Wales Trustee and Governance Conference – 1st November 2007

Real World Employment Guidance for Voluntary Organisations

Introduction

The HR Management issues faced by Trustees are getting tougher and increasingly Trustees are being called upon to handle employment issues as part of their day-to-day function. Yet, far too often, Trustees have to manage people issues with little or no formal training or limited internal HR support.  
Any manager with the responsibility for managing staff requires an understanding of the basics of HR best practice in order to manage employment issues effectively and to avoid some of the pitfalls of employment legislation.  
This session will provide Trustees, who are not HR specialists, but who undertake people management responsibilities, with a practical guide to HR best practice and the tools to help them tackle basic HR issues themselves whilst being able to recognise where the risk areas might be. It will also help Trustees develop an overview of the statutory obligations which affect the management of people across a variety of contexts such as managing absence, handling grievance and discipline and operating policies and procedures. 
The need for good HR practice is no longer just the responsibility of the HR team but has increasingly become a key requirement for all levels of management. The speed of change in employment legislation and practice has lead to line managers and organisations being at risk as and when difficult employment situations arise. 
HR Management in the Voluntary Sector

Charities are no different from any other small/medium sized organisation as far as the management of people issues is concerned. They face the same people issues, the same statutory obligations and the same risks. 

Where they differ is very often in their HR knowledge and resources. Smaller organisations often do not have an internal HR resource at hand and do not have the knowledge of what constitutes HR best practice and therefore, they may be at an immediate disadvantage. Similarly medium sized organisations may have an internal HR recourse, but this may lack the experience required to deal with some employment issues. Not the most comfortable starting point for any Trustee or manager with the same exposure as the HR Director in a major corporation.  

Exposure to risk is not helped by the fact that invariably charitable organisations do not have, due to financial constraints and based upon their size, the appropriate internal HR support available on hand to deal with people issues as and when they arise. 

As it is not always practical for charitable organisations to call upon an external HR resource, it falls upon Trustees and managers to deal with people issues on a day-to-day basis.

The tough part for any HR practitioner is keeping abreast of legislative changes in employment law and the legal responsibilities they impose. However, not following these changes posses potentially huge risks. 

Session Objectives

This session will consider HR Management issues faced by Trustees and their managers on a day-to-day basis, and aims to;
· Look at HR best practice and provide practical guidance for dealing with employment issues

· Help develop an overview of the statutory obligations affecting the management of people in a variety of contexts, i.e. 

· Grievance and discipline

· Absence & stress
· Time-off
· Operating policies and procedures

· Create a tool kit to use when dealing with day-to-day employment issues
· Identify the areas of risk so that Trustees are more prepared for potential pitfalls 

· Increase the confidence with which issues will be addressed so that matters can be tackled quickly and effectively
A practical objective of this session is to provide a tool kit for Trustees which, will “point them in the right direction” and give them a starting point when faced with an employee issue, by;
· providing a reference guide – not an exhaustive one but a start
· giving trustees an idea of where to look for guidance

· sharing real examples to highlight the risks
The reality is that very often Trustees do not have HR backgrounds and that they may be facing issues for the first time. The focus therefore is; about being prepared and doing things right so avoiding the pitfalls; about Trustees knowing where to start and where to look for guidance and about understanding how things should be done. 
HR Management Guidance
Whatever HR resource an organisation has the management of employment issues is guided by the following;

· Core “HR Best Practice” which underpins the definition and operation of policies and procedures. HR policies are a written description of rights and responsibilities. They provide guidance for Trustees and managers when deciding what to do in a particular circumstance. Strategies give directional choices; policies and procedures provide practical advice. 
· Codes of practice give authoritative and practical advice in key areas of employment practice. Codes of practice provide practical guidance and advice on how to achieve the standards required by Acts and regulations. A list of relevant Codes can be found in Appendix 2. 


· Employment law provides for employee rights and defines the employer’s legal responsibilities through employment legislation, EU directives and case law. 

