the Managing Director 

May I begin by welcoming you to Orwell Truck & 
Van and wishing you a long, successful and 
rewarding career with us.   

Founded in 1991, and privately owned by the 
Directors, the Company is committed to providing 
employment security for its staff in return for 
loyalty and hard work. 

Our Company is dependant upon Customers, 
both new and old.  Every member of staff should 
seek to treat our Customers, and their vehicles, in 
the best possible way and in the manner which 
you yourself would wish to be treated by a 
Supplier. 

We have the best Commercial Vehicle Franchise 
with Mercedes-Benz and you join a team of skilled 
hard working people throughout the Company at 
its four branches in Ipswich, Norwich, Colchester 
and Newmarket. 

Good Luck! 

 

 

 

 

 

 

 

David Grant 

Managing Director 
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Chapter 

Introduction 1 

 

Introduction 

This handbook contains guidelines, which, together with your 
appointment letter, form the terms of employment with Orwell Truck 
and Van ‘the Company’ and provides all employees of the Company 
with important information. 

This information concerns matters which relate primarily to the general 
conduct of the employment relationship, including duties and 
responsibilities of both employees and the Company.  A proper 
understanding of such matters is helpful towards maintaining a 
relationship which is positive, beneficial, knowledgeable, professional 
and safe. 

Unless otherwise advised, every employee is engaged on a 
probationary period of three months.  It is a standard procedure for 
your Line Manager to formally review your performance during this 
period. 

Following a successful assessment, your employment will be 
confirmed upon completion of this probationary period. 

Our business is built upon the confidentiality and care of our 
customers.  As part of your employment contract, you are bound not to 
disclose to any person, outside Orwell Truck & Van, any information 
that you have obtained during the course of your work. 

It is your responsibility to read this Handbook and query anything that 
you do not understand with your Line Manager.  Comprehensive 
details of all our policies are available in the ‘Policy Manual’ located at 
all branches. 
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Data Protection – Access to Personal Information 

The Data Protection Act places responsibility on all employers who 
keep personal data and sensitive personal data on computers to adopt 
the Data Protection principles as outlined in the Act  and to provide 
employees with access to certain personal information relating to 
themselves, usually via a written request to their Line Manager or 
Supervisor.  Furthermore, legislation gives employees the right to have 
access to the personal information held about them on a manual file as 
well.  In the majority of cases, such information is held on what is 
known as the Employee’s ‘Personnel File’. 

The Company will fulfil its obligations under this Act to the fullest extent, 
including ensuring that the following 8 principles governing the 
processing of personal data are observed: 

1. personal data shall be processed fairly and lawfully; 

2. personal data shall be obtained only for specified and lawful 
purposes and shall not be processed in any manner 
incompatible with those purposes; 

3. personal data shall be adequate, relevant and not excessive in 
relation to the purposes for which it is processed; 

4. personal data shall be accurate and, where necessary, kept up 
to date; 

5. personal data shall be kept for no longer than is necessary for 
the purposes for which it is processed; 

6. personal data shall be processed in accordance with the rights 
of data subjects under the Act; 

7. personal data shall be subject to appropriate technical and 
organisational measures to protect against unauthorised or 
unlawful processing and accidental loss, destruction or damage; 

8. personal data shall not be transferred to a country or territory 
outside the European Economic Area unless that country or 
territory ensures an adequate level of data protection. 

Employees who wish to review information held by the Company, 
about them, should make an appropriate application in accordance 
with the Company’s policy/procedure. 
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Equal Opportunity Employer 

Our policy is to recruit, employ and promote our employees on the 
basis of their suitability for the work to be performed.  We aim to ensure 
that no applicant or employee receives less favourable treatment on 
the grounds of age, sex, creed, colour, race, handicap or marital status. 

Equality of opportunity: - 

 extends to all matters relating to employment, including 
recruitment, performance appraisal reviews, training needs 
assessment, assessment for promotion, disciplinary action, pay 
reviews, terms and conditions, grievances etc. 

 covers all employees, or potential employees, and embraces 
the principle that all people shall be treated equally, regardless 
of their age, gender, ethnic origin, nationality, colour, religion, 
marital status, sexual orientation, religion or belief, disability, or 
offending background unless unequal, or different treatment can 
be shown to be justified and is appropriate. 

 As a matter of principle, equality in opportunity and treatment 
applies equally to Suppliers, Customers and others directly 
associated with the conduct of business. 

It is the Company’s clear objective and policy to embrace all of the 
principles of ‘equality of opportunity’ described above. 

All employees are required to operate within the framework of this 
policy, and any conduct, which is seen to be contrary to its aims, will be 
investigated, and disciplinary action, which could lead to dismissal, may 
be taken. 

Equal Pay 

The Company understand the duties and obligations placed upon it by 
the Equal Pay Act 1970 and will not discriminate, unlawfully, on the 
grounds of pay* between men and women who, under the terms of the 
Act, are employed: 

a. on like work to that of a man – that is, work of the same or a 
broadly similar nature to the man’s; 

b. on work rated as equivalent to that of a man – that is, in a job 
which a job evaluation study has shown to have equal value to 
the man’s; 

c. on work of equal value to that of a man – that is in a job which 
is equal in value to the man’s in terms of the demands made on 
her under such headings as effort, skill and decision making 
(although no job evaluation study has been completed); 
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Unless the Company can show that the difference in pay is due to a 
material factor other than the difference of sex.  (The sexes are 
interchangeable in the context of the legislation, so ‘man’ may also 
refer to ‘woman’, and vice versa). 

*Pay 
The definition of ‘pay’ is broad and includes salary, wages, bonus 
payments, annual leave, redundancy payments, employer’s pension 
contributions, sick leave and occupational pensions benefits. 

Any employee who feels that they have a legitimate grievance in 
respect of equal pay matters should consult with their Line Manager. 

If the matter cannot be resolved informally, then employees have 
access to the Company’s formal Grievance Procedure. 

Part Time Employees 

The Company understands the duties and obligations placed upon it by 
the Part Time Employees (Prevention of Less Favourable Treatment) 
Regulations 2000 (and subsequent amendments) and will not treat 
part-time employees less favourably in their contractual terms and 
conditions than comparable full-time employees unless different 
treatment is justified on objective grounds. 

