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PART 1 
 

WELCOME TO PULLMAN PREMIER LEISURE LTD 
 

We are pleased that you have decided to join us here at Pullman Premier Leisure 
Ltd, and hope you have a long, happy and rewarding career with us. 
 
Pullman Premier Leisure Ltd consists of three Hotels, Hotel Rembrandt, The Royal 
Chase and The Lord Haldon, these hotels are all separate limited companies.  This 
handbook applies to all three Hotels. 
 
The handbook has been designed to help you during your working life with us and to 
enable you to learn about the contribution you can make to help our business run 
smoothly and successfully.  We hope you find it interesting and informative. 
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PART 2 
 

TERMS AND CONDITIONS OF EMPLOYMENT 
 

At the Hotel Rembrandt we expect all our employees to achieve a satisfactory level 
of attendance.  It is important therefore that we all understand our obligations and 
rights in this regard. 
 
We are committed to encouraging good employee attendance levels and we will deal 
sensitively, consistently and constructively with all employees. 
 
The following terms and conditions of employment should be read in conjunction with 
your contract of employment. 
 
1. Absence from work - Notification, certificates, pay, industrial injuries, 

compassionate leave, jury service, time off for domestic emergencies 
 
1.1 Notification 
 If you are unable to work due to sickness or injury, you or someone on your 

behalf (if you are unable to make a phone call) must notify your Line Manager or 
Duty Manager as early as possible on your first day of absence.  At the time of 
notifying your absence you must provide details of your illness (statements such 
as ‘unwell’ or ‘sick’ are unacceptable) and give an indication of the likely length 
of your absence.  You will be required to keep your manager regularly informed 
of the expected duration of your absence. 

 
 You must report to the Manager if you come into contact with anyone suffering 

an infection or contagious disease, or contract such an infection/disease 
yourself.   

 
1.2 Certificates 
 You will be asked to complete a self-certification form when you return from any 

absence due to sickness or injury.  If your incapacity lasts for eight days or 
more, you must also provide your manager with a medical certificate from your 
Doctor.  This certificate must also cover each further day of absence and 
certificates must be submitted weekly, unless your Doctor provides a certificate 
for a longer period.  When you return to work after more than 7 days' absence 
you must, if requested, present a final certificate signed by your Doctor stating 
you are fit to return.  

 
1.3 Progress of illness 
 While you are on sick leave, it is important that you keep your manager informed 

of the progress of your illness, and the likely date of your return to work.  We will 
be concerned for your health and a visit may be arranged to see you at home to 
discuss any problems.  During sickness we do not expect an employee to: 

 
1.3.1 Participate in any sports, hobbies or social activities which are 

inconsistent with the alleged illness or injury or which could aggravate it 
and delay recovery 

1.3.2 Undertake any employment paid or unpaid 
1.3.3 Engage in any activity which is inconsistent with your alleged illness or 

injury 
 
1.4   For all periods of sickness absence, you will be required to attend a “back to   

work” interview on your return to work to discuss the reasons for your absence. 
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Please refer to Managing Sickness Absence – Policv and Procedure -  
Point 7, for more details on how we deal with persistent short term 
absences, and Point 9 on our procedures for dealing with long term 
sickness. 

 
Warning:  Failure to comply with the above notification requirements could mean any 
SSP payments that may have been due will be delayed/lost and possible disciplinary 
action. 
 
1.5 Medical examinations 

 The Company may find it necessary, in certain circumstances, to seek guidance 
or information about your health (for example, if you have a persistent record of 
sickness absence or if we have reasonable grounds to doubt your capacity to 
perform your duties) and you could be required to attend an examination to be 
undertaken by your own GP or by a doctor or consultant nominated by Pullman 
Leisure at the Company’s expense, this may be in addition or as an alternative 
to the Fit for Work Scheme.  You will be informed of your rights under the 
Access to Medical Reports Act. 

 
 If you have been off sick for a period of 4 weeks or more, we will ask for your 

consent to refer you to the new Government Scheme ‘Fit for Work’.  Once you 
have been referred an independent healthcare professional will call you to talk 
about your health, assess your circumstances and create a plan with your 
agreement, providing recommendations to help you back into work.  This will 
also be shared with us, with your consent.   

 
 Refusal to cooperate would result in the Company reviewing your situation 

without the benefit of any medical information. 
 
1.6 Return to work/Light duties 

You will be required to attend a return to work interview on your return to work 
after any period of sickness absence. 
 
We reserve the right to require an employee to undertake any reasonable 
duties, having due regard to the nature of any illness or injury, including 
requiring the employee to attend work and undertake alternative or light duties or 
work shorter hours for a period of time.  Pullman Leisure reserves the right to 
offer a rate of pay applicable to the alternative duties or shorter hours. 

 
1.7 Sickness Records 

We maintain records of employees’ sickness absences, including information 
concerning particular illnesses/conditions and any medical reports obtained 
by us in the course of monitoring sickness absence and the reasons for it.  
Your signature on your Terms and Conditions constitutes your express 
consent for the purposes of the Data Protection Act 1998 to our maintaining 
and processing these records.  All information held on sickness records will 
be treated in the strictest confidence and will be made available for inspection 
by you in accordance with the requirements of the Data Protection Act. 

 
1.8 Sickness Absence – Pay 
 
 1.8.1 Contractual Sick Pay 

The company does not operate a company sick pay scheme. 
  
 1.8.2 Statutory Sick Pay ("SSP") 
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 We are legally required to pay SSP to eligible employees for up to 28 weeks 
(but you should note that SSP is not payable for the first three consecutive 
days of any period of absence). 

 
 There are certain exclusions from entitlement to SSP (for example, if you 

have already received your 28 weeks' entitlement or if you have recently 
received certain other state benefits).  When you are excluded or 
transferred from SSP, you can obtain a form from the local DSS office 
which will enable you to apply for state benefits.   

  
 1.8.3 Unpaid sickness absence 

 If you are incapacitated after you have received your maximum entitlement 
to Statutory Sick Pay, you will not be entitled to any further remuneration, 
with the exception of holiday pay which will continue to accrue until you 
have returned to work.   

 
 1.8.4 Accidents - Third party claims 

If you are able to claim against a third party or an insurance policy you 
must. 

