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Welcome to Novus  
(“the Company”)

This Employee Handbook is applicable to Novus 
Property Solutions and is intended to provide 
you with helpful and relevant information relating 
to your employment with the Company. Any 
reference to the Company within the Employee 
Handbook refers to your employing company 
the name of which is set out in your Terms and 
Conditions of Employment. 
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Employee  
Acknowledgement /

I acknowledge receipt of my copy of the 
Employee Handbook.

Signed:

Name:

Company:

Office:

Date:

Please return this slip to the Human Resources Department.
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Introduction /
The Employee Handbook is in two sections. 

Section A is contractual and should be read in conjunction with your 
Terms and Conditions of Employment (unless otherwise stated).

Section B is non-contractual (unless otherwise stated) and may be 
amended by the Company from time-to-time. 

In the event that any details in the Employee Handbook conflict with 
your Terms and Conditions, then your Terms and Conditions take 
precedence. 

The Employee Handbook is intended to be a summary of the 
key company policies. In addition to the Employee Handbook, the 
company has the following detailed policies (which are referred 
to in the Employee Handbook where appropriate and are non-
contractual unless stated otherwise). 

Company Policies 
 Adoption.

 Alcohol & Drugs. 

 Anti-fraud.

 Competition Law. 

 Computer Use. 

 Contract Variation.

 Data Protection. 

 Dignity at Work. 

 Environment Opportunities 

 Hospitality.

 Maternity.

 No Smoking. 

 Paternity Leave. 

 Sickness/Absence. 

 Time of Work for 
Dependents.

 Transport. 

 Whistleblowing. 

 Health & Safety.

These policies are available from your Area Office, Human 
Resources Department and SharePoint. You should take time to 
read and understand them. Where you are unsure about any details 
contained within this Employee Handbook or the Company policies 
or have any questions that are not answered within, please ask your 
Line Manager or the Human Resources Department. 
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Terms & Conditions  
Section A /
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Contractual Details /
1 Probationary Period

All Employees new to the Company will be on probation for six 
months from their start date. After satisfactory completion, a 
review will be carried out with their Line Manager to discuss any 
relevant training or development points. If the Employee does 
not meet the Company’s requirements the Employees contract 
of Employment may be terminated by giving the contractual 
notice or pay in lieu thereof at any time during, or at the end of, 
the probation period, whether or not such failure to satisfactorily 
complete the probationary period warrants disciplinary action. 

2 Legal Working
All Employees new to the Company will be required to provide 
evidence of their entitlement to work in the UK. (Guidance 
is available from the Human Resources Department). Your 
employment may be terminated if you are unable to provide 
such evidence. 

3 References
The Company may take up references on new Employees. In 
nearly all cases this is a formality but your employment may be 
terminated if there is a problem in either securing an adequate 
reference, or if we receive a reference that is unsatisfactory.

4 Hours of Work
Your hours of work are detailed in your job offer letter and/or 
Statement of Terms of Employment. 

5 Entitlement to Breaks
The arrangement for breaks will be explained during your 
induction.
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6 Method of Payment
All Employees will be paid by BACS directly into their Bank or 
Building Society account. 

7 Change in Personal Circumstances
In order that the Company can keep an up-to-date record of 
all its Employees, it is essential that you provide, as soon as 
possible, any change of address, marital status, next of kin 
and any health or other issues that may affect your ability to 
undertake your duties in a safe manner for yourself and others. 

8 Holidays
Your entitlement is as per your Statement of Terms of 
Employment. The holiday year runs from January to December.

Entitlement to annual holiday pay is calculated on the basis of 
the proportion of the holiday year spent in the service of the 
Company. In the event of leaving the service of the Company 
you will be entitled to accrued annual holiday pay calculated 
on the basis of the proportion of the holiday year spent in the 
service of the Company, less annual holiday pay already paid in 
that holiday year. 

The Company has the express right to deduct any over payment 
of holiday pay from the final payment made to Employees 
who are leaving the employment of the Company, or otherwise 
receive such payment.

9 Public Holidays
You are entitled to eight public holidays per annum, payment for 
which will be made at your basic daily rate of pay, or pro-rata 
where applicable. 