In response to the detailed requirements of the Regulations the 
Company will ensure that: 

a) In reorganising workloads, part-time workers will not be treated 
less favourably than full-time workers, unless this treatment can 
be objectively justified; 

b) Previous or current part-time status should not of itself constitute 
a barrier to promotion to a post, whether the post is full-time or 
part-time; 

c) Part-time workers will receive the same hourly rate as 
comparable full-time workers; 

d) Part-time workers will receive the same hourly rate of overtime 
pay as comparable full-time workers, once they have worked 
more than the normal full-time hours; 

e) Part-time workers should be able to participate in profit sharing 
schemes available for full-time staff, unless there are objective 
grounds for excluding them; 

f) The benefits part-time workers receive under these schemes 
should be pro-rata to those received by comparable full-time 
workers; 
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g) Part-time workers will not be treated less favourably than full-
time workers in terms of a) calculating the rate of sick pay or 
maternity pay, b) the length of service required to qualify for 
payment and c) the length of time for which the payment is 
received; 

h) It does not discriminate between full-time and part-time workers 
over access to pension schemes, unless different treatment is 
justified on objective grounds; 

i) It does not exclude part-time staff from training simply because 
they work part-time; 

j) The criteria used to select jobs for redundancy will be objectively 
justified, and part-time workers will not be treated less 
favourably than comparable full-time workers; 

k) Employee benefits will be applied to part-time workers (on a 
pro-rata basis) unless an exception is justified, e.g. the benefit 
cannot be offered pro-rata and the cost of providing the benefit 
(e.g. Company Car) is disproportionate; 

l) The holiday entitlement of part-time workers will be pro-rata to 
that of full-time workers; 

m) Contractual maternity leave and parental leave will be available 
to part-time workers as well as full –time workers; 

n) Part-time employees will be treated no less favourably than 
comparable full-time employees in respect of public/bank 
holidays unless there is objective justification for doing so. 

Part-time workers who believe that they have been treated in a 
manner, which infringes the Regulations, have the right to receive a 
written statement of reasons for the treatment. 

The part-timer must submit their request in writing and the Company 
will return the written statement within 21 days. 

Part-timers who still believe they are being treated less favourably, and 
who are not satisfied that this treatment is objectively justified, are 
advised to make use of the Company’s formal Grievance Procedure. 

Flexible Working 

The Company recognises the benefits that accrue from having 
employment policies, which support the obligations inherent in raising a 
family and will meet its statutory obligations in full. 

In addition to providing Statutory Leave and Pay the Company will 
consider requests from eligible employees to vary their working hours 
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(also known as flexible working) in order to care for a child under 17, or 
disabled child under 18, or an adult in need of care. 

Home working 

The Company recognises that there may, on occasion, be benefits for 
both employees and the Company in providing eligible employees with 
Home working for all, or part of their contracted hours each week.  All 
applications for Home working will be seriously considered according to 
criteria, which fully reflect the Company’s operations, needs and 
priorities. 

Working Parents 

The Company recognises the benefits, which accrue from having 
employment policies that support the obligations inherent in raising a 
family and will meet its statutory obligations in full in respect of the 
following: 

Description Leave Pay Duration 

Maternity Leave 26 Weeks Ordinary 

26 Weeks Additional 

Statutory 
Maternity 

(SMP) 

Pay 39 Weeks 

Adoption Leave 26 Weeks Ordinary 

26 weeks Additional 

Statutory 
Adoption 

(SAP) 

Pay 39 Weeks 

Paternity Leave 2 weeks Statutory 
Paternity 

(SPP) 

2 Weeks 

Parental Leave Up to 13 weeks in total 
for each child under 5yrs 
(18 if child is entitled to a 
disability living 
allowance) 

Unpaid  

 

There are eligibility rules in respect of every entitlement. 

Working Time Regulations 

The Company understands and will observe the requirements of the 
Working Time Regulations 1998 (and subsequent legislation relating to 
Working Time), and specifically, will ensure that: 

a) No worker will be required to work, on average, more than 48 
hours per week, although workers may choose to work more if 
they want to; 

b) Night Workers weekly average hours may be in excess of those 
prescribed by the Working Times Regulations 1998 (‘The 
Waiver’) but they may not exceed 60 hours per week; 
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c) Workers receive a minimum of 11 hours rest each day; 

d) Workers receive at least one day off each week; 

e) Workers receive an in-work rest break (unpaid) if the working 
day is longer than 6 hours; 

f) Workers receive at least 24 days paid leave each year 
(including public holidays). 

Additional Employment 

Employees may, with the Company’s agreement, undertake additional 
employment provided: 

a) Such additional employment does not affect the employees 
ability to perform the job for which they have been employed, in 
a satisfactory manner; 

b) The additional hours worked (aggregated for all additional 
employments), when added to the hours worked for this 
Company, does not give rise to a situation where the employee 
exceeds the limits on average weekly working hours imposed 
by the Working Times Regulations, unless the employee has, 
additionally, entered into a voluntary agreement with the 
Company to opt-out of this part of the Regulations; 

c) The nature of the work does not reflect adversely on the 
Company; 

d) The work is not with a competitor Company or organisation, 
including the programming  of any equipment; 

e) The work is not that of servicing motor vehicles for private gain; 

f) The work is not advising companies on vehicle management 

All employees who wish to undertake additional employment(s) are 
requested to advise, in writing, their proposals with their Line Manager 
or Supervisor so that these and any related employment health/safety 
issues can be discussed.  Disciplinary action will be taken against any 
employee engaged in activities that are in any way in competition with 
the Company or conflict with the Company’s interest 
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Retirement 

From 1st October 2011 there will no longer be a default retirement age 
of 65 and employees will be able to choose when to retire.  This does 
not mean, however, that older employees are immune from normal 
disciplinary reviews and performance procedures. 

The Company is committed to applying practices that are non-
discriminatory in relation to age in all its operations and to comply with 
legislation & regulations, making discrimination on the grounds of age 
unlawful. 

All employees will have the opportunity to discuss any retirement plans 
during their annual appraisal. 
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Chapter 

 2 

First Working Day 

It is considered essential that employees receive a comprehensive and 
organised introduction to their new place of work.  Including: 

 Building layout. 

 Fire Exits 

 First Aid Stations. 

 Signing of Induction Form. 

 Health & Safety Statement 

This requirement stems particularly from an appreciation of the 
problems that can arise (such as accidents, mistakes, absenteeism, 
high labour turnover, etc) if employees are not fully acquainted with 
their work situation, their colleagues, important rules etc and the 
benefits that can be obtained through adequate preparation and 
instruction (such as improved satisfaction, motivation and 
performance).  All new employees will, therefore, receive, over a period 
of time, an organised introduction to their job and their new 
environment. 

Probation 

In general, the most contact employees will have had with the 
Company, prior to entering into employment, will have been the 
relatively short time spent at interview, meeting other employees 
informally, etc. 

It is inevitable therefore that both parties to the Agreement (employees 
and the Company) spend the first few weeks (or months) ‘getting 
acquainted’.  At the commencement of employment all permanent 
employees are normally required to undertake a period of ‘probation’, 
which is usually three months.  In exceptional circumstances this 
condition may be removed, or varied, at the request of the Supervisor, 
and with the agreement of a Director 

Recruitment 

The Company will recruit for employment only those individuals who 
are legally permitted to work in the UK and who can show the requisite 
level of education, qualifications, experience and aptitude, appropriate 
to the work they are required to undertake and will not discriminate, 
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unlawfully, in the provision of employment opportunities.  The 
recruitment process inevitably involves the collection of personal 
information (and sensitive data), which is subject to the standards 
imposed under Data Protection legislation and Codes of Practice.  The 
Company commits to protect and keep secure all personal data, to 
process it in accordance with the Regulations and to allow subject 
access when requested. 