 
 1.8.5 Industrial Injuries 

 There will be no loss of basic wage for any injury sustained on the premises 
which requires secondary treatment at the hospital.  This is only applicable 
for the day on which the injury occurred.  Any other payments will be as 
stated within the Handbook, or at the Manager’s discretion. 

 
1.9 Compassionate leave 
 You may in compassionate circumstances and at our absolute discretion be 

granted additional leave with or without pay.  This is subject to our operational 
requirements. We endeavour to give sympathetic consideration to requests 
for compassionate leave to meet circumstances where the use of holiday 
entitlement is not possible or would not be appropriate.  Any request for 
compassionate leave should first be raised orally with your manager.  A 
decision in response to your request will be made and notified to you as 
quickly as possible.  

 
1.10 Attendance at court as a witness or for jury service 
 If you are required to attend court as a witness or for jury service (but not as an 

accused or as a defendant) you are required to produce the court documents to 
us.  If an exemption cannot be obtained to prevent the need for your attendance 
(in the case of jury service) your absence will be paid at your normal rate subject 
to a deduction equal to the amount of the loss of earnings allowance to which 
you are entitled under the Juror’s Allowance Regulations in force at the time. 

 
1.11 Medical, dental, optical and other health appointments 
 You are expected to make every effort to ensure that any necessary medical, 

dental, optical or other health appointments are arranged outside your normal 
working hours. 

 
 If an appointment can only be arranged to take place during your normal 

working hours you must request the time off as far in advance of the 
appointment date as possible. You must provide evidence of the appointment. 

 
 You will not be paid for this time off. 
 
1.12 Absence for domestic emergencies 
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If you have a domestic emergency (other than one covered by the 
Dependents Leave Policy) we will endeavour to allow you time off to deal with 
it.  The amount of time allowed and the conditions attached to it will be at our 
discretion and will depend on the nature of the emergency.  Any paid time off 
allowed to deal with domestic emergencies will normally be treated as part of 
your annual holiday entitlement.  Alternatively, you may be required to make 
up the time lost.  If your annual holiday entitlement has been exhausted you 
may be allowed unpaid leave. 

 
1.13. Absence records 
 All periods of absence for whatever reason are recorded in your personnel 

records. 
  
 
Other points of reference regarding absence from work – see PART 3, 
POLICIES AND PROCEDURES 
 
Dependents Leave Policy 
Parental Leave Policy 
Absence Management Policy 
 
2. DISCIPLINARY POLICY AND PROCEDURE 
 
 This is provided with the Contract of employment.  
 

3.  EQUAL OPPORTUNITIES – please also refer to the policy on Equality and 
Diversity. 

 
Pullman Leisure is an equal opportunities employer. We are committed to the 
promotion of equality of opportunity in all aspects of employment, including 
recruitment, the provision of training, and career development opportunities. 

 
We believe in a society that gives everyone an equal chance to learn, work and 
live free from discrimination, harassment and prejudice.  We are committed to 
promoting equality of opportunity and diversity and to taking positive steps to 
tackle unlawful discrimination. 
 

There are many different forms of discrimination and there may be more than 
one type of discrimination in any given case. We will tackle discrimination that 
occurs because of a protected characteristic including age, disability, gender 
reassignment, marriage or civil partnership, pregnancy and maternity, race, 
religion or belief, sex, or sexual orientation.  
 

We will provide facilities for any employee who believes that he/she has been 
unfairly treated to raise the matter through our grievance procedure.   

 
Any deliberate discriminatory action, including harassment, by any employee 
will be regarded as a serious disciplinary offence. 

 
3.1 Defining ‘discrimination’  

 Under the Equality Act - discrimination is defined in the following ways. 
 

Direct discrimination occurs where someone is treated less favourably 
because of an actual or perceived protected characteristic or because of an 
association with someone that has such a characteristic. Such treatment is 
unlawful regardless of whether there was any intention to discriminate. 
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Examples 

• A Black applicant for a senior post is not appointed because he might not 
‘fit in’ with the existing (all white) team (actual) 

• A heterosexual employee is transferred to a different office because his 
Manager thinks that he is gay (perceived)  

• An employee is dismissed because she has requested time off to care for 
her disabled child (associative) 

 
Indirect discrimination occurs where an individual’s employment is subject to 
a provision, criteria or practice which applies equally to everyone but which 
puts the individual (and persons with whom they share a protected 
characteristic) at a particular disadvantage and which cannot be shown to be a 
proportionate means of achieving a legitimate aim. 

 
Examples 

• There is a requirement for GCSE English as a selection criterion.  This 
has a disparately adverse impact on people educated overseas and may 
not be justified –if all that is needed is a reasonable level of literacy. 

• Part-time workers are required to work full-time. This has a disparately 
adverse impact on women with small children who take the primary 
childcare role.  It may not be justified if business needs can still be met by 
more flexible working arrangements. 

 
  Harassment is unwanted conduct (related to an actual or perceived protected 

characteristic, or an association with someone that has such a characteristic), 
which has the purpose or effect of violating the dignity of, or creating an 
intimidating, hostile, degrading, humiliating or offensive environment for an 
individual at work.  Harassment may be verbal or physical. 

 
Harassment by a third party occurs where an individual has been harassed by 
any third party in the course of their employment on three separate occasions 
(whether or not by the same third party), and the Company has been informed 
but has failed on the two previous occasions to take reasonably practicable 
steps to prevent the harassment occurring on the third occasion. 

 
Sexual harassment is unwanted conduct which is of a sexual nature or related 
to sex.  It also includes treating an individual less favourably because they have 
rejected or submitted to such conduct. 

 
If you receive unwanted conduct from a third party (including but not limited to 
clients, customers, and suppliers) that might amount to harassment, you must 
notify your manager in writing as soon as possible. 

 
Victimisation is where an individual has been treated badly because they have 
made a complaint, claim or allegation of discrimination or given evidence or 
information connected to discrimination matter.  It also applies if their employer 
simply thinks they have or may have done any of these things. 

 
Disability discrimination occurs in two forms in addition to those set out 
above: 

 
Discrimination arising from disability occurs where an individual is treated 
unfavourably because of something arising ‘in consequence of’ their disability, 
which cannot be objectively justified. 
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Examples 

• An employee with cancer is dismissed for sickness absence, but another 
employee who broke his leg playing rugby was not dismissed for taking 
the same amount of time off. 