· Other informal sources such as HR networks, free seminars, free HR briefings, professional journals and the internet. A list of useful websites can be found in Appendix 1.
The Employment Lifecycle

The entire employment lifecycle is guided by the above. It begins with establishing the rules of employment, through recruitment and selection, to managing employment and ends with terminating employment whether chosen or forced. 
Setting the Rules - Policies & Procedures

Why introduce HR policies?

Organisations introduce HR policies for a variety of reasons which include;
· the need to comply with existing or new legislation, including European directives and case law  

· a desire to develop a more formal and consistent approach as the organisation grows, i.e. with regard to flexible working 

· to support management strategy 

· to follow the latest developments in effective people management, for example, wellness 

· dealing with internal change 

· to help in handling difficult situations, from how much time off for bereavement to how to manage a claim of harassment
· to develop fair and consistent approaches to managing and developing people

· to protect against legal claims, for example, sex discrimination

· to provide all employees with guidance about their own and the organisation's responsibilities.
· to encourage healthy employer-employee relations. They can reduce the need for disciplinary and legal action, and may also increase morale and help employee retention
What policies should an organisation have?

The type of organisation will dictate what policies should be put in place. Organisations need to define policies to suit their own purpose and to fit with their sector, culture, structure and size. As companies grow and develop, they need to introduce policies to ensure a consistent and fair approach - and to avoid wasting time by having crises dealt with in an ad hoc way.

There are some policies that organisations need to have in order to comply with legal requirements; others are to promote good practice. 
What are the pitfalls when introducing policies & procedures?
· Do they reflect statutory obligations? Do such polices as discipline, grievance, retirement, holidays, and smoking reflect current law?
· Are they up to date? How are they audited? Register for free legal & HR newsletters to keep up-to-date 
· Are the key policies and procedures communicated to employees?
· Are these in a handbook? How is the handbook kept up-to-date? How is it communicated?  

· Policies generally aren't contractually binding, but where they give specific rights and responsibilities they may be enforceable. Are these part of an employee’s Contract of Employment? How are policies formally amended? 
· Differentiate between those policies and procedures which are necessary and those which are nice to have i.e. disciplinary procedure and suggestion scheme procedure. Example: Client handbook containing excessive list of policies and procedures lead to lengthy documents and confusion  
· Don’t have a policy statement if you don’t practice what you say you do i.e. Data Protection Policy and CCTV Policy. Example: client removed Data Protection and CCTV policy until such time as business practices complied with both the law and the content of the policy. Conducted a DP audit to check current practices
· Don’t make a specific policy statement if the boundaries could potentially change i.e. in a redundancy situation
· Make sure you comply with what you state
Recruitment & Selection

People are the greatest asset in any organisation. Making the most of this asset means making people as affective as possible in the shortest time. That is why recruitment and induction are so important.
Trustees should be aware of the main rules and obligations that apply when they employ people. www.businesslink.gov.uk provides thorough practical guidance from different parts of government, to employing staff.  

Other informative websites are www.acas.org.uk  and www.dti.gov.uk 
In preparation for recruitment and selection Trustees should be addressing the following questions;

1. Are recruitment decisions made in a fair and non-discriminatory way? Are statements about equality and non-discrimination published and are these adhered to?
2. Does the information collated during recruitment comply with the Data Protection regulations? What personal data is kept and how long is this kept for? 
3. Is eligibility to work in the UK checked prior to employment?

4. Are offers of employment made conditional upon certain criteria, such as satisfactory references, checking satisfactory qualifications, references or medical examinations? Are these checks undertaken?
5. Are employees given a written statement of employment particulars (Contract of Employment) within two months of their starting work? Do these included all the necessary terms and conditions of employment? 

6. Are employees offered statutory paid annual leave (24 days from 1 October 2007, 28 days from 1 April 2008) and is thus pro-rated for part-timers? 
7. Are any employees required to work longer than a 48 hour week and if so have they given their written consent to do so?

8. Are employees made aware of their right to request to work flexibly? 
9. Are employees who undertake work of equal value paid at equal rates?

What are the pitfalls when recruiting employees?
· Not sending contracts of employment within the 2 month period.