This recruitment procedure must be followed at all times and applies to 
everyone employed, without exception.  Conduct, which is contrary to 
the spirit, intentions and purpose of this Policy, will be subject to 
disciplinary action, which could lead to dismissal. 

Written Statement of Particulars of Employment 

All employees of the Company are entitled to receive a written 
statement of particulars of their employment provided that their 
employment lasts for one month or more. 

The written statement will cover: 

 the names of the employer and the employee; 

 the date when employment (and the period of continuous 
employment) began; 

 remuneration and the intervals at which it is to be paid; 

 hours of work; 

 holiday entitlement; 

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

 pensions and pension schemes; 

 the entitlement of employer and employee to notice of 
termination; 

 job title or a brief job description; 

 where it is not permanent, the period for which the employment 
is expected to continue or, if it is for a fixed term, the date when 
it is to end; 

 either the place of work or, if the employee is required to work in 
more than one location, an indication of this and of the 
employer’s address; 

and 
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 details of the existence of any relevant collective agreements 
which directly affect the terms and conditions of the employee’s 
employment – including, where the employer is not a party, the 
persons by whom they were made. 

If an employee is normally employed in the UK but will be required to 
work abroad for the Company for a period of more than one month, the 
statement will also cover: 

 the period for which employment abroad is to last; 

 the currency in which the employee is to be paid; 

 any additional pay or benefits; and 

 terms relating to the employee’s return to the UK. 

The statement will also include a note giving certain details of the 
Company’s disciplinary and grievance procedures, and stating whether 
or not a pensions contracting out certificate is in force for the 
employment in question.  All Written Statements will be provided to 
employees within the first two month’s of their employment. 

 

Dress Code 

It is expected of all employees that their appearance will convey the 
professionalism of the Company. 

A good standard of dress and personal hygiene must be maintained at 
all times.  Extreme styles of fashions that inappropriately call attention 
to the wearer and detract from a sensible, professional, business-like 
image are totally undesirable and may result in a reasonable request 
for moderation. 

Certain customer facing employees will be provided with corporate 
work wear, which must be worn. 
 

a) Uniforms 

Uniforms, where they are provided, are the responsibility of the 
employee, who should ensure that they are kept clean and tidy at all 
times. Where uniforms are made up of separate items (e.g. 
skirts/blouses/jackets, or trousers/shirts/ties/jackets) the ‘uniform’ is the 
composite of all items. No individual variations or interpretations are 
permitted. Failure to meet minimum standards may result in disciplinary 
action. Uniforms must be returned upon termination of employment.   
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b) Cosmetics/Jewellery 

Employees are required to exercise moderation in the wearing of 
cosmetics and jewellery. 

c)   Workshop   

Workshop Technicians/Cleaners/Drivers will be required to wear 
specific overalls.  You will not be permitted to wear earrings as this is 
deemed to be a health hazard when employed in this type of role, but 
may replace them with sleepers.  Long hair must be tied back. 

Salary and Wages 

Payment is made at the rate specified in your letter of appointment and 
is paid monthly in arrears by bankers automated credit. 

Payment is received on or around the seventh working day of the 
following month. 

All employees of the Company will be entitled to receive a confidential 
itemised pay statement from the commencement of their employment.  
The statement will be issued to the employee at the time payment is 
made and will provide details of: 

a) The employee’s gross pay; 

b) The amount and purpose of any deductions; 

c) The employee’s net pay. 

The statement may provide additional information useful to the 
employee’s understanding of how pay has been calculated and 
accrued. 

Deductions may be itemised separately on the pay statement, and/or 
itemised as relating to the employee and reviewed and reissued at 
least annually. 

Always check your pay statement.  If you do have any concerns or 
questions, please see your Manager immediately. 

Overtime 

All permanent employees are expected to demonstrate a willingness 
to work overtime as required by the operational needs of the business 
in-line with working time directives.  
 
Overtime working is generally the exception rather than the rule, 
and will usually be required to cover a peak or unexpected workload, or 
unexpected staff shortages.  Employees may be compensated for 
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overtime by being paid at plain time rates or by being paid at premium 
rates. Overtime rates will not apply until basic contracted hours have 
been worked.     
In general, salaried or management positions do not qualify for 
overtime payment. 

Bonus 

You may be entitled to receive a bonus.  Bonuses are paid entirely at 
the Company’s discretion.  The Company reserves the right to end or 
amend the bonus scheme at any time and to exclude you from 
participation in the bonus scheme for any reason.  Your bonus is not 
guaranteed in any way (and does not form part of your pensionable 
pay). 

Your entitlement to bonus is conditional on you remaining in the 
Company’s employment on the date it becomes payable. 

Details of any bonus scheme, if applicable, are available from your Line 
Manager. 

Commission 

You may be entitled to receive commission.  The Company reserves 
the right to end or amend the commission scheme at any time and to 
exclude you from participation in the commission scheme for any 
reason. 

Your commission is conditional on you remaining in the Company’s 
employment on the date it becomes payable. 

Details of any commission scheme, if applicable, are available from 
your Line Manager. 

Solicitations and Gifts 

All employees have a personal duty and obligation to ensure that 
neither they, nor, the Company, may legitimately face charges or 
allegations of malpractice or corruption in their business dealings and 
employees are required to comply with the Company’s policy and code 
of practice regarding solicitations and gifts. 

National Minimum Wage 

The Company will establish and maintain reward programmes and 
structures, which it believes, are sensitive to external market forces and 
which offer fair and internally equitable rewards for all employees. 

An important part of this strategy is to ensure that at all times it ensures 
that wage rates are set at, or above the minimum rates established in 
law and revised from time to time. 
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Holidays 

All employees will accrue paid annual leave during their employment.  
The Company will consider all requests for annual leave 
sympathetically, although the needs of the business will always be the 
primary consideration. 

The annual holiday year runs from 1st April to 31st March, during that 
period the standard holiday entitlement is:  

5 Days worked each week: 

1st 3 years service………………. 20 days (plus statutory holidays) 

Proceeding years……………….. 22 days (plus statutory holidays) 

4 Days worked each week: 

1st 3 years service………………16 days (plus statutory holidays) 

Proceeding years……………….18 days (plus statutory holidays) 

No more than 10 days may be taken in one period unless authorised 
by the Board of Directors. 

Employees of the Company will accrue annual leave at the rate of: 

1.83 days per month …………….. 22 days annual leave 

1.66 days per month……………… 20 days annual leave 

1.50 days per month ………………18 days annual leave 

1.33 days per month…………….…16 days annual leave 

You should not make any holiday commitments until your 
Departmental Manager has confirmed your requested dates. 