• An employee is prevented from attending an internal training course 
because it is held in a building without wheelchair access. 

 
Failure to make reasonable adjustments occurs where a provision, criterion or 
practice, or a physical feature, or the absence of an auxiliary aid, puts a 
disabled person at a substantial disadvantage and we have not taken 
reasonable steps to try and avoid the disadvantage. 

 
Pay discrimination occurs where a woman receives less favourable pay or 
contractual benefits than a man (or where a man receives less favourable 
terms than a woman) for like work, work rated as equivalent, or work of equal 
value.  The difference in pay is permitted only if we can show that it is due to a 
material factor other than sex. 

 
Instructing, causing or inducing another person to discriminate, harass or 
victimise a third person, or attempting to do so are also forms of unlawful 
discrimination.  

  
3.3  Responsibilities 

The responsibility for ensuring the effective implementation and operation of 
the arrangements will rest with the Manager.  The Manager shall ensure that 
they and their staff operate within the policy and arrangements, and that all 
reasonable and practical steps are taken to avoid discrimination. 

 
The Directors have overall responsibility for reviewing the operation and 
effectiveness of this policy. 

 
All employees must understand that this policy forms part of their terms and 
conditions and is therefore incorporated into their contract of employment.  All 
staff should: 

 

• comply with the policy and arrangements 

• not discriminate in their day to day activities or induce others to do so 

• not victimise, harass or intimidate other staff or groups on the grounds 
specified in the policy statement 

• inform the Manager if they become aware of any discriminatory practices 
 

Everyone has obligations under this legislation.  Contravening equal 
opportunities will not only render the Company liable, but also the individual 
concerned.  See Policy file for full details. 

 
4. HOLIDAYS 
 

4.1  Holiday year 
The holiday year runs from 15th March until 14th March in each year. 

 
4.2 Holiday entitlement 

You are entitled to 5.6 weeks/28 days holiday per year inclusive of bank and 
public holidays, this will be pro-rated for part time employees. 
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Holiday entitlement as detailed above includes statutory and public 
holidays. 

 
Holiday cannot be taken until sufficient time has accrued, unless prior 
permission has been given.  In any event whilst holiday will accrue in the first 3 
months, no holiday can be taken during this period, unless this was agreed at 
interview stage. 

  
Where a staff member joins the employment of the Hotel part way through a 
holiday year, holidays will be granted on a pro rata basis. 

 
4.3 Requesting holidays 

All holidays must be requested at least one month in advance to the actual 
holiday dates. 

 
To request holiday you should utilise the Holiday request form, which should 
be signed off by your Head of Department and then either the General 
Manager or the Deputy General Manager.  You should not make any holiday 
reservations until these authorisations have been granted.  If your holiday 
request is refused and you have booked and paid for a holiday you may lose 
your money and your booking. 
 
Permission for holiday will only be given provided there is sufficient cover.  
The Management reserve the right to refuse permission for holidays if the 
needs of the business dictate. 

 
Holidays during July, August and December may only be taken at the General 
Manager’s discretion and may not normally be taken. 

 
Holiday requests will be considered on a first come first served basis. 

 
4.4 Carrying Holiday entitlement forward 

Unless a staff member is working on a Statutory or Public Holiday, pay will 
only be given for that day if claimed as part of the total holiday entitlement. 

 
Holiday must be taken when convenient to the Hotel and may be refused if it 
is inconvenient for the Hotel.   

 
To comply with the Working Time Directive, all staff must take all their holiday 
entitlement during the holiday year (or pro rata for staff that started part way 
through the year).   

 
No more than 2 weeks holiday may be taken at any one time, unless express 
permission has been given by the General Manager or Deputy General 
Manager. 

 
Holiday entitlement must be taken within the holiday year, and cannot be 
transferred to the following year. 

 
4.5 Time off for Religious Holidays 

The Hotel respects the diversity and culture of our employees and 
understands that you may wish to have time to attend festivals for the 
religious observance of your faith, or have time off during the daytime for 
prayers.  You may request to take holiday using your holiday entitlement.  
Alternatively, the Manager will consider amending your working hours or 
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granting unpaid leave in order to accommodate you, however this is 
discretionary and dependant on the needs of the Hotel. 

 
5. MATERNITY, PATERNITY AND ADOPTION LEAVE/SHARED PARENTAL 

LEAVE 
 

Please refer to the Deputy General Manager or General Manager for up to 
date information and policy on this area. 

  

Shared Parental Leave 
 
The Shared Parental Leave regulations (2014) provide an opportunity for new 
parents to take advantage of additional flexibility.  The policy has been written 
to help those eligible parents decide if Shared Parental Leave will benefit 
them and how it may be used alongside or instead of traditional maternity or 
adoption leave. 

 
Shared Parental Leave should not be confused with Ordinary Parental leave, 
which is unaffected by shared parental leave.  Ordinary parental leave is the 
entitlement to up to 18 weeks’ unpaid leave as outlined. 
 
The regulations introduce a new statutory right giving parents of a newborn 
infant or a child newly placed for adoption, the opportunity to share up to a 
maximum of 50 weeks’ maternity leave and 39 weeks of pay if they meet the 
necessary eligibility criteria. 
 
Eligible persons will therefore be able to volunteer to end their maternity leave 
and pay early, to create leave and pay which they can share with the child’s 
father or their partner.  Parents can choose to opt in to shared parental leave 
at any time as long as there is some untaken maternity leave to share.  
Please see Policy for full details. 
 

6. PENSIONS 
 
 As an employer we are now obliged to automatically enrol all eligible staff into a 

pension scheme.  Eligible staff can opt out of this if they wish but as an employer 
we have a duty to re-enrol individuals who have opted out every three years. 

 
 The law says that a minimum percentage of your qualifying earnings must be 

paid into your workplace pension scheme. We will work out your qualifying 
earnings and advise you of this. 

 
 The minimum you can pay currently is 0.8% of your qualifying earnings.  We will 

then pay 1% of your qualifying earnings, and the government will add another 
0.2% of your qualifying earnings (through tax relief).  These figures will increase 
with employee contributions rising to 4% by 2019, Employers contribution rising 
to 3% by 2019 and the Government contribution rising to 1% by 2019 (through 
tax relief). 