· Asking employees to sign handbooks and contracts and dealing with them when they refuse

· Not asking for confirmation to work in UK

· Not checking references or drivers licences 

· Not being aware of the Data Protection regulations with regard to the personal information that is collated and not asking permission from employees for data to be kept. 
· Not being aware of the implications of discrimination legislation. i.e. with age discrimination hot off the press an employee’s age is not required unless there is a clear business need, i.e. when working in a pub. 

Managing Performance

Whatever the sector or size of the organisation, to be successful, employers need to identify areas where they are underperforming and make improvements.

Developing the skills of employees is important not only to achieve business performance but also to build good employee – employer relations and improve staff morale. 

An appraisal is one way of assessing an employee's performance, regular staff-management meetings are another. Assessing performance is important because it helps employees to improve individual performance and identifies personal strengths and weaknesses. 
Pitfalls in Performance Management

· Don’t just go through the motions, be honest, otherwise records will not help in a dismissal for poor performance 

· Set objectives so discussions about promotion or pay increases can be geared towards specific targets. Objectives should be short & simple 

· Train managers in effective appraisal techniques 

· Identify Training Needs and commit to training
Managing an Employee’s Wellbeing
Health & Safety

This area is not usually the remit of the HR professional but it is wise to know what broad responsibilities an employer has.  

Organisations have a legal responsibility for the health and safety of everyone affected by their business. Such duties include:
· carrying out thorough health and safety risk assessments
· drawing up a health and safety policy - this must be in writing where there are more than five employees 

· ensuring the workplace meets minimum standards of comfort and cleanliness 

· recording serious injuries, diseases or dangerous accidents in an accident book - and in some cases reporting them to the relevant authority  

The concept that employees should be safe at work is not a recent phenomenon. Legislation was developed in the 1970s to streamline the many different statutes governing safety issues making management responsible for the provision and maintenance of adequate standards and policies. But although there are many different statutes governing safety issues, health and safety is not only governed by legislation. Under what is known as ‘common law’ all employers have a duty of care imposed on them to protect their employees. There is also a term implied into all employment contracts requiring employers to take care of their employees’ health and safety. For example, employers must: 

· provide a safe place of work 

· provide a safe system of work 

· provide adequate plant and equipment 

· recruit competent and safety conscious staff
If an employer fails to take reasonable care in any of these areas, an employee may have a number of claims, including the ability to resign and claim constructive unfair dismissal. 
Further information can be found on the following websites, www.businesslink.gov.uk and www.hse.gov.uk 

Managing stress and wellbeing 

Absence management, both short-term and long-term sickness, continues to be an issue. In particular, stress in the workplace has become a major cause of concern in recent years and has been the subject of several high-profile court cases and settlements. It is also quoted as one of the main reasons for absence. The employer’s duty of care and an increasing emphasis of EU legislation to make employers look after the physical as well as the psychological health of employees is bringing a move towards the concept of ‘wellness’ being promoted in some organisations. 
Employment law has made certain specific areas of “wellness” a matter of statute, most recently through the non-smoking legislation, but it has also indirectly made other areas of an employee’s wellbeing a critical feature of how employers deal with employment issues.  Levels of absence due to stress are more prevalent and the onus is on employer to do everything possible to minimise stress within the organisation. The implications of not doing so are huge, not only in light of the Disability Discrimination Act but also in terms of the financial implications of lost time. 
How to deal with stress

Tackling work-related stress is essential to ensure the well-being of both the employer and the employee and to safeguard business performance.
Stress can undermine an employee’s effectiveness, cause a rise in sickness absence and increase staff turnover. Employers have a legal responsibility to ensure that employees do not become ill, either physically or mentally, because of work-related stress.