Should your employment cease for whatever reason during the holiday 
year, your holiday entitlement will only amount to that which has been 
accrued and not taken.  The Company reserves the right to recoup any 
holiday taken in excess of that accrued at date of leaving. 

Leave of absence for Public Duties 

The Company recognises that certain of its employees may, at some 
time, require time off from work to perform specified public duties.  
Such duties may include, for example, acting as Justice of the Peace, 
or as a member of a Local Authority, or some other duty and the 
Company will observe its statutory responsibilities in relation to the 
approval of such leave. 
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Special Leave 

Employees may be permitted to take a reasonable amount of time off, 
unpaid, during working hours in order to take action, which is 
necessary: 

a) to provide assistance when a dependant falls ill, gives birth, is 
injured or assaulted; 

b) to make arrangements for the provision of care for a dependant 
who is ill or injured; 

c) in consequences of the death of a dependant; 

d) because of the unexpected disruption or termination of 
arrangements for the care of a dependant; or 

e) to deal with an incident which involves the employee’s child 
which occurs unexpectedly in a period during which an 
educational establishment, which the child attends, is 
responsible for him. 

Employees are required to inform the Company as soon as is 
reasonably practicable of the reason for absence and, where possible, 
how long the absence is likely to be for. 

 

Appraisals 

A well constructed performance planning and appraisal programme is 
seen as a particularly valuable means of developing a cohesive, 
motivated and efficient workforce. 

As such, all employees will have the opportunity to discuss their 
individual training needs, plans, performance, problems etc. on both a 
routine and regular basis with their Line Manager or Supervisor. 

 

Job Security 

The Company recognises the importance of its employees and will 
make every effort to protect the security of all employment.  The 
Company is, however, required to conduct it’s business efficiently and 
economically, at all times and it follows therefore that if, over a 
sustained period, the activity of the Company is below that for which it 
is staffed, then this will, of course be a matter of concern. 
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Should such a situation arise then the utmost priority will be given to 
identifying the ways and means by which the balance can be restored 
without loss of employment.  If this proved ultimately not to be possible 
then redundancy may have to be implemented as a last resort. 

Capability 

The Company will at all times endeavour to ensure that employees 
achieve and maintain a high standard of performance in their work. 

To this end it will ensure that standards are established, performance is 
monitored and employees are given appropriate training and support, 
where necessary, to meet these standards. 

Where an employee falls below the standards expected, and such 
under-performance is a matter of concern, then the underlying reasons 
will be investigated and improvement sought.  If, after a reasonable 
period of time, the employee is unable to perform to the required 
standards, and further training or re-deployment is not a viable option, 
then the employee may be dismissed on the grounds of capability.  The 
procedure is intended to reflect good employment practice and does 
not confer any rights on employees, although in certain circumstances 
it confers rights on the Company. 

Education and Training 

The Company believes that the education, training and development of 
its employees is particularly important in relation to: 

 Attracting and maintaining a workforce which is committed and 
able to meet the demands of providing a quality service, at a 
competitive cost in a specialised and ever-changing 
environment 

 The induction and orientation of new employees 

 Keeping employees up-to-date and abreast of new equipment, 
methods and techniques in relation to their work and updating 
skills, knowledge etc so as to enable employees to retain and 
improve their ability, efficiency, motivation etc 

 The general development of employees through e.g. 
educational courses leading to appropriate professional 
certification, or non-qualification courses providing advanced 
knowledge in an appropriate subject or discipline, etc 

All employees will be expected, from time-to-time, to attend mandatory 
training courses and/or corporate events to comply with our Mercedes-
Benz Agreement. 
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To meet our ever increasing customer expectations, telephone calls 
may be recorded and used for training purposes. 

Dignity at Work 

Every employee of the Company has the right to be treated with dignity 
at all times during their employment and all employees are required to 
conduct themselves in a manner which is entirely consistent with this 
general principle. 

Any employee who believes that this elementary right has been 
infringed may make a formal complaint as outlined in the Company’s 
formal Policy/Procedure, ‘Dignity at Work’. 

An employee whose wilful and deliberate conduct is in contravention of 
this policy may be disciplined, and may also, as a result of this process, 
be issued with a formal warning, or be dismissed, as merited by the 
facts of the case. 

This policy applies to everyone.  There are no exceptions. 

This will help ensure that no employee suffers harassment or bullying 
during his employment or any act, omission or conduct which causes 
him to be alarmed or distressed including, but not limited to, the 
following: 

 Behaviour which is offensive, abusive, malicious, insulting or 
intimidating 

 Unjustified criticism 

 Punishment imposed without reasonable justification 

 Changes in the duties or responsibilities of the employee to the 
employee’s detriment without reasonable justification and 
consultation 

Disabled Workers 

The Company recognises that it has clear obligations towards all its 
employees and the community at large to ensure that people with 
disabilities are afforded equal opportunities to enter employment and 
progress with the Company. 

In addition to complying with the requirements of the Disability 
Discrimination Act 1995, the Company will follow procedures designed 
to provide for fair consideration and selection of disabled applicants 
and to satisfy their training and career development needs. 
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When employees become disabled in the course of their employment, 
the Company will attempt to ensure they remain in employment by 
making reasonable adjustments to accommodate their disability. 

Employee Integrity 

Orwell Truck & Van expects all its employees to comply with the law. 
The conduct of employees, either in the manner in which they 
undertake their individual duties and responsibilities, or the way in 
which they relate to their colleagues, customers, suppliers, etc is of 
critical importance in determining the image, reputation and ultimately 
the success of the Company.  

Employees are required, for example: 

 to conduct themselves at all times in a cordial, respectful and 
courteous manner. This applies to all relationships at work, and 
therefore includes all work colleagues, customers, suppliers, 
complainants, etc; 

 to devote their whole time, attention and abilities to their duties 
whilst at work; 

 to take reasonable care for the health and safety of themselves 
and of other persons who may be affected by their acts or 
omissions at work, and to co-operate with the Company, or any 
other person, in ensuring that requirements or duties imposed 
by the relevant statutory provisions governing Health and Safety 
at Work are complied with; 

 not at any time during their employment  to engage or become 
interested in any trade, business or occupation which in any 
way conflicts with the Company's interest and activities. 

Further information is contained within the Company’s policy/procedure 
on Employee Responsibilities.  
 

Employee Purchases 

The Company operates a discounted scheme, whereby the 
Company’s products may be purchased by employees at a discounted 
price.  The current employee discount on all purchases is Cost Price 
plus 10%. 

Employees should consult their Line Manager or Supervisor for details 
of the scheme and how to arrange for purchases to be made. 
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Whistle blowing 

The Company takes allegations of wrongdoing or malpractice (in any 
form) very seriously and therefore seeks to ensure that employees, 
acting in good faith, who genuinely believe that wrongdoing is evident, 
are able to disclose the information without fear of detriment or 
victimisation, and in confidence. 