10 Booking Holidays
As detailed in your Statement of Terms of Employment.
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11 Termination of Employment
The notice required to be given by the Company to terminate 
your employment is: 

11.1 not less than one week if your period of continuous 
employment is one month or more but less than two  
years; or 

11.2 not less than one week for each year if your period of 
continuous employment is 2 years or more subject to a 
maximum of 12 weeks notice after 12 years continuous 
employment.  

The Company will be entitled to deduct from any final payments 
payable to you on termination of employment (whether in 
respect of any period before such termination or not) any 
monies, which may at any time be owed by you to the Company. 

12 Criminal Records
In the event that the Company requires an Employee to work 
in an establishment which could involve contact with children or 
other vulnerable groups the Company will require the Employee 
to consent to a Disclosure and Barring Service (DBS) check 
being carried out. Failure to give consent may restrict the ability 
of the Company to provide continuity of employment. Where a 
DBS is a requirement of a particular job, an Employee will not be 
assigned to the work until a satisfactory DBS is obtained. 

13 Loss of Driving Licence
Should you be required to drive as an essential part of your 
duties and lose your licence for any reason and you are unable 
to continue your duties, you may be liable to dismissal with due 
notice where alternative employment is not available. In any 
event any conviction for any motoring offence must be notified 
to the Company. For further details see the Company Transport 
Policy. 
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14 Alcohol and Drugs at Work
You must not consume alcohol or use illegal drugs during 
working hours. You must not attend work under the influence 
of alcohol or illegal drugs, or bring them onto the Company or 
Client premises. Disciplinary action will result if you attend work 
under the influence of alcohol or illegal drugs. For further details 
see the Company Alcohol and Drugs Policy.
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Terms & Conditions  
Section B /
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Non-Contractual Details /
15 Parental Rights 

15.1 Employees who become pregnant will be entitled to time 
off for antenatal care, and will be entitled to maternity pay, 
maternity leave and the right to return to work after the 
birth. This entitlement is in line with the current legislation, 
and may be subject to change with any future legislation.

15.2 Parental leave will be given, by arrangement with your Line 
Manager to Employees who have acquired at least one 
year’s continuous employment with the Company, Leave 
may only be taken up until the child’s fifth birthday and you 
will be entitled to thirteen weeks unpaid leave in respect of 
each individual child. This entitlement is in line with current 
legislation, and may be subject to change with any further 
legislation. 

15.3 The Company’s detailed policy on maternity, parental leave 
and other associated parental rights (e.g. paternity, adoption, 
time off for dependents and right to request variation to a 
contract) can be found within the relevant policy. 

16 Sickness
16.1 Definition: The definition used for Statutory Sick Pay (SSP) 

purposes is that an Employee is sick when they have “a 
specific disease or bodily or mental disablement” that 
prevents them from “doing work which they can reasonably 
be expected to do under the contract”.

16.2 Sickness: Entitlement to sick pay is as detailed in your 
Statement of Terms of Employment. The first seven days 
of sickness must be ‘self-certified’ on the Company form 
or the appropriate Social Security form. An absence that 
extends over seven days must be covered by a doctors/
hospital certificate. You must keep your Manager informed 
regularly on your progress. Falsification of this document 
could result in disciplinary action and the disallowance of 
sick pay. 
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16.3 Sickness and Absence Procedure: All absences must be 
notified to the Company as early as possible on your first 
day of absence, in any event, no less than 2 hours after you 
were due to start work, detailing your reason for absence. 
If you are unable to telephone, ask a friend or a member of 
your family to telephone on your behalf. Failure to telephone 
or relay a message may result in disciplinary action being 
taken against you. Text messages are not acceptable. This 
also applies to absence due to close family bereavement. 
Further details of the Company’s sickness and absence 
management procedure can be found in the Company’s 
Sickness/Absence Policy. 

17 Five Core Procedures, Disciplinary, Grievance 
Capability, Dismissal and Appeal.
The Company operates five core procedures, which are set out 
below. 

The disciplinary procedure applies where an Employee’s conduct 
or behaviour is unsatisfactory. The aims of the procedure are: 

17.1 to ensure that you are fully aware of the standards of 
conduct, action and behaviour required of you and to 
encourage improvement where you are failing to meet the 
required standards; and 

17.2 to ensure that the Company behaves fairly towards you and 
towards all its Employee’s when investigating and dealing 
with alleged instances of unacceptable conduct or behaviour. 