 
 Staff eligible for automatic enrolment would be: 

- Aged 22 and below state pension age 

- Are working in the UK 

- Have qualifying earnings that are above the earnings trigger for enrolment 
(this is currently £10,000 p.a. for 2016/17) 

 



 - 11 - 

 For further information, please speak to your Manager. 
PART 3 

 
OUR COMPANY POLICIES AND PROCEDURES 

 
1.    ABSENCE MANAGEMENT 

This policy will apply to all employees of Pullman Leisure, irrespective of the 
position they hold. 
 
At the Hotel Rembrandt we expect all our employees to achieve a satisfactory 
level of attendance.  It is important therefore that we all understand our 
obligations and rights in this regard. 

 
We are committed to encouraging good employee attendance levels and we 
will deal sensitively, consistently and constructively with all employees 

 
Please see the Managing Sickness Absence – Policy and Procedures for 
full details on how we deal with short term absences, and long term 
sickness. 

 
 
2. ACCIDENTS AND INJURIES AT WORK 

 
All accidents or injuries received whilst at work must be reported to the 
Manager and entered into the Accident Book which is held by the person in 
charge.  Any accident experienced by a guest or visitor in the hotel should be 
treated by a first aider if minor and entered into the accident book, if a more 
major incident occurs, an ambulance should be called and the guest taken to 
hospital. 
 
First Aid boxes are located in Reception and in the Kitchen.  Please familiarise 
yourself with the location of other first aid boxes, and who the qualified first 
aiders are. 
 

3. ALCOHOL/DRUGS/SUBSTANCE ABUSE 
 

No drugs or illegal substances are allowed on the Company’s premises.  Any 
employee found to be in possession of drugs or illegal substances, or who is 
unfit for work as a result of excessive drinking or suspected use of drugs or 
illegal substances, will be sent home immediately and will be liable to 
disciplinary action in line with the Company’s disciplinary procedures.  See 
Policy file for full details.  Staff are not allowed to drink alcohol whilst on duty, 
any breach of this will result in disciplinary action being taken.  Staff may, with 
the express permission of the Duty Manager, have a drink on the premises 
when they are not on duty, however, should permission fail to be sought this will 
be classed as a disciplinary offence. 

 
4.  BREAKS 
  

You are entitled to breaks in line with your statutory rights under the Working 
Time Directive 1998. 

 
5.  COMPANY PROPERTY 
 

All documents, materials and equipment supplied by the Company remain 
expressly its property at all times. 
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 No documents belonging to the Company or its guests may be removed from 

the Company’s premises without authorisation from the Manager. 
 

 No employee may use any materials, tools or equipment which are the property 
of the Company, without first obtaining the Manager’s permission.  If permission 
is given it is on the understanding that the property will be used correctly and 
treated with care. 

 
 Employees will be required to pay for any damage they cause to company 

property, either wilfully or by their gross negligence.  The Company’s 
disciplinary procedure will also apply. 

 
6. CONFIDENTIALITY 

 

During the course of your employment you will have access to and be entrusted 
with information relating to the business, working methods and financing of the 
Employer and it’s dealings, transactions, affairs and suppliers/customers, all of 
which information is or may be confidential.  You agree that you will not (except 
in the proper course of your duties) divulge to any person or otherwise make 
use of such information either during the duration of your employment and after 
the termination, any information which is deemed to be confidential. 
 
Confidentiality also applies to information related to any members of staff and 
you are expected to carry out your duties in a professional manner. 
 

 7. DATA PROTECTION 
 

Information is kept about employees for legal purposes, for example payroll 
documentation and also for administrative purposes and for day to day 
management.  The company may also use information held for monitoring 
purposes.  Only the Management team, Personnel Solutions, and other 
persons authorised to do so have access to employees’ records. 

 
Employees should be aware that the Company will hold on file for example, 
application forms, interview notes, references received, contracts, appraisal 
forms, copies of any direct correspondence with the  employee, disciplinary 
records, file notes relating to that employee, medical certificates and other 
information covering periods of absence, training records and any other 
material as is considered appropriate by  the company. 

 
The Data Protection Act gives a number of rights to individuals in respect of 
data held about them.  All employees are entitled to view personal data, either 
manual or electronic, held on them by the management of the company.  A 
small administration charge of £10.00 may be charged for this.  See Policy file 
for full Data Protection Policy. 

 
 8. DIGNITY AT WORK POLICY 

 8.1 Our Commitment 
We believe that all employees should be treated with dignity and respect 
at work.  We are committed to ensuring that any form of harassment will 
not be tolerated in the workplace. 
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The company recognises that harassment and bullying is a problem for 
all employers.  We aim to ensure that employees are provided with a 
working environment that is free from all forms of harassment, bullying 
and intimidation. 

 

 8.2 Definitions - what is Harassment? 
It is unwanted conduct affecting the dignity of men and women in the 
workplace.   

 
It may be related to age, sex, race, disability, religion, sexual orientation, 
nationality or any personal characteristic of the individual, and may be 
persistent or an isolated incident. 

 
Any conduct, which may be acceptable or tolerable to one individual but 
makes another individual feel humiliated, threatened or that their privacy 
is being invaded, may be considered as harassment.  Once the recipient 
has made the person aware that their actions or comments are 
demeaning and unacceptable to them, and the behaviour is repeated this 
is then considered to be harassment rather than unwanted attention. 

 
Below are some examples of harassment: 

 
 Unwanted Physical Contact  
 such as unnecessary touching, patting, pinching, brushing against another 

individual’s body, insulting or abusive behaviour or gestures, physical 
threats, assault, coerced sexual intercourse, or rape. 

 
 Unwanted Verbal Contact 
 such as unwelcome advances, patronising titles or nicknames, 

propositions or remarks, innuendo, lewd comments, jokes, banter or 
abusive language, which refer to an individual or group’s gender, colour, 
race, nationality, ethnic or national origins, disability, sexual preference, 
etc., repeated suggestions for unwanted social activities inside or outside 
the workplace. 