All employees are encouraged to be open about their concerns and to 
express them at the earliest opportunity. 

Trade Union Membership 

The Company does not recognise any Trade Union for the purposes of 
collective bargaining. 
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Bribery & Corruption 

Definition 

Bribery is the acceptance of gifts, money, hospitality or other favours in 
return for providing something of value to the briber.  The purpose of 
this policy is to set out the rules that must be followed within Orwell 
Truck & Van to ensure that no bribery occurs.   

Unacceptable Behaviour 

The following behaviour is unacceptable: 

1) Offering, promising or giving any financial or other reward to any 
person in return for some favour. 

2) Requesting, agreeing to receive, or accepting any financial or other 
reward from any person in return for some favour. 

3) Failing to report any known or suspected cases of bribery. 

Business Gifts 

From time-to-time customers, suppliers or other persons might offer a 
gift to an employee.  This could be a small item or something of 
considerable value.  All gifts however small, must be reported to your 
Manager and recorded.  No gifts with a value of more than £25.00 may 
be accepted.  If a gift is offered and then refused because of its value, 
this must also be reported to your Manager. 

Hospitality 

From time-to-time customers, suppliers or other persons might invite 
an employee to a hospitality event.  All such invitations must be 
reported to your Manager.  Permission must be given by your Manager 
before any invitation is accepted. 

Offering Gifts and Hospitality 

It is Orwell Truck and Van’s custom to offer small gifts to customers, 
suppliers and other persons.  If the gift is authorised by your Manager, 
the employee is entitled to give it to the appropriate individuals. 

Orwell Truck & Van occasionally run hospitality events, primarily aimed 
at thanking customers and suppliers for their custom and loyalty.  An 
employee must not organise any additional hospitality event without 
seeking authority from their Manager or Director. 



UPDATED FEBRUARY 2013  25 

Responsibilities of the Manager 

Managers must ensure that a record is kept of all gifts and hospitality 
offered by their department to customers and suppliers.  This record 
can be maintained by the marketing department or the person 
organising the gift/hospitality. 

If Managers are concerned about any actions, they should contact a 
Director for advice. 

Managers are fully responsible for ensuring that all their employees are 
aware of this policy and fully understand the rules in relation to the 
acceptance of gifts and hospitality. 

Expenses 

Managers must authorise all expense claims from their employees.  
Managers are expected to check and sign off these expenses against 
receipts. 

Any item of expenditure that gives rise to concern should be thoroughly 
investigated. 

Attempts to Bribe 

Any employee who is concerned that he or she is potentially being 
bribed must report this matter to their Manager immediately. 

Donations to Organisations 

Orwell Truck & Van make donations to charity.  These are managed by 
the Board of Directors.  No employee should make donations on behalf 
of the Company. 

No donations should be made to charities, political parties or other 
organisations with the intention of gaining a business advantage. 

Disciplinary Action 

Any employee found to have offered or accepted a bribe; will face 
disciplinary action which could include dismissal for gross misconduct.  
We have a zero tolerance approach to any breach of integrity, including 
facilitation payments. 

Raising Concerns 

If any employee is concerned that acts of bribery are occurring in 
Orwell Truck & Van, they should inform their Manager in the first 
instance.  If this course of action is inappropriate, the employee should 
inform a Director. 
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Chapter 
Company Property 

3 

Use of Company Property/Facilities 

Company Property 

You acknowledge that all files, customer records, lists, books, records, 
literature, products and work products developed by you in the course 
of your employment with the Company, and other materials owned by 
the Company or used by it in connection with the conduct of its 
business shall at all times remain the sole property of the Company, 
and you agree that upon request and upon termination of your 
employment hereunder, howsoever arising, you shall surrender to the 
Company all such files, customer records, lists, books, records, 
literature, products, work products and any copies thereof and all other 
property belonging to the Company or any Associated Companies. 

Workshop Facilities 

Technicians of the Company wishing to make use of the workshop 
facilities for the service or repair of their own vehicles must first obtain 
written authorisation from the Workshop Manager.   

Apprentices must have a qualified technician supervising them at all 
times. 

Abuse of the facilities may lead to disciplinary action being taken. 

Computer Use 

All branches of Orwell Truck & Van operate a common networked 
computer system allowing information and communication to be 
shared.   

You will be authorised to gain access to certain computer systems, 
programs and data.  You must not attempt, alone or with others, to gain 
access to data or programs to which you have not been authorised to 
gain access. 

Other than in the performance of your duties, for which you will have 
been given specific prior authority, you will not: 

1. load any program into any computer via disk, typing, electronic 
data transfer or any other means; 
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2. use or insert into any computer any floppy disk, CD ROM, 
removable hard drive or any other device for the storage and 
transfer of data or programs; 

3. use any modem link to access any other computer or bulletin 
board or information service; 

4. download any file via a modem link or any other device; 

5. connect any piece of computer equipment to any network or 
other item of computer equipment; 

6. copy and/or remove any computer equipment/software. 

You are not permitted to use the Company’s computer and/or other 
telecommunications systems and/or access to the Internet provided for 
personal reasons without obtaining written authority from your 
Manager. 

The Company reserves the right to monitor on a regular basis your use 
of it’s computer and/or telecommunication systems, including phone 
calls, facsimile, e-mails and use of the Internet in order to ensure 
compliance with the provisions of this policy. 

Use of E-mail 

When using e-mail, keep your messages professional and business-
like.  Employees must use the e-mail system sensibly for the purposes 
of their job and the incidental needs of the business and not for 
personal business or other non-job related activities. 

Use of Internet 

Employees are authorised to access the Internet for the purposes of 
their job and the incidental needs of the business and not for personal 
research.  Authority from your Manager must always be obtained for 
personal use. 

Connecting Personal Mobile Devices 

Connection of personal mobile devices (Laptops/tablets/phones etc) to 
the Company network (including wireless) should only be done with the 
express permission of a Manager/Director via the IT Administrator. 

Any device discovered without having permission, will be prevented 
from connecting.   
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Use of Personal Transport on Company Business 

The use of employee’s personal transport is strictly forbidden for use 
on Company business.  Should transport be required you must first 
obtain authorisation from your Manager or Supervisor.  A Company 
vehicle or hire vehicle will then be made available.   

These directives apply to any form of Company business including 
training courses, meetings or travelling between the Orwell locations, 
this list is not exhaustive. 
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Social Media 

Policy Definition 

Social media is an interactive media that allows users to communicate 
instantly with each other or to share data in a public forum.  It includes 
social and business networking websites such as Facebook, MySpace, 
Bebo, Twitter and LinkedIn.  Social media also covers video and image 
sharing websites such as YouTube and Flickr, as well as personal 
blogs.  This is a constantly changing area with new websites being 
launched on a regular basis and therefore this list is not exhaustive.  
This policy applies in relation to any social media that employees may 
use. 
 