The capability procedure applies where an Employee’s work 
performance is unsatisfactory. The aims of the procedure are: 

17.3 to ensure that you are fully aware of the standards 
of performance required of you and to encourage 
improvement where you are failing to meet the required 
standards; and 

17.4 to ensure that the Company behaves fairly towards you and 
towards all its Employee’s when investigating and dealing 
with alleged instances of unacceptable work performance.
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The grievance procedure applies where the Employee has 
a grievance or concern arising from his/her employment, 
other than a grievance arising from a disciplinary/capability 
or dismissal decision (which should be dealt with under the 
disciplinary/capability or dismissal procedure, as part of the 
appeal stage). The aims of this procedure are: 

17.5 to ensure that the Company is alerted to your concerns at 
the earliest possible opportunity (ideally, before they cause 
any problems in your working relationships); and 

17.6 to provide the Company with an opportunity to discuss 
those concerns with you and to explore ways of resolving 
them in a manner reasonably satisfactory to both sides. 

The appeal procedure is the final stage of each of the above 
four procedures. The aims of this procedure are: 

17.7 to ensure that you receive a full and fair hearing.

17.8 to ensure that the Company’s initial decision (which may 
have significant consequences for you) is subject to a 
careful and thorough reconsideration by another Senior 
Manager, to eliminate any potential error or bias.

These five procedures are not part of your contract of 
employment. Accordingly, the Company may depart from the 
precise requirements of each procedure where it considers that 
this is appropriate or necessary, provided that certain essential 
statutory requirements are met. 

18 General Requirements Applicable to Each 
Procedure
In each of the procedures, you will be invited to one or more 
formal meetings to discuss the subject of concern. The following 
provisions apply to any such formal meeting’s (regardless of the 
procedure under which it is held):

18.1 You are entitled to be accompanied at the meeting by a 
fellow Company Employee or by an appropriate qualified 
representative of a Trade Union. Your companion may 
address the meeting, but may not answer any questions  
on your behalf. 
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18.2 You are expected to take all reasonable steps to attend the 
meeting.

18.3 Both you and the Company are expected to co-operate in 
order to ensure that: 
18.3.1 each step in the procedure is completed without 

unreasonable delay.
18.3.2 the timing and location of the meeting is reasonably 

convenient to both sides; and
18.3.3 meetings are conducted in a manner which enables 

both sides to explain their respective cases. 

19 Disciplinary Procedure
Where the informal approach or the normal performance 
management process has been unsuccessful in resolving a 
problem, or where the matter is potentially too serious for 
an informal approach to be appropriate, the following formal 
procedure will apply. 

19.1 No disciplinary action will be taken until the matter has 
been fully investigated. Where necessary to facilitate 
the investigation, you may be suspended from work on 
full pay in accordance with the terms of your contract of 
employment. Suspension with pay is not disciplinary action. 
Where practicable in misconduct cases different people 
should carry out the investigation and disciplinary hearing. 

19.2 Once the investigation has been completed, if the Company 
is still concerned about your conduct or performance, you 
will be provided with a written statement of those concerns, 
and of the essential facts on which they are based. 
Copies of any written evidence, which may include witness 
statements will be provided. 

19.3 The written statement will provide details of a formal 
disciplinary meeting, at which you will have the opportunity 
to explain your case. The Company shall endeavour to 
provide you with at least two days’ notice of the meeting.  
At the meeting the Company will explain the complaint 
against you and go through the evidence that has been 
gathered. You will be given the opportunity to set out your 
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case and answer any allegations. You will be given the 
opportunity to ask any questions, present evidence and call 
relevant witnesses. 

19.4 The decision taken as a result of the disciplinary meeting 
(including details of any disciplinary sanction imposed) will 
be confirmed to you in writing. 

You have the right to appeal against the decision if you are not 
satisfied with it (see the Appeal Procedure, below).

20 Disciplinary / Capability Sanctions
One or more of the following disciplinary/capability sanctions 
may be imposed where misconduct or unacceptable 
performance have been established to the reasonable 
satisfaction of the Company. The decision as to the appropriate 
sanction rests with the Manager who has carried out the 
disciplinary meeting. 

20.1 Formal verbal warning 
20.1.1 This sanction may be appropriate where earlier 

informal discussion or counselling have not been 
effective in preventing a recurrence of the poor 
performance or conduct, or where the conduct is 
sufficiently serious that an informal discussion or 
counselling is not appropriate. 