 
 Unwanted Non Verbal Conduct 
 such as racially or sexually based graffiti referring to an individual’s 

characteristics or private life, abusive or offensive gestures, leering, 
whistling, display of pornographic or suggestive literature or other items, 
pictures or films/videos or inappropriate use of the Hotel computer system 
/Internet for this purpose. 

 
 8.3 What is Bullying? 

Bullying can often take place when a person misuses their power or 
position over someone else, this can be any type of power ranging from 
physical strength to collective power. 

 
Examples of what we consider to be bullying: 

 
Spreading malicious rumours, or insulting someone (particularly on 
gender/race/disability/age grounds), ridiculing or demeaning someone, 
exclusion, misuse of power or position, making threats or comments 
about job security without foundation, deliberately undermining a 
competent worker by overloading and constant criticism, preventing an 
individual from progressing by intentionally blocking promotion or training 
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opportunities.  This list is not exhaustive, and can include any 
inappropriate comments made on social networking sites, such as 
facebook, twitter, linked in etc. 

 
8.4 What is Victimisation? 
  Victimisation consists of treating an individual less favourably than 

others are or would be treated in the same or similar circumstances, 
because they have made a complaint or allegation of discrimination or 
have acted as a witness or informant in connection with proceedings 
under any discrimination legislation.  

 
 8.5 Social networking sites 

  Where use of social networking sites can be interpreted to constitute a 
form of bulling or harassment of another member of staff, this will also fall 
under this piece of legislation, and disciplinary measures will be taken 
against any perpetrator 

 
8.6 Raising a Complaint 
 

   Informal action 
If an individual feels that he/she has been harassed, victimised or bullied 
and if they feel able to do so, they should immediately tell the individual(s) 
doing it that their behaviour is offensive, unwanted and that they must 
stop. 
 
Alternatively, he/she may prefer to write to the individual(s), if this is the 
case then a copy of the dated letter should be kept. Alternatively ask a 
work colleague to speak to the individual(s) on their behalf. 
 
A note should be kept of the date(s) and what was said by all involved. 
This may be needed, as evidence should harassment, victimisation or 
bullying continue or subsequently recur. 
 
This form of action is often sufficient to correct the situation, particularly if 
the individual(s) involved were unaware that the behaviour was causing 
offence. 

 
  Formal action 

 At any time, whether or not informal action has been taken, any 
individual(s) who feels that they or others have been harassed, 
victimised, bullied or treated in a way that breaches this policy can raise 
the matter directly with the Manager in writing. 

 
The nature of harassment, victimisation or bullying is such that it is 
recognised that an individual may not wish to raise the matter with the 
Manager, in these cases the complaint can be made to the Directors. 

  
 8.7 Handling the complaint  
   
  8.7.1 Suspension 

 We reserve the right to suspend the alleged perpetrator on full pay 
pending an investigation into the complaint.  Suspension will be 
dependent upon the nature of the complaint. 

  
  8.7.2 Formal Investigation 
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 All complaints will be dealt with in line with the company 
Disciplinary Procedures 

 
  8.7.3 Disciplinary Measures 

 Where formal investigations have been conducted and where it has 
reasonably concluded that some form of discrimination or 
harassment has taken place, those responsible for such acts will be 
subject to the company disciplinary procedure.  Please refer to the 
Company Disciplinary Procedure for full details. 

 
 8.8 Retaliation 

Any acts of retaliation or intimidation against a complainant are likely to 
be considered as a form of victimisation and will be treated as a 
disciplinary offence. 

 

 8.9 Employees’ Responsibilities 

• Every employee has a responsibility to ensure that he/she does not 
incite, perpetrate or condone any form of harassment within the 
 place of work, or work related social functions 

• Any employee, regardless of grade or position, found to be 
responsible for inciting, perpetrating or condoning harassment may 
face disciplinary action, which may lead to dismissal 

• The harasser can be held personally liable if the person who has 
been harassed undertakes legal proceedings via an employment 
tribunal or other channel.  In some cases the harasser may have 
committed a criminal act and be liable for prosecution 

• We do take these matters seriously, however, if it transpires that a 
member of staff claiming harassment has deliberately misled us or 
that a complaint has been made maliciously, then this may be 
deemed to be gross misconduct and action will be taken under the 
Company’s disciplinary procedure 

 
8.10 Management Responsibilities  

The Manager and others in charge of groups of staff are responsible for 
ensuring that harassment does not occur in the work place or work 
related social functions.  They must ensure that: 

 

•••• they fully understand our dignity at work policy and are able to offer 
advice on the procedure when required to do so 

•••• they advise and inform their team to increase awareness and 
understanding of the policy 

•••• they are alert to physical and verbal harassment in their work area 
and deal with it immediately, whether or not it is brought formally to 
their attention 

  

 8.11 Confidentiality 
All investigations into complaints will be objective and will ensure respect 
for the rights of both the complainant and the alleged perpetrator. 

 
All complaints will be handled in an expeditious and confidential manner 
(except between those concerned), it is expected that all concerned 
abide by this. Breaches in confidentiality will be viewed very seriously and 
may result in disciplinary action. 
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 9. DEPENDENTS LEAVE POLICY 
 
 9.1 Introduction 

It is the policy of Pullman Leisure to allow employees to take a 
reasonable amount of time off work to deal with certain unexpected or 
sudden emergencies.  The emergency must involve a dependant of the 
employee. 

 
This right is for unforeseen matters.  If employees know in advance that 
they will require time off, they should request annual holiday, in the usual 
way.  If the reason leave is required is related to their child, with effect 
from 15 December 1999, they may be entitled to take parental leave. 

 
 9.2 Qualifying for Dependants Leave 

The right to time off applies to most employees, including employees on 
fixed term contracts, but not to the self-employed, such as independent 
contractors or freelancers. 

 
  Employees are entitled to this right from the first day of their employment. 
  
 9.3 Who is a dependant? 

A dependant is the spouse, partner, child, grandchild, parent or someone 
who depends on you for care. 

 
 9.4 Taking time off 

The right enables employees to take time off in the following 
circumstances: 

 

•  If a dependant falls ill, or has been injured or assaulted.  

•  When a dependant is having a baby.  You could take time off, if a 
dependent goes into labour unexpectedly and they rely on you to take 
them to the hospital.  You can’t take time off for dependents after the birth 
to care for the child, unless it is an emergency.  Obviously if you are the 
child’s parent, you could be entitled to maternity/paternity or parental 
leave. 