Use of Social Media at Work 

Employees are not permitted to access social media websites or to 
keep a blog using the Company’s IT systems and equipment at any 
time.  This includes laptop and hand-held computers or devices 
distributed by the Company for work purposes.  The Company has 
added most of the websites of this type to its list of restricted websites.  
Where employees have their own computers or devices, such as 
laptops and hand-held devices, they must limit their use of social media 
on this equipment to outside their normal working hours (for example, 
during lunch breaks). 
 
However, employees may be asked to contribute to the company’s 
own social media activities during normal working hours, for example 
by writing Company blogs or news feeds, managing a Facebook 
account or running an official Twitter or LinkedIn account for the 
Company.  Employees must be aware at all times that, while 
contributing to the Company’s social media activities, they are 
representing the Company. 
 

Company’s Social Media Activities 

Where employees are authorised to contribute to the Company’s own 
social media activities as part of their work, eg. marketing, promotional 
and recruitment purposes, they must adhere to the following rules: 
 

 use the same safeguards as they would with any other type of 
communication about the Company that is in the public domain 

 ensure that any communication has a purpose and a benefit for the 
Company 

 obtain permission from their line manager before embarking on a 
public campaign using social media. 

 request their line manager to check and approve content before it is 
published online 
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 follow any additional guidelines given by the Company from time to 
time. 

 

The social media rules set out below also apply as appropriate: 
 

Social Media Rules 

The Company recognises that many employees make use of social 
media in a personal capacity outside the workplace and outside normal 
working hours.  While they are not acting on behalf of the Company in 
these circumstances, employees must be aware that they can still 
cause damage to the Company if they are recognised as being one of 
its employees.  Therefore, it is important that the Company has strict 
social media rules in place to protect its position. 
 
When logging onto and using social media websites and blogs at any 
time, including personal use on non-Company computers outside the 
workplace and outside normal working hours, employees must not: 
 

 other than in relation to the Company’s own social media activities 
or other than where expressly permitted by the Company on 
business networking websites such as LinkedIn, publicly identify 
themselves as working for the Company, make reference to the 
Company or provide information from which others can ascertain 
the name of the Company 

 other than in relation to the Company’s own social media activities 
or other than where expressly permitted by the Company on 
business networking websites such as LinkedIn, write about their 
work for the Company – and in postings that could be linked to the 
Company, they must also ensure that any personal views 
expressed are clearly stated to be theirs and theirs alone and do not 
represent those of the Company 

 conduct themselves in a way that is potentially detrimental to the 
Company or brings the Company or its clients, customers, 
contractors, suppliers or products into disrepute, for example by 
posting images or video clips that are inappropriate or links to 
inappropriate website content 

 other than in relation to the Company’s own social media activities 
or other than where expressly permitted by the Company on 
business networking websites such as LinkedIn, use their work e-
mail address when registering on such sites or provide any link to 
the Company’s website 

 allow their interaction on these websites or blogs to damage 
working relationships with or between employees and clients, 
customers, contractors, suppliers or products without their express 
consent (an employee may still be liable even if employees, clients, 
customers, contractors, suppliers or products are not expressly 
named in the websites or blogs as long as the Company 
reasonable believes that they are identifiable) – this could constitute 
a breach of the Data Protection Act 1998 which is a criminal offence 
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 make any derogatory, offensive, discriminatory, untrue, negative, 
critical or defamatory comments about the Company, its 
employees, clients, customers, contractors, suppliers or products 
(an employee may still be liable even if the Company, its 
employees, clients, customers, contractors, suppliers or products 
are not expressly named in the websites or blogs, as long as the 
Company reasonably believes they are identifiable) 

 make any comments about the Company’s employees that could 
constitute unlawful discrimination, harassment or cyber-bullying 
contrary to the Equality Act 2010 or post any images or video clips 
that are discriminatory or which may constitute unlawful harassment 
or cyber-bullying.  Employees can be personally liable for their 
actions under the legislation 

 disclose any trade secrets or confidential, proprietary or sensitive 
information belonging to the Company, its employees, clients, 
customers, contractors, suppliers, products or any information 
which could be used by one or more of the Company’s competitors 
e.g. information about the Company’s work, its products and 
services, technical developments, deals that its doing or future 
business plans and staff morale 

  breach copyright or any other proprietary interest belonging to the 
Company e.g. using someone else’s images or written content 
without permission or failing to give acknowledgement where 
permission has been given, to reproduce particular work – if 
employees wish to post images, photographs or videos of their work 
colleagues or clients, customers, contractors, suppliers or products 
on their online profile, they should first obtain the other party’s 
express permission to do so 

 

Employees must remove any offending content immediately of they are 
asked to do so by the Company. 
 
Work and business contacts made during the course of employment 
through social media websites and which are added to personal social 
networking accounts amount to confidential information belonging to 
the Company and accordingly must be surrendered on termination of 
employment. 
 
Employees should remember that social media websites are public 
forums, even if they have set their privacy settings at a restricted 
access or ‘friends only’ level and therefore they should not assume that 
their postings on any website will remain private. 
 
Employees must also be security conscious when using social media 
websites and should take appropriate steps to protect themselves from 
identity theft by placing their privacy settings at a high level and 
restricting the amount of personal information they give out e.g. date 
and place of birth.  This type of information may form the basis of 
security questions and/or passwords on other websites, such as online 
banking. 
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Should employees notice any inaccurate information about the 
Company online, they should report this to their line manager in the first 
instance. 
 

Social Media Monitoring  

The Company reserve the right to monitor employees’ use of social 
media on the Internet, both during routine audits of the computer 
system and in specific cases where a problem relating to excessive or 
unauthorised use is suspected.  The purposes for such monitoring are 
to: 
 

 promote productivity and efficiency 

 ensure the security of the system and its effective operation 

 make sure there is no unauthorised use of the Company’s time 

 ensure that inappropriate, restricted or blocked websites are not 
being accessed by employees 

 make sure there is no breach of confidentiality 
 
The Company reserves the right to restrict, deny or remove Internet 
access, or access to particular social media websites, to or from any 
employee. 
 
 

Contravention of this Policy 

Failure to comply with any of the requirements of this policy is a 
disciplinary offence and may result in disciplinary action being taken 
under the Company’s disciplinary procedure.  Depending on the 
seriousness of the offence, it may amount to gross misconduct and 
could result in the employee’s summary dismissal. 
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 Company Vehicles 

All employees using Company vehicles must treat the vehicle with the 
same respect that they would expect others to treat their own property.  
Only vehicles for which you have a current driving licence must be 
driven and you are expected to exercise due care and attention at all 
times.   

Drivers are responsible for ensuring that the vehicle they drive 
complies with all legal requirements.  You must notify your Line 
Manager immediately, of any faults found with Company vehicles.   

Drivers of dedicated Company vehicles must not permit their vehicle to 
be driven by anyone other than employees of Orwell Truck & Van, with 
the exception of dedicated Company car drivers, whose spouse is 
included. 