20.1.2 The content of any formal verbal warning will be 
confirmed in writing. 

20.2 First written warning 
20.2.1 This sanction may be appropriate where earlier verbal 

warnings have not been effective in preventing a 
recurrence of the poor performance or conduct, or 
where the conduct is sufficiently serious that a verbal 
warning is not an adequate sanction. 

20.3 Final written warning
20.3.1 This sanction may be appropriate where earlier written 

warnings have not been effective in preventing a 
recurrence of the poor performance or conduct, or 
where the conduct is sufficiently serious that a first 
written warning is not an adequate sanction. 
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20.4 Dismissal 
20.4.1 This sanction may be appropriate where the earlier 

warnings, culminating in a final written warning, have 
not been effective in preventing a recurrence of the 
poor performance or conduct, or where the conduct/ 
poor performance is so serious that a warning is not an 
adequate sanction. 

20.4.2 Where gross misconduct (see below) is established, 
dismissal may be summary (i.e. without notice or pay in 
lieu of notice). 

20.5 Demotion
20.5.1 You may be temporarily or permanently demoted to 

a lesser position on appropriately reduced terms and 
conditions, as a disciplinary/capability sanction. 

20.5.2 This sanction would normally only be considered 
appropriate where an Employee’s conduct would, 
under normal circumstances result in his/her dismissal, 
but there are circumstances (e.g. extenuating personal 
circumstances) which the Company wishes to take into 
account.

20.5.3 However, demotion may also be considered 
appropriate in a case of continued poor performance, 
since it may enable the Employee to move into a 
post in which he/she is better able to perform at the 
accepted standard. 

Where any kind of formal warning is issued, the warning will 
record the nature of the poor performance/conduct, and detail 
the improvements required to avoid further disciplinary action. It 
will also indicate what disciplinary action is likely to follow if there is 
further misconduct or no improvement in performance. A formal 
verbal warning will remain effective for a period of 6 months. A 
formal written warning will remain effective for a period of 12 
months. If there is no further disciplinary action during that time, 
the warnings will be disregarded thereafter although a record of 
such warnings will remain on the Employees file. 

The following are examples of misconduct:

20.6 Bad time keeping. 

20.7 Unauthorised absence.
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20.8 Abusive behaviour.

20.9 Minor damage to employer’s property.

20.10 Minor breach of employer’s rules. 

20.11 Repeated poor performance. 

The examples are not exhaustive or exclusive and offences of a 
similar nature will be dealt with under this procedure. 

21 Gross Misconduct 
If, after investigation it is confirmed that you have committed 
an offence of this nature, the normal consequence will be 
immediate dismissal without notice or pay in lieu of notice.

The following offence’s are examples of gross misconduct:

21.1 Dishonesty or breach of trust. 

21.2 Theft. 

21.3 Unauthorised possession of any property belonging to the 
Company, to any Employee, or to a visitor to the Company’s 
premises.

21.4 Serious malicious, negligent or careless behaviour resulting 
in damage of property.

21.5 Refusal to carry out duties or reasonable instructions. 

21.6 Being under the influence of alcohol or illegal drugs. 

21.7 Having alcohol or illegal drugs in your possession, custody or 
control while on the Company’s premises. 

21.8 Serious breach of the Company’s rules, policies or 
procedures including Health and Safety Policy rules or 
regulations e.g. breach of no smoking policy. 

21.9 Violent, disorderly, indecent, abusive, dangerous or 
intimidating conduct, or harassment of or discrimination 
against a fellow Employee or any other person.

21.10 Physical assault. 

21.11 Gross carelessness. 

21.12 Breach of confidentiality. 
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21.13 Bringing the Company into disrepute. 

21.14 Falsification of the Company’s records, documents or 
timesheets. 

21.15 Continued/repeated poor performance. 

These examples are not exhaustive or exclusive and other 
offences of a similar nature will be dealt with as gross 
misconduct. 

22 Dismissal Procedure
Circumstances in which the procedure will apply:

There may be circumstance in which the Company has to 
consider dismissing you for reasons other than poor conduct 
or performance. An obvious example is where, for business 
reasons, redundancies need to be made. 

Where a situation arises in which the Company is considering 
dismissal for reasons which do not fall within the disciplinary/
capability procedure and where no other consultation 
procedures (e.g. under statute) apply, the following procedure 
will be used. 