•  To make longer term care arrangements for a dependant who is ill or  
    Injured 

•  To deal with the death of a dependant 

• To deal with an unexpected disruption or breakdown of care 
arrangements for a dependent, such as a child minder or carer doesn’t 
turn up to look after a dependant or a nursing home/nursery closes 
unexpectedly. 

• To deal with an unexpected incident involving the employee’s child during         
School hours, such as being involved in a fight, being injured on a school                     
trip or being suspended from school 

 
9.5 Situations that do not qualify for time off 

Your employer may allow time off for other emergencies but there are some 
situations that your employer does not have to give you time off for, including: 
dealing with emergencies involving your home (such as fire, flooding, burglary 
or a broken boiler) and: 

• taking your dependants to planned medical appointments; 
• dealing with the illness or injury of a pet; 
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• personal crises (such as relationship problems). 

 9.5 Arranging and attending funerals 
Employees can take time off to make funeral arrangements for their 
dependants, as well as to attend a funeral.  If the funeral is overseas, 
then the employer and employee will need to agree on a reasonable 
period of leave. 

 
 9.6 Informing the Employer 

Employees are required to inform their employers as soon as is 
practicable, the reason for their absence and how long they expect their 
absence to last. 
 
On returning to work the Employer will conduct a return to work interview 
with the employee. 

 
Employees who are seen to abuse the right to time off will be subject to 
disciplinary action. 

 

 9.7 Payment for time off 
There is no legal right to paid time off for dependants leave; this will be 
up to the Managers discretion. 

 
10. DRESS CODE/PERSONAL HYGIENE 
 
 We believe that image and cleanliness are important.  All employees are 

expected to maintain a neat and tidy appearance at all times whilst they are at 
work.  Personal hygiene should be of a high standard.  If your hair is long we 
would expect this to be tied back neatly.  Any jewellery or make up worn should 
be discreet.  We do not allow visible body piercings, unless worn for 
religious/cultural reasons.   

 
 Where a uniform is provided this should be kept clean, ironed and worn at all 

times.  We do not allow jeans, tracksuits, leggings or jogging bottoms. 
 
 Footwear should be clean, polished and in good repair.  Any shoes which could 

represent a health and safety risk should not be worn, for example mules, open 
toed sandals, canvas shoes or trainers, or heels over 2” in height. 
 

Employees issued with a name badge must wear it at all times whilst on 
Pullman Leisure’s premises.  Failure to do so could lead to disciplinary action. 

 Upon commencement of employment with the Pullman Leisure, you will be 
issued with a uniform and a Dress and Appearance policy – which you will be 
required to sign.  Refusal to wear your uniform or follow our dress code could 
lead to disciplinary action. 
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11.   E-MAIL AND INTERNET/SOCIAL NETWORKING 
 
 Please refer to the policy file for further detail on this. 
 

The company does not encourage employees to write about their work in any 
way and would prefer them not to do so.  If individuals choose to do so then 
they should ensure that they adhere to the guidelines below, which forms part 
of their employment contract. 

 
- Personal use of social networking sites should not be undertaken during 

working hours. 
 

- Where use of social networking sites can be interpreted to constitute a form 
of bullying or harassment of another member of staff, this will be dealt with 
under our Dignity at Work policy and/or our Disciplinary policy – but will 
amount to disciplinary action. 

 
- Social networking websites are very public, particularly if you are part of a 

network.  You should not assume that information you put on any website 
will stay private. 

 
- Should any posts on social networking sites be deemed as detrimental or 

damaging to the business, disciplinary action can be taken against you. 
 

- Make sure that you do not make any information available that could give a 
person unauthorised access to us or to any confidential information. 

 
12. FIRE 
 
 In the event of a fire, immediately raise the alarm: 
 
 Ensure that customers and staff are removed from the premises in an orderly 

fashion.  Do not induce panic. 
 
 Ensure that the fire brigade have been called 
 
 Proceed to your pre-arranged meeting point outside the premises and check 

that all staff are present. 
 
 Do not tackle the fire unless you have received proper training in the use of fire 

extinguishers. 
 
 This is a general procedure, detailed information and training will be provided to 

you on commencement of employment.  Further relevant instruction will be 
provided dependent on your own particular job responsibilities. 

 
13. FLOATS 
 
 Staff are responsible for any discrepancies in the floats at the end of their shifts 

(expand) 
 
14. GIFTS/LEGACIES/BEQUESTS 
 
 Employees are not allowed, under any circumstances, to accept gifts or money 

from guests. 
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Tips or gratuities may be accepted but the Company does not expect members 
of staff to solicit tips or indicate that they are expected.  It is your responsibility 
to declare any tips or gratuities that you have received directly from guests to 
the ‘Tronc Master’ to ensure that any necessary tax is paid. 

 
15. HEALTH AND SAFETY 
  

Pullman Leisure will comply with the Health and Safety Act.  Please refer to the 
Health and Safety policy for details on this.  Copies of the company’s health 
and safety policy document are kept in the office and a summary poster is 
placed on the staff noticeboard. 
 
Our Policy Statement 
 
It is the intention of Pullman Leisure to ensure, so far as is reasonably 
practicable, to provide a safe and healthy place of work and working 
environment for all staff, guests, visitors, clients and contractors affected by its 
operations at Pullman Leisure. 

 
Pullman Leisure is committed to continuous improvement in matters of health & 
safety performance at Pullman Leisure and is committed to meeting its 
obligations under the Health & Safety at Work etc Act 1974 and associated 
Regulations to include the consultation with employees on matters affecting 
their Health & Safety, to appoint a competent person to co-ordinate Health & 
Safety matters, to provide information, instruction and training to employees 
and to provide adequate Health & Safety funds. 

 
Successful health & safety is the responsibility of all employees of Pullman 
Leisure, and requires the co-operation of all staff in order to achieve the 
company’s health & safety objectives. 