Employees are fully responsible for any breaches of traffic regulations, 
which result in fines or prosecution.  You must inform the Company 
immediately of any endorsements or impending prosecutions. 

You must not drive under the influence of alcohol, drugs or medicine.  
Driving while unfit through drugs, whether illegal, prescribed or over-
the-counter medicines, is an offence that carries the same penalties as 
drink driving.  Any offence of this nature will be considered gross 
misconduct and will be dealt with in accordance with Company 
disciplinary procedures.  Further information is contained in the 
Company’s policy/procedure on Company Vehicles. 

Should you require a replacement vehicle due to accident damage see 
section on hire cars under Accidents page 35/36. 

Parking of Private Vehicles 

Employees parking their own private transport on Orwell Truck and 
Van property do so at their own risk.  The Company is in no way 
responsible for any damage that may occur through whatever reason. 
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Telephones and Personal Correspondence 

The Company’s telephones, mail, faxes, scanning and photocopying 
facilities are provided essentially for business purposes. 

Employees must limit personal usage to a minimum.  Excessive 
personal usage may lead to disciplinary action. 

Personal correspondence must not be addressed to you care of work.  
All mail received by us will be opened, including that addressed to 
employees.  Private mail, therefore, should not be sent care of our 
address.  No private mail may be posted at the Company’s expense 
except in those cases where a formal re-charge arrangement has been 
made. 

Employees should discourage their friends and relatives from either 
calling on them, in person or by telephone, except in an emergency. 

Mobile Telephones 

Company policy does not permit employees to use their private mobile 
phones during Company hours, except during work breaks, after 
working hours or in emergencies. 

Mobile phones in vehicles can have many benefits.  They provide 
security and help in an emergency.  However they are distracting if 
used when driving and this increases the risk of an accident.  The 
Company only permits the use of ‘hands-free’ mobile phones whilst 
driving, and only in the course of business, providing it is safe to do so.  
Employees are required: 

o Never to answer or make a call when traffic conditions 
dictate that 100% concentration is required ‘on the road’. 

o Never to use their phone for text messaging whilst 
driving. 

Any mobile telephone that has been supplied to an employee by the 
Company for use in connection with the performance of his duties 
should be used for business purposes only and not for personal use, 
unless prior authority has been given to the employee.  If you use your 
Company mobile phone to make personal calls the Company reserves 
the right to recharge on to you these calls plus an administration fee.  If 
a charge is made, this will be deducted from your pay the following 
month. 

 The employee must use the mobile phone responsibly and in 
accordance with legal requirements. 
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Chapter 
Health & Safety 

4 

Health & Safety 

The Company gives the highest priority to health, safety and welfare of 
its employees and visitors.  The Company recognises its legal and 
moral responsibilities under the Health and Safety at Work Act 1974 
and related legislation, to ensure, so far as it is reasonably practicable, 
the health, safety and welfare of its employees and of persons other 
than employees, who may be affected by its activities. 

The Company will maintain a Health and Safety Policy Statement 
which will be reviewed annually or when circumstances change. 

All employees will be made aware of the contents of this Statement 
upon taking up employment and further explanation and training will be 
given as appropriate.   

Protective Clothing 

Protective clothing and other equipment, which may be issued for your 
protection because of the nature of your job, must be worn and used at 
all appropriate times.  Failure to do so could be a contravention of your 
health & safety responsibilities and would lead to formal disciplinary 
action. 

Accidents 

What you must do if you are involved in an accident while driving a 
Company vehicle: 

 Obtain other driver’s name and address. 

 Obtain vehicle details (vehicle make, model and registration 
number). 

 Obtain third party insurance details. 

 Obtain names and addresses of any witnesses. 

 Take photographs of the scene/ vehicle damage, using camera 
allocated to Company vehicles, or mobile phone. 

 Report the accident immediately to your Manager.  Complete 
the Company’s Incident Recording Form, located in each 
vehicle & submit to your Manager within 48 hours of accident. 
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What not to do: 

 Do not give the undertaking to repair any damage. 

 Do not admit liability in any circumstances. 

If a replacement vehicle is required whilst your Company car is being 
repaired, permission must be obtained from your Manager first.  The 
Hire Company appointed through the motor insurance policy will look to 
provide a vehicle of similar class and size to your own.  Note that 
where the cost of hire cars is to be recovered from the third party at 
fault in the incident, authorisation must be sought from the third party 
insurance Company before proceeding and the appropriate 
authorisation form completed. 

Interview following a Road Traffic Accident 

An interview, conducted by a Director, will be held with all employees 
involved in a Road Traffic Accident.  The purpose of this interview is to 
determine the exact circumstances behind the incident and to establish 
whether the driver could benefit from driver training, thus improving our 
employee’s Health & Safety. 

Accidents within the workplace 

If you are involved in an accident at work report it immediately to your 
Manager. 

If necessary, consult a Company First Aider to seek medical attention. 

Ensure that details of the accident are entered into the Health & Safety 
Accident Book. 

Absences from Work 

Every employee is important in providing an efficient and effective 
service, and for a sound business. Frequent absences and late arrivals 
place added burdens on others and often prevents them from giving 
their best. 

There will of course be occasions when some genuine and acceptable 
illness or condition prevents employees from attending for work, and 
carrying out their normal duties. In such instances employees are 
required to inform their Line Manager or Supervisor, personally, (unless 
circumstances make this impossible) no later than 9 am on the first day 
of absence. Failure to notify may result in such absence being unpaid.  

Repeated lateness, absenteeism, failure to notify, or falsifying the 
reason for absence will be regarded as serious breaches of discipline. 
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In order to deal appropriately with difficult cases, such as an 
employee’s persistent short-term or long-term absence, the 
Company has established a policy/procedure which aims to deal with 
such situations in a sympathetic and reasonable manner and with the 
primary objective of improving attendance and/or facilitating the 
employee’s return to work at the earliest opportunity. 
To enable fair measurement of sickness, the Bradford Factor will be 
applied to all absenteeism.  This means of monitoring is regarded an 
Industry Standard and can be adopted in any type of business. 
 
In cases, however, where the employee is unable to attend for work, or 
fails to meet minimum standards of attendance, then the procedures 
outlined in this policy will be implemented, fairly and consistently. A 
failure to meet minimum requirements may result in the 
employee’s dismissal on grounds of capability. 

Sick Pay 

The Company will make payments to employees who are 
legitimately absent from work through illness or injury. 
 
These payments will be made according to: - 
 

a) The provisions of the Company's Sick Pay Scheme; 

b) The provisions of the Statutory Sick Pay Scheme (SSP). 

All permanent employees are eligible to receive payments for sick 
leave according to the detailed provisions of each scheme. 
 
The following rules are of particular note: 
 

All payments under the Company's sick pay scheme will be at the 
Company's discretion. 