Procedure 

22.1 At the outset, you will be provided with a written statement 
setting out the reasons why the Company is contemplating 
dismissing you, and the essential facts on which those 
reasons are based.

22.2 You will then be invited to a meeting to discuss the matter 
and to consider any alternatives to dismissal. 

22.3 The decision taken as a result of the meeting will be 
confirmed to you in writing. 

22.4 You have the right to appeal against the decision if you are 
not satisfied with it (see the Appeal Procedure, below).
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23 Grievance Procedure
Informal Procedure 

You are encouraged, wherever possible, to seek to resolve 
any problems or concerns which you have relating to your 
employment by informal discussion with your Line Manager. 
Although, a formal procedure does exist, and you should feel 
free to use it in appropriate cases, informal approaches are 
more likely to achieve a quick, lasting and satisfactory solution. 

Formal Procedure

Where an informal approach has been unsuccessful in resolving 
the problem, or where you consider that an informal approach is 
not appropriate, the following procedure will apply.

23.1 You should set out your grievance in writing to your Line 
Manager with details of the basis on which it is made. If 
your grievance relates to your Line Manager, or if it relates 
to bullying or harassment and you would prefer your Line 
Manager not to be involved then you should address your 
written statement to the Human Resources Manager, who 
will nominate another member of management to deal with 
your grievance.

23.2 You will then be invited to a meeting to discuss your 
grievance before a response is given. At the meeting you will 
be given the opportunity to explain your grievance and how 
you think it should be resolved.

23.3 The decision of the person hearing your grievance will be 
notified to you in writing after the meeting.

23.4 You have the right to appeal against the initial decision on 
your grievance (see the Appeal Procedure).

24 Appeal Procedure
You have the right to appeal against a decision, taken under 
any of the above procedures if you are not satisfied with that 
decision. The following procedure will apply:

24.1 If you wish to appeal against a decision, you should inform 
the Company in writing within 5 working days of the date 
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of the letter confirming the decision against which you wish 
to appeal. If no notice of appeal is received within that time 
period, it will be assumed that you do not wish to appeal.

24.2 Your Notice of Appeal should state the grounds(s) on which 
you are appealing and should be addressed to the Human 
Resources Department.

24.3 You will then be invited to attend a further meeting with a 
Manager who has not been previously involved, at which 
you will have the opportunity to explain your case. Where 
possible the appeal will be dealt with by someone who has 
not previously been involved in the case.

24.4 The decision of the person hearing your appeal will be 
notified to you in writing after the meeting. This decision is 
final.

25 Whistleblowing Policy
The Company is committed to achieving the highest possible 
standards, and to maintaining a corporate culture of openness, 
honesty and accountability. 

In line with that commitment, we encourage Employees 
and others with serious concerns about any aspect of the 
Company’s business to come forward and voice those concerns. 

This policy document is intended to make it clear that 
Employees and others may raise such concerns without fear 
of reprisals, but also to encourage and enable such serious 
concerns to be raised internally within the Company so that the 
Company can take appropriate action to address the issues 
highlighted at the earliest opportunity.

For further details see the Company’s Whistleblowing Policy.

26 Retirement
The Company recognises that there is no longer a default 
retirement age of 65 years. Any compulsory retirement made 
by the Company will need to be objectively justified. Employees 
may still voluntarily retire at a time of their choosing.
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27 Driving
Use of a Company Vehicle. A separate policy is issued to all 
Employees authorised to drive Company vehicles. To obtain 
a copy of this policy, please contact the Human Resources or 
Transport Department. All authorised drivers must abide by the 
policy and current road transport legislation at all times. On no 
account are unauthorised drivers permitted to use company 
vehicles.

28 Health Issues
Any health or medical issues that may affect your capability to 
operate vehicles or equipment must be reported to your Line 
Manager or the Health & Safety Officer. For further details see 
the Company Transport Policy.

29 Health & Safety
Health and Safety Policy: A statement of the Company’s general 
policy on Health and Safety is available from the Health and 
Safety Department.

Employees’ Legal Responsibilities: The Company takes great 
care to ensure that it complies at all times with all legal 
requirements that regulate business. All Employees have a 
responsibility to assist the Company to achieve this objective.

Managers are accountable for their own specific responsibilities 
and for supervising their staff. In addition they are responsible 
for making sure that anyone under their control are aware of 
any problems that may lead to the Company failing to comply 
with the law.