Employers should try to identify and tackle possible causes of stress in the workplace - from excessive workloads and communication problems to insufficient training and poor management. Employers also need to consider the restrictions imposed by the Working Time Regulations and whether adequate time-off and rest periods are provided.
Common causes of stress at work: It's important to recognise the common causes of stress at work so that steps can be taken to reduce stress levels where possible. Causes may include;

1. Workloads which might be excessively high or insufficient 

2. A lack of control over work activities
3. A lack of interpersonal support or poor working relationships 

4. People being asked to do a job for which they have insufficient experience or training
5. Problems settling into a new promotion 

6. Bullying or harassment
7. A blame culture within the organisation

8. Weak or ineffective management 

9. Multiple reporting lines for employees

10. Failure to keep employees informed about significant changes to the business

11. A poor physical working environment 

Assess whether stress is a problem: Carrying out a stress audit is one of the best ways to find out whether stress is a problem in the workplace. 

Identify signs of stress in employees: Individuals suffering from stress often display a range of outward signs that may be noticed by colleagues and other managers. These signs include:

· tiredness and irritability 

· reduced quality of work 

· indecisiveness and poor judgement 

· loss of sense of humour 

· physical illness such as headaches, nausea, aches and pains 

· employees seeming jumpy or ill-at-ease, or admitting to sleeping badly 

· increased sick leave 

· poor timekeeping 

· staff changing the pattern of their working days - perhaps by staying late     or taking work home with them 

Signs of more widespread problems among groups of employees might include:
· arguments and disputes between staff; example
· general absenteeism 

· more grievances and complaints; example 

· greater staff turnover 

Tackle the causes of workplace stress: Once possible stress problems have been identified, appropriate steps can be taken to tackle the causes. This includes introducing stress reducing initiatives and addressing issues such as; 

· improving workload
· ensure holiday entitlement is taken
· check individuals are well-matched to their jobs
· ensure every employee has a well-defined job role

· review people's performance so that they know how they're doing and identify any potential problems and training needs; example: client identified EXEL training relieved stress of poor performance
· where possible, give employees more autonomy 

· adopt a management style that encourages employees to discuss problems and express ideas 

· keep staff informed about significant changes to the business
· ensure that bullying and harassment is managed

· encourage employees to achieve a better work-life balance 

· take a sympathetic approach to any personal problems employees may have 

Common external causes of stress: Sometimes people suffer from stress that is not caused by work-related issues but instead has an external cause, such as:
· relationship difficulties or a divorce

· serious illness in the family 

· caring for dependents such as children or elderly relatives 

· bereavement 

· moving house 

· debt problems 

Stress-management training and counselling: Training courses may help business owners, managers and employees deal with work pressures more effectively. Appropriate courses cover areas such as; time-management, leadership skills, assertiveness, communication skills and relaxation techniques. 

Employers may also consider referring employees to professional counsellors. 
A practical guide to managing stress in the workplace can be found at www.businesslink.gov.uk
Managing Difficult Situations

Problems with employees arise from time to time even the best-run businesses. Occasionally employers may need to take disciplinary action against employees or deal with their grievances once all other preventative measures have been exhausted. 
If problems do arise, they should be dealt with quickly rather than be left to fester into resignations and/or tribunal claims. Disciplinary and grievance procedures should be seen as an aid to good management. Resolving disputes internally and quickly is much more cost effective. 

The smallest of issues if not dealt with effectively and quickly can actually lead to a complete breakdown in working relationships. Example: I was asked to investigate an accusation of bullying by a manager towards his staff, in a local government department. The investigation ran into £100,000’s, including coaching, counselling, moving and re-designing the department, resignations and sickness absence. In fact at the root of the problem was office layout, lighting and personality clashes.      

All employers are required by law to set out their dismissal, disciplinary and grievance rules in writing for their employees. Failure to do this or to follow the procedures when dismissing an employee can result in extra compensation for the employee and the dismissal being held as automatically unfair.
The current procedures have been widely criticised because of their failure to reduce the number of tribunal claims. In March 2007 the DTI have proposed that the procedures be repealed and are currently consulting on the proposal. 
The Acas Code of Practice - Disciplinary and Grievance Procedures provides detailed guidance for employers and will continue to be crucial both before and after the proposed reforms mentioned above. 
What is the statutory disciplinary procedure?
· If an employer is contemplating dismissal - or action short of dismissal such as loss of pay or seniority - they must follow a three-step disciplinary procedure. This statutory procedure involves:

- a statement in writing of what it is the employee is alleged to have done
- a meeting to discuss the situation
- the right of appeal 
· If an employer does not follow the minimum procedure then an employment tribunal may judge the dismissal 'automatically unfair'. Compensation will increase or decrease - by between 10-50% - depending on whether the employer or employee failed to adhere to the new law
What is the statutory grievance procedure?
The procedure has three steps:

- step one: the employee informs the employer of the grievance in writing
- step two: meeting to discuss the grievance and 
- step three: hold an appeal, if requested 

If an employee wishes to use a grievance as the basis of a complaint to an employment tribunal they must first complete step 1 of the statutory grievance procedure. Employment tribunals may adjust any award of compensation by between 10 and 50 per cent for failure by either party to follow relevant steps of the statutory procedure.
Aide Memoire: think law & procedure, try the informal route first, be fair and consistent. Communicate, investigate and be reasonable. 
Managing difficult situations:

Managing poor performance:

· Poor performers can disrupt departments & workflow and if left unchallenged can send negative signals within the organisation
· Check the employees’ record, appraisals, objectives, previous history

· Discuss ways of improving performance – i.e. training, mentoring
· Check any mitigating factors i.e. personal relationships, medical reasons (poor sight or poor hearing)
· Set out improvement targets on a timeline, coach & review

· Consider alternative jobs, even if it means demotion 

· Consider disciplinary action if performance does not improve and when all other reasonable options have been exhausted

· Follow procedure. Bear in mind that a Trustee may well hear an appeal 

Managing malingerers:

· Malingerers can disrupt departments & workflow and if left unchallenged can send negative signals within the organisation
· Deal with informally if possible
· Discuss possible reasons i.e. domestic issues, childcare, transport

· Example: an organisation undertook an absence audit to investigate unauthorised absence. It transpired that transport was a particular issue to the city centre. The company organised buses to transport employees to work and absence has reduced considerably 

· Consider previous performance and absence records
· Consider adjustments to jobs temporarily or permanently

· Consider flexible working or change of hours

· Set out improvement targets on a timeline, monitor & review
· Consider disciplinary action if attendance does not improve and when all other reasonable options have been exhausted
· Follow procedure. Bear in mind that a Trustee may well hear an appeal
Managing an accusation of harassment against a manager:
· Organisations are advised to have communicated very clearly their position with regard to harassment 
· Individuals should be encouraged to discuss ordinary, day-to-day issues informally with their line manager. This helps concerns to be heard and responded to as soon as possible 
· Where this has been unsuccessful, or circumstances make this route inappropriate for the individual, then matters should be raised formally through the grievance procedure
· Request grievance in writing
· Consider suspension with full pay and benefits
· Write to employee setting out grounds for suspension and nature of the complaint, remind employee of the procedure that will be followed 
· Appoint an appropriate investigating officer. Investigate – be impartial. Bear in mind that a Trustee may well hear an appeal 
· Sometimes the investigation necessitates and external resource.    Example 1: A claim of sexual discrimination against an HR Manager meant that a key manager was unable to play a role in the investigation or to adjudicate
Example 2: If the situation is particularly sensitive an independent third party might be a practical and strategic option. As a result of a claim of bullying, made by the Head of HR, against another senior manager, who then made a counter claim of racial discrimination against the Chief Executive, it was deemed appropriate to appoint an independent third party to investigate
· Investigate thoroughly, follow a template, interview necessary personnel, be prepared for this to be a lengthy exercise, document it
· Best practice suggests the investigation report is distributed to all concerned parties. In certain circumstance this might not be considered appropriate in which case legal advice should be sought. 
Example: Although interview records were anonymised the investigating officer believed that witnesses could be identified from their witness statements. Legal advice was sought with regard to Data Protection and the need to give parties access to the investigation report. As a result sections of the report were withheld from certain parties 
· Meet with the parties independently to discuss findings
· What action follows depends on the findings. This could be dismissal, re-instatement, re-location, job change, mediation. 