 
Employee’s Responsibilities; 

 
Under the Health & Safety at Work etc Act 1974, all employees at Pullman 
Leisure have a duty to; 

 
i. Co-operate with the Managing Director, General Manager, Deputy General 

Manager and Heads of Department on health & safety matters to enable 
them to ensure legal compliance. 

 
ii. Not maliciously interfere with anything provided to safeguard the health, 

safety and welfare of staff, residents, visitor or contractors. 
 

iii. Report all health & safety hazards and or concerns to their Head of 
Department immediately 

 
iv. Take reasonable care for the health & safety of themselves and other 

persons who may be affected by their acts or omissions at work. 
 

Employees should also; 
 

• Read all health and safety notices 

• Adhere to all health and safety policies and procedures 

• Follow the safety procedures in case of fire 

• Be aware of the location of first aid boxes 
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• Report all accidents in the accident book 

• Report any faults or defects in equipment to the Department Head 

• Not attempt to repair or maintain workplace equipment without full 
instructions or training from a competent person. 

• Use or wear personal protective equipment (PPE) where required. 

• Ensure that all fire escapes, emergency exits, doors and walkways are 
kept clear and free from obstruction at all times. 

• Report any hazards in the workplace to the Department Head 
immediately 

• Adhere to the Smoke Free Policy at all times 
 

 
16. MOBILE PHONE POLICY 
 
 Mobile phones can be brought to work; however, they should remain switched 

off.  It is only acceptable to utilise your mobile phone during breaks. 
 
17. PARENTAL LEAVE/FLEXIBLE WORKING 
 

We understand how important it is for parents to be supported, particularly in 
the early years of their children’s lives.  Support will also extend to those who 
adopt children and to those with disabled children.  The Maternity and Parental 
Leave etc Regulations 1999 came into effect on 15 December 1999. 

 
 17.1 Who is entitled to parental leave? 

Those employees with more than one year’s service and being parents of 
children under the age of 18 years.  Both parents receive the entitlement.  

 
 Parents to the child/children are defined as those who are named:- 
 

• On the birth certificate 

• As legal guardians 

• On a Court Order (where the couple are not married) 
 
Or 
 

• In an adoption order 
 
 And are therefore entitled to parental leave. 
 
 17.2 How much parental leave can I claim? 

Each parent may claim 18 weeks’ parental leave.  A week constitutes the 
employee’s normal contracted hours.  Parental leave is unpaid.  In the 
case of multiple births, entitlement is received for each child.  Therefore, 
in the case of twins entitlement is 36 weeks parental leave for each 
parent. 

 
 17.3 When can I use my parental leave entitlement? 

Entitlement must be used before the child’s 18th birthday. 
  
The maximum leave to be taken within each year is 4 weeks for each 
child. 

 
Leave is taken in blocks of one week.   Part weeks count as one week, 
except when leave is taken for a disabled child.  Therefore, should a 
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parent take two days, this will count as one week of their parental leave 
entitlement. 

 
Fathers may take up to 4 weeks’ leave immediately after the birth or 
adoption of a child, providing they give 21 days’ notice of the expected 
week of childbirth or adoption date.  We cannot postpone this leave.  
However, refer to additional Paternity Leave in the 
Maternity/Paternity/Adoption policy for further information on Paternity 
Leave. 

 
 17.4 How do I apply for Parental Leave? 
  You will be required to give at least 21 days notice of the required dates. 
 

As an employer, we do have the right to postpone the leave for no longer 
than six months, should the leave unduly disrupt the business.  The six 
months commences at the start of the leave period.  Where leave is 
taken by fathers immediately after the birth or adoption of a child, leave 
cannot be postponed by us. 

 
We will require sight of relevant documentation prior to any leave taking 
place e.g. the child’s birth certificate, proof of entitlement to disability 
living allowance or adoption documentation. 

 
 17.5 Postponement 

We will arrange to discuss reasons for postponement with the employee. 
Pullman Leisure can postpone the leave for no longer than 6 months. 

 
We will also give notice of postponement in writing no later than 7 days 
after the employee’s request for parental leave.  This notice will state the 
reason for postponement and confirm the amended date of parental 
leave. The postponed leave will always be equal in length to the original 
request. 

 
 17.6 Employment Rights 

Full employment rights will be preserved whilst the employee is taking 
parental leave.  The employee will return to the same job or one that is 
broadly similar. 

 
 17.7 Payment for Parental Leave 
  There is currently no statutory right to be paid for Parental Leave. 
 
 Flexible working 
 

The Employment Act 2002 introduced a statutory right for employees to be able 
to request flexible working, which can include a change to the number of hours 
worked, or to their work pattern.  The right applies to all employees who have 
worked for the Company for 26 weeks and have parental responsibility for a 
child.  The age limit for that child is now up to the age of 16.  The right to 
request flexible working also applies to employees with disabled children under 
18, or those employees who care for an adult who lives with them. 
 
Please note this gives you the right to request this only, should there be a 
genuine business reason why this cannot be accommodated, the Company 
does have the right to refuse any request. 

 
18.  PERSONAL PROPERTY 
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The Company will not accept responsibility for the loss of or damage to 
employee’s personal property including motor vehicles. 

 
19. PERSONAL RECORDS 
 
 It is important that employees inform the Company immediately of any 
 change in the following: 
 

• Home address and telephone number 

• Bank details 

• Name and address of next of kin, or a person to be contacted in the 
event of an emergency. 

• Any civil or criminal convictions. 

• Any other information that may have a bearing on their employment. 
 
20. PUNCTUALITY AND TIMEKEEPING 

 
All employees should ensure that they are ready to start work at the correct 
time and that they do not leave before their finishing time except with the prior 
consent of their manager.  Persistent lateness or unauthorised absence from 
work may result in disciplinary action being taken. 

 
21. REDUNDANCY 

 
Redundancy is defined as arising where: - 

 
a) an employer ceases or intends to cease to carry on the business for the 

purposes of which the employee(s) was engaged or ceases the business 
in the place where the employee was employed 

b) the requirements of the business for the employees to carry out  work of a 
particular kind or for employees to carry out work of a particular kind in 
the place where they were employed has ceased or diminished or is 
expected to. 
 

The Directors/Manager/Personnel advisers will determine whether a 
redundancy could or should exist. 

Please see Policy File for full details on this. 
 