Responsibilities Whilst at Work: The care of the Company’s 
premises, staff, goods, cash and equipment and the responsible 
treatment of such items are a matter of concern for all. It is the 
duty of every Employee to ensure that they work in a way that 
is safe for themselves, their colleagues and for the public in the 
work environment. There is a general duty for every Employee to 
report to their immediate Supervisor on all matters which they 
consider a hazard to Health or Safety and take such immediate 
action as is necessary and reasonable practicable to render 
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hazards safe. It is expected that all Employees will behave in a 
reasonable manner and observe all duties under the law.

Personal Protective Equipment: Where you are supplied 
with personal protective equipment for your work, you are 
responsible with the Company for ensuring that it is used 
correctly at all times. You should also take reasonable care of 
such equipment to avoid its loss or damage.

Reporting Accidents: In the interest of your own health, any 
accident (no matter how slight) should be reported to your 
Manager or First Aider and recorded in the Accident Book.

Fire: You should familiarise yourself with specific, local 
arrangements for evacuation in case of fire, in general, and in 
the event that the fire alarm is sounded:

29.1 Leave the building immediately in a calm and orderly 
manner through the nearest exit.

29.2 Assemble at the pre-arranged fire assembly point.

29.3 Wait until given the ‘all clear’ by a Fire Marshall on site 
before re-entering the building.

First Aid: Make sure that you are aware of the identity of the First 
Aider(s). You will be told of the name(s) of the First Aider(s) during 
your induction and these are also displayed on the notice board.

30 No Smoking Policy
All Employees must comply with the Company No Smoking 
Policy which is in force at all offices. For further details see the 
Company’s No Smoking Policy.

31 Environment
The Company accepts the need to take an active interest in 
the ecology of its environment and requires all Employees to 
consider at all times, the surrounding environment and seek 
advice if in doubt as to the impact of the Company on the 
environment. It is the Employee’s responsibility to report any 
potential hazards to their Manager. For further details see the 
Company’s Environmental Policy.



NOVUS - Employee Handbook

32 Equality and Diversity
The Company recognises that discrimination is unacceptable. 
The Company has adopted an Equality and Diversity Policy, 
and any breach of the policy may lead to investigation and, if 
appropriate, disciplinary action.

The aim of the Policy is to ensure that no job applicant or 
Employee is discriminated against either directly or indirectly on 
grounds of sex, gender reassignment, pregnancy and maternity, 
race, age, religion or belief, marriage or civil partnership, sexual 
orientation or disability. 

The terms of the policy will be communicated to any agencies 
responsible for recruitment.

The terms of the policy will be communicated to all appointed 
contractors reminding them of their responsibilities toward the 
equality of opportunity.

The Company is committed to valuing diversity, ensuring 
equality and promoting good relations between people of 
different groups, communities and cultures. We are opposed 
to, and will challenge, all forms of unlawful and unfair behaviour, 
discrimination, prejudice, harassment, victimisation and 
intimidation across the Company. 

It is the Company’s policy to maintain a working environment in 
which no Employee feels threatened or intimidated.

Further information is available in the Company Equality and 
Diversity Policy, and Dignity at Work Policy, which are available 
from SharePoint, your Area Office and the Human Resources 
Department.

33 E-mail and Computer Usage
General Principles: The use of the Internet, E-mail, Fax or other 
means of communication, including Company and personal 
telephone equipment, must be consistent with the Company’s 
standards of business conduct and as part of the normal 
execution of an Employee’s job responsibilities. Non compliance 
with the policy may result in disciplinary action being taken in 
accordance with your Statement of Terms of Employment.
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Internet, E-mail, Fax or other means of communication should 
relate to business use of the Company only. Employees must 
have prior authorisation from their Manager for any personal 
use of such facilities.

The Internet is a worldwide network of computers that contain 
millions of pages of information. Users are cautioned that many 
of these pages may include offensive, racist, sexually explicit and 
inappropriate material. Users accessing the internet do so at 
their own risk and the Company is not responsible for material 
viewed or downloaded by users from the Internet. To minimise 
risks, your use of the Internet through the Company is governed 
by this policy. For further details see the Company’s Computer 
Use Policy which is available via SharePoint or through the 
Human Resources Department.