1. Under no circumstances will Company sick pay be paid to an 
employee whose absence can be shown to have originated 
from employment with another employer. 

2. If any sickness or injury is incurred as a result of participation in 
either a dangerous sporting activity (e.g., skiing, motor sports, 
mountaineering, horse riding, etc) or in a sporting event of any 
kind, the Company may withhold payment. 

3. Any decisions taken to withhold the payment of Company Sick 
Pay, or Statutory Sick Pay, will be made in relation to the 
legitimacy of the absence, the provision of appropriate evidence 
as required, and the compliance with the rules regarding 
completion of documentation and notification. Generally 
speaking, the Company will not make payments to employees 
who do not follow the rules. 
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4. All payments made in relation to the Company’s sick pay 
scheme will be inclusive of SSP. 

5. If any period of sickness exceeds 30 days, the Company have 
the right to stop the accrual of holiday entitlement. 

Smoking at Work 

Smoking is both an acknowledged health hazard and a potential fire 
hazard. 

In order to safeguard the health and well being of employees, visitors 
and customers, and to comply with the law, smoking is not allowed on 
any part of the Company’s premises, yards, grounds or vehicles. 

The penalties and fines for the smoke free offences set out in the 
Health Act 2006 are: 

Smoking in a smoke free premises or vehicle: a fixed penalty notice of 
£50 (discounted to £30 if paid within 15 days from the issue of a notice) 
or a fine by a court not exceeding level 1 on the standard scale (up to 
£200) The Company will not pay fines levied on employees for 
contravening this rule in any circumstances; 

Failure to display no smoking signs in smoke free premises and 
vehicles as required by the new law: a fixed penalty notice of £200 
(discounted to £150 if paid within 15 days from the issue of a notice) or 
a fine by a court not exceeding level 3 on the standard scale (up to 
£1000); 

Failing to prevent smoking in smoke free premises or a vehicle: a fine 
by a court not exceeding level 4 on the standard scale (up to £2500). 

In addition to the fines, which may be imposed by the Inspectorate, 
contravention of this rule by employees will result in automatic 
disciplinary action that may, ultimately, result in dismissal. 

Substance Abuse 

The Company recognises its duty to take reasonable steps to ensure 
that employees are not under the influence of alcohol, drugs, or any 
other ‘substance’ which may pose a risk to the health and safety of 
others, or damage property, or damage the integrity and reputation of 
the Company in the eyes of stakeholders, e.g. employees, customers, 
suppliers, outside bodies etc. 

Although each case is to be judged according to its own 
circumstances, and dismissal from employment could be the outcome 
for improper substance use (even for a first offence and where the 
outcomes may have been particularly serious), most cases will be 
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handled, in the first instance, via a combination of disciplinary and 
health-related measures. 

Repeated offences, however, will be the subject of further disciplinary 
action, which may lead to dismissal. 
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Chapter 

Company Procedures 5 

Disciplinary Procedures 

The Company depends upon its employees to carry out its instructions 
and abide by acceptable and established rules of conduct and 
behaviour.  In situations where it is alleged that an employee has fallen 
below the minimum standards of conduct and behaviour, then some 
action must be taken.  Fortunately on many occasions pointing out 
what has caused offence, discussing with the employee concerned, 
and asking that there not be a repetition, is all that is necessary. 

There will be instances, however, where such informal counselling 
does not change the employee’s behaviour, or a more serious breach 
of discipline may be alleged.  It is in these circumstances where a more 
formal disciplinary action needs to be taken.  Where this is the case, 
then to ensure consistency and fairness, such action needs to be 
undertaken within a general framework. 

This framework is the Disciplinary Procedure and applies to all 
employees of the Company.  All formal disciplinary action will be 
considered and undertaken within the following framework: 

 All employees will be made aware of the type of misconduct 
which may lead to formal disciplinary action. 

 All disciplinary matters will be dealt with as quickly as possible. 

 Employees will be advised of the nature of the allegations. 

 No disciplinary action will be taken until all allegations have 
been investigated. 

 At all stages of the procedure employees will be given the 
opportunity to explain their case fully, usually at a formal 
disciplinary interview or hearing.  The employee will also have 
the right to submit any documentation, which they wish to be 
considered. 

 The employee will normally be given at least 3-calendar days 
written notice of any such interview or hearing.  In exceptional 
circumstances, such as an employee’s refusal to attend a 
formal disciplinary interview, the matter may be considered in 
their absence. 

 Except in cases of gross misconduct, no employee will be 
dismissed for a first breach of discipline. 
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 Employees will have the right to appeal against a written 
warning or dismissal. 

It is not practicable to specify all the disciplinary rules or offences that 
may result in disciplinary action, as they may vary depending on the 
nature of the work.  For more detailed information on the 
Company’s disciplinary procedure please refer to the Orwell 
Truck & Van Policy Manual available at all branches. 

Pay in Lieu of Notice 

We retain the right to make a payment in lieu of notice for all or part of 
your notice period, should your employment be terminated for whatever 
reason.  This payment will represent basic salary only and will be paid 
net of income tax and National Insurance Contributions, as required by 
law. 

Where applicable, there will be no entitlement to a Company vehicle 
during this period. 

You are also reminded that the terms of any restrictive covenants will 
continue to operate in full. 

Grievance Procedure 

The Company recognises that employees may, from time to time, have 
problems dissatisfactions or concerns directly connected to their work 
and need to have a speedy and reliable process for resolving these 
issues. Grievances relating to the Company or another member of staff 
should be discussed informally with the employee’s immediate 
Supervisor or Manager.  Should the matter not be resolved at this 
stage the employee may put his/her grievance in writing to his/her 
immediate Supervisor or Manager.   

The Company’s Grievance Procedure aims to resolve problem areas 
quickly and fairly, preferably at local level, at which the matter can be 
resolved.  For more detailed information on the Company’s grievance 
procedure please refer to the Orwell Truck & Van Policy Manual 
available at all branches. 

Complaints 

Complaints, especially from customers, suppliers, job applicants, etc. 
are encouraged and welcomed as a way of ensuring that any 
dissatisfaction or grievance with any aspect of the Company’s 
operations or services is brought to the attention of the Company as 
quickly as possible.  Our aim in all cases is to deal with complaints 
efficiently and fairly, within a reasonable timescale and, where possible, 
to achieve a resolution which is satisfactory to both the complainant 
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and the Company.  A Non Conformity form to be completed in all 
instances. 

All complaints will be fully investigated, handled sympathetically and 
confidentially and responded to within agreed timeframes.  Where 
necessary, improvements will be made. 

 

 

Addendum 

More comprehensive information concerning all the policies in this 
handbook can be found in the Company Policy Manual located at each 
branch.  The Company Policy Manual is available to all employees of 
Orwell Truck & Van. 

This Company Handbook can also be found on our website 
www.orwelltrucks.co.uk along with any up-to-date revisions.  First 
printed January 2009. 

http://www.orwelltrucks.co.uk/