22. RETIREMENT 
 

Pullman Leisure do not operate a normal retirement age and therefore 
employees won’t be compulsorily retired on reaching a particular age.  Instead, 
employees can choose to voluntarily retire at any time, provided the required 
period of notice of termination of employment is given.  If an employee wants to 
retire voluntarily, that amounts to resignation, not a dismissal.  In the scenario, 
when an employee asks to retire, they should simply confirm their wishes in 
writing. 
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23. RIGHT OF SEARCH 
 

To safeguard both company property and the property of employees and 
residents, the company reserves the right to search on company premises, any 
persons, their vehicle and its contents, whether Company or privately owned. 
 
No search will be carried out without the consent of the employee or person 
concerned having been given.  In the event of the employee or person refusing 
to give consent, the police may be asked to attend. 

 

24. SMOKING 
 

Hotel fires endanger the lives of both customers and staff.  Smoking is a 
potential fire hazard and is therefore only allowed in the designated staff area, 
which is outside of the hotel, and will be advised to you upon induction.  Under 
no circumstances is anyone to smoke in public areas of the Hotel such as: 
restaurant, function rooms, corridors and all floors etc. 
 
It is against the law to smoke on the hotel’s premises and this applies to both 
customers and staff.  All staff have a responsibility to prevent people from 
smoking and all staff have a duty to report anyone who fails to comply with the 
law. 
 

26.  STAFF ROOM/MEALS 
 

In everyone’s best interests the staff room must be kept clean and tidy at all 
times. 
 
All meals must be taken in the staff room, hot meals are only provided in the 
evening from the Carvery, please check with the chef on duty for time of 
availability.  Sandwiches are only available at lunchtime.  Please remember to 
clear your own plate and crockery and return to the Kitchen. 
 
Tea and coffee making facilities are available in the staff room and the carvery 
kitchen.  Please tidy up after yourselves. 

 
27.   SUBS 
 
 It is Company policy not to issue subs on wages. 
 
28. TRAINING 
 

We recognise the contribution our employees make to ensuring we meet our 
aims and objectives.  Our policy with regard to training and development is to 
ensure that: 

 
- our staff are properly trained in the skills they need to carry out their 

present jobs, to a good standard 
 

- as far as possible, we will encourage you to further develop your skills 
and talents to enable you to reach your full potential.  However we expect 
you to take ownership of your own development.  We will of course 
support you and guide you by offering a variety of different development 
opportunities 
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- you receive any statutory training that is required for you to perform your 
role, for example food hygiene training if you work in the kitchen, manual 
handling, and any other areas which may be highlighted 

 
- you receive regular supervision/coaching.  This is a two way process, 

providing an opportunity for you to highlight any areas you would like 
some support or further guidance. 

 
During the course of your employment you will be required to attend staff 
meetings and training sessions provided by or on behalf of the employer.  Any 
attendance in your own time will be paid at basic rate. 

 
Specific training must be undertaken during the induction period, failure to meet 
the required standards and complete the required training within the induction 
period may mean you are found unsuitable for the position for which you have 
been employed or result in disciplinary action. 

 
It is a condition of your employment that you attend all mandatory and statutory 
training.  If you do not attend this training to timescales prescribed by law, 
disciplinary action will be taken against you. 

 
We reserve the right to deduct non recoverable training costs from your wages 
should you breach the Training Agreement that you would sign should you avail 
yourself of additional training. 

 
 See Training and Development policy, for full details. 
 
29. WHISTLEBLOWING/DISCLOSURE OF WRONGDOING 
 

If you have reasonable grounds to believe that there is, or has been, any 
wrongdoing or malpractice of a serious nature taking place, you should bring 
this to the attention of the Manager immediately.  Examples of such activity may 
include criminal or illegal acts, serious breaches of Health and Safety, damage 
to the environment or where a miscarriage of justice has occurred. 

 
 You will not be penalised for making the disclosure, providing it has not 
 been made for personal gain and is in good faith.  We will thoroughly 
 investigate all allegations and will support you. 
 
 See Whistleblowing policy for full details, in the Policy file. 
 
30.  WORKING TIME REGULATIONS 
 

At Pullman Leisure, no employee will be obliged to work more than 48 hours 
per week as averaged over a 17 week period.  Any employee who wishes to do 
so must ensure that they sign an opt out to the Working Time Regulations 
before carrying out additional hours. 

 



 - 25 - 

 
 

PART 5 
 

INDEX 
 
 
Subject  Page No. 
 
Absence Management Policy 10 
Accidents and injuries at work 10 
Accidents – third party claims 4 
Adoption Leave – entitlement 9 
Adoption Leave – pay 9 
Alcohol/Drugs/Substance abuse 11 
 
Breaks 11 
Bullying 13 
 
Company property 11 
Compassionate Leave 5 
Confidentiality 11 
 
Data Protection 11-12 
Dependents Leave 15 
Dignity at Work policy 12-15 
Dignity at Work – employee’s responsibilities 14 
Dignity at Work – Management responsibilities         15 
Disabled people – rights 7-8 
Disciplinary policy and procedure 6 
Discrimination 6-8 
Doctor/Dentist/health appointments 5 
Domestic emergencies 5 
Dress Code 16 
 
Equal Opportunities 6-8 
E-mail and Internet/Social Networking 17 
 
Fire 17 
Flexible Working 20 
Floats 17 
 
Gifts/Legacies/Bequests 17-18 
 
Harassment 7/12 
Health & Safety Policy 18-19 
Holiday entitlement 8-9 
 
Industrial Injuries 5 
 
Jury Service 5 
 
Maternity Leave – entitlement 9 
Maternity Leave – pay 9 
Medical Examinations 4 
Mobile Phones 19 



 - 26 - 

 
Parental Leave  (ordinary) 19-20 
Paternity Leave – entitlement 9 
Paternity Leave – pay 9 
Shared Parental Leave 9-10 
Pensions 10 
Personal property 21 
Personal records 21 
Punctuality and timekeeping 21 
 
Redundancy 21 
Retirement 21 
Return to work interviews 4 
Right of Search 22 
 
Sickness – notification 3 
Sickness – self certification 3 
Sick pay – SSP and Company Sick Pay 4 
Smoking 22 
Subs 22 
 
Training and Development 22-23 
 
Victimisation 7/13 
 
Whistleblowing 23 
Working Time regulations 23 