34 Telephone Use
The Company’s telephone lines are for the exclusive use by 
Employees in connection with the Company’s business. Whilst 
the Company will tolerate essential personal telephone calls 
concerning an Employee’s domestic arrangement, excessive use 
of the telephone for personal use is prohibited. This includes 
lengthy, casual chats and calls at premium rates. Misuse will be 
dealt with under the Company’s Disciplinary Procedure.

35 Competition Law (Anti Collusion)
Both UK and EU Competition Law (including, but not limited 
to, the Competition Act 1998 and articles 81 and 82 of the EC 
Treaty) prohibit many forms of anti-competitive behaviour such 
as market sharing/partitioning and anti-competitive agreements 
being entered into between competing businesses. The relevant 
legislation also sets out severe consequences for infringement. 

The Company is committed to upholding the principles of 
Competition Law in all its forms and will not engage in any illegal 
practices or collusive behaviour that may prevent, restrict 
or distort competition to the detriment of our customers or 
potential customers, or the public in general.
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The Company’s policy on anti-competitive behaviour commits all 
Employees and Directors of the Company to adhere strictly to 
the requirements of Competition Law. This applies in particular 
when working on the production of tenders submitted by the 
Company and the following is an indicative list of practices 
that must not be carried out by the Company’s Employees or 
Directors. Please be aware though that this list is not exhaustive 
and other forms of behaviour may in fact be in breach of 
competition law:

No Employee will communicate either the tender figure, an 
approximate value related to any tender, or any other details of 
a tender, to any party other than those offering the opportunity 
to bid, except where necessary to legitimately obtain quotations 
for services dependant upon such a value e.g. insurances, design 
fees etc., providing the disclosure of such figures is permitted by 
the Director responsible.

No Employee will enter into any agreement with another party 
to refrain from tendering.

No Employee will enter into any agreement with another party 
to withdraw our own or their submitted bid.

No Employee will enter into any agreement with another party 
to make any offer other than a bona-fide competitive bid.

No Employee will collude with another party in any way that 
would cause the improper fixing or adjustment of our own or 
their bid.

Agreements under competition law do not have to be in writing. 
They can be formal or informal, written or verbal – you must be 
aware of this when dealing with third parties. 

In all cases or events where an Employee requires clarification 
or guidance on the proper course of action then the Employee 
must refer the matter to the Director responsible. If you are in 
any doubt as to whether a particular activity or course of action 
might infringe competition law you must contact the Director 
responsible before taking any further action.

Infringements of competition law can have serious consequences 
(financial and potentially criminal sanctions) for not only the 
Company but also for the individuals involved.  
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The Company will take disciplinary action against Employees 
who either intentionally or negligently involve the Company in an 
infringement of competition law. 

36 Data Protection
The Company recognises that in the course of its activities, 
it will collect, store and process personal data in respect of 
current, past and future Employees, suppliers, contractors, 
customers and other with whom it communicates. In the course 
of your work you may come into contact with or use confidential 
information about Employees, clients and customers, for 
example their names and home addresses. 

The Data Protection Act 1998 contains principles affecting 
Employees’ and other personal records. Information protected 
by the Act includes not only personal data held on computer 
but also certain manual records containing personal data, 
for example Employee personnel files that form part of a 
structured filing system. The purpose of these rules is to ensure 
you do not breach the Act. If you are in any doubt about what 
you can or cannot disclose and to whom, do not disclose the 
personal information until you have sought further advice from 
the Human Resource Department. You should be aware that 
you can be criminally liable if you knowingly or recklessly disclose 
personal data in breach of the Act. A serious breach of data 
protection is also a disciplinary offence and will be dealt with 
under the Company’s disciplinary procedures. If you access 
another Employee’s personnel records without authority, this 
constitutes a gross misconduct offence and could lead to your 
summary dismissal. 

For further details see the Company’s Data Protection Policy 
which is available via SharePoint or through the Human 
Resources Department.

37 Anti-Fraud, Hospitality
The Company has a commitment to high standards of 
ethical conduct and integrity in its business activities. Every 
Employee and individual acting on the Company’s behalf are 
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responsible for observing this goal as bribery and corruption 
have a detrimental impact on business by undermining good 
governance and distorting free markets.

The Company does not tolerate any form of bribery by, or of, 
its Employees or any persons or companies acting for it or on 
its behalf. The Board and Senior Management are committed 
to implementing and enforcing effective systems to prevent, 
monitor and eliminate bribery in accordance with the Bribery 
Act 2010.

The Company maintains three policies to address bribery and 
corruption:

 Anti Fraud Policy.

 Gifts, Rewards and Hospitality Policy. 

 Whistleblowing Policy.

These apply to all Employees and they are required to 
familiarise themselves and comply with these policies. A breach 
of the Company’s Anti Fraud Policy or Gifts, Rewards and 
Hospitality Policy by an Employee will be treated as grounds 
for disciplinary action, which may result in a finding of gross 
misconduct and immediate dismissal.

The success of the Company’s anti-fraud measures depends on 
everyone playing their part in helping to detect and eradicate 
bribery. Therefore, all Employees and others acting for, or on 
behalf of, the Company are encouraged to report any suspicious 
activity via the Company’s Whistleblowing Policy.

38 Miscellaneous
Bank Account

Changes in your Bank Account or Building Society account 
details should be notified to the Payroll Department as soon as 
possible.
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Notice Boards

Notice Boards are displayed in prominent positions. It is 
important that you read the notice board on a regular basis as 
it contains Statutory notices relating to your working conditions 
and other notices of genuine interest. 

The Company does not insure Employees personal belongings 
and therefore cannot accept responsibility for any damage or 
loss howsoever caused.

Training Opportunities

There will be an opportunity, on a regular basis to discuss how 
you are progressing and any required training needs with your 
Manager.

The Company keeps a record for each Employee and all details 
of training will be entered on the record, which can be seen by 
the Employee.

Customer Care

It is the Company’s aim to achieve and maintain customer 
satisfaction. Our Customers/Clients are entitled to a reliable, 
high quality and caring service. Your behaviour affects the 
Company’s image, and when you succeed we all succeed.

Remember that the Customer always comes first. The following 
code of practice is to be observed by all Employees:

 Be punctual. 

 Be presentable.

 Introduce yourself and show your identification.

 Be polite, patient, friendly and professional at all times.

 Always obtain the Customers permission before using a radio 
on site.

 Be aware of any special or cultural needs of customers.

 Respect the Customer’s property.

 Leave everything clean and tidy



NOVUS - Employee Handbook

Quality Statement

The Company is committed to carrying out its work in 
accordance with good quality management principles

It is the objective of the Company to:

Seek continual improvement in quality and customer service and 
to continually develop Employees in line with the changing needs 
of the Clients.

Work closely with Clients to identify their requirements and 
to deliver working solutions; and maintain awareness of the 
importance to fulfil the Clients’ requirement.

Health Issues

Any health or medical issues that may affect your capability to 
operate vehicles or equipment must be reported to your Line 
Manager and or the Transport Department.

Hospital/Dental Appointments etc.

All Employees are allowed time off for Hospital/Dental 
appointments etc, which are supported by an appointment card, 
providing that the appointment cannot be made outside normal 
working hours. In such circumstances, the appointment should 
wherever possible be arranged for the beginning or end of the 
day to minimise disruption.

Policy for Dealing with Theft/Damage

Stealing or attempting to steal, or destroying goods for which 
you have not paid, whether they belong to the Company, to 
other Employees or any other third party, will render you liable 
to dismissal and prosecution. Employees are advised not to 
bring valuables to work because despite controls in place, it is 
not always possible to prevent loss or damage.
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Stakeholder Pension Scheme

As an Employer we are obliged under the Welfare and Reform 
and Pension Act 1999 to provide access to an occupational 
pension scheme for Employees. The Company has designated 
that ‘The People’s Pension’ be our occupational pension scheme, 
providing a simple and straightforward way to save now 
towards an income for when you’re older.

We will deduct your contributions directly from your pay each 
month/week. If you don’t opt out, we will also make contributions 
(if you are eligible for them), plus you’ll receive tax relief on your 
contributions from the Government.

You can get more information about automatic enrolment at 
www.direct.gov.uk/betterfuture

You can get more information about The Peoples’ Pension at 
www.thepeoplespension.co.uk/employees 

39 Conclusion
Note: In the event that any items in the policy section of the 
handbook conflict with the terms and conditions section,  
then the terms and conditions take precedence.

Every effort has been made to include as much information as 
possible to you, the Employee. However, where you are unsure 
about any items contained within this handbook or have any 
questions not addressed within, please ask your Line Manager.

Details of all Company Policies are available via SharePoint,  
from your Line Manager or the Human Resources Department. 
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