· Consider DDA implications

· If the situation allows, exhaust all options before dismissal
· Communicate reasons for action taken and allow for appeal

Manage an accusation of bullying against a subordinate:
· Organisations are advised to have communicated very clearly their position with regard to bullying 

· May at first be inclined to think the accusation is unlikely but it could be a case of discrimination

· Treat like any other grievance
· Follow the process for accusations of harassment
Managing sensitive issues:
· Such as poor hygiene, domestic issues, AIDS or alcohol problems

· Try to deal with informally

· Investigate reasons and identify possible solutions to reduce or cope with issues

· Refer employees to specialists such as councillors, occupational health specialists, involve the GP if necessary

· Consider time-off to avoid long-term absence problem 

· Consider DDA implications

· Communicate with the employee, encouraging return to work as quickly as is possible

Managing a complaint of improper dealing by the finance manager:
· Whistleblowing occurs when a worker raises a concern about danger or illegality that affects others
· Managers notified of a concern:
· have a responsibility to ensure that concerns raised are taken seriously 
· where appropriate, should investigate properly and make an objective assessment of the concern 
· should keep the employee advised of progress 
· have a responsibility to ensure that the action necessary to resolve a concern is taken
· Do not dismiss an employee for whistleblowing
Managing personality clashes:
· Try to deal with matter informally through the line manager
· Investigate reasons and possible solutions

· Dispute resolution, mediation & facilitation – sometimes an independent third party
Managing Absence
The latest employee absence survey from the CIPD reveals that on average sickness absence costs employers £659 per employee every year and employee absence costs employers 8.4 working days for every member of staff per year; this represents 3.7% of working time.

Managing short-term absence

Effective interventions in managing short-term absence include: 

· a proactive absence management policy 

· return-to-work interviews 
· consider issuing a warning
· disciplinary procedures for unacceptable absence levels 

· use of trigger mechanisms to review attendance 

· involving trained line managers in absence management 

· providing sickness absence information to line managers 

· restricting sick pay 

· involving occupational health professionals.
Managing long-term absence
The role of the line manager is crucial in managing long-term absence but other interventions are also important. These include: 
· occupational health involvement 

· line management involvement as part of an absence management programme 

· restricting sick pay 

· changes to work patterns or environment 

· return-to-work interviews 

· rehabilitation programme. 

There are four typical elements in the recovery and return-to-work process. 

· Keeping in contact with sick employeees
· Planning and undertaking adjustments  

· Using professional advice and 
· Planning and co-ordinating a return-to-work  

Consider:

· Data protection implications

· DDA implications
· Ultimately can dismiss if an employee is not at work often enough and all other procedural options have been exhausted
Managing time-off

· Maternity/paternity/adoption

· Governed by statue

· Consider procedure

· Business requirements can governed when time-off is taken
· Rights on return

· Decision must be fair & consistent

Managing requests for flexible-working

· Governed by statue

· Consider procedure

· Business requirements might mean requests are declined 
· Decision must be fair & consistent

Managing bereavement

· Be clear on company policy 
· Managers have right to vary length of time off but danger is being inconsistent and therefore deemed to be unfair

· Could lead to longer term of absence

Managing dismissal
· Are there any other possible sanctions short of dismissal? – warnings or demotion
· Employers need to be sure that any decision to dismiss an employee will be seen as ‘reasonable’ by an employment tribunal. The employer must have followed the statutory procedures prior to any dismissal and also have been fair overall, for example by complying with internal procedures, treating employees consistently and carrying out a proper investigation
Terminating Employment 
· Retirement – watch the law – 15 October 2007 

· Resignation – follow best practice

· Redundancy – notice periods, redundancy calculations, references, outplacement support 

· Dismissal – is it fair, has the employer acted reasonably, or could the dismissal be deemed unfair or constructive 
· Rights & best practice – notice, benefits, references
Practical Tips to Take Away

· Audit policies & procedures

· Document it
· Write a letter

· Investigate it 

· Research it – where to look – websites

· Share it – network it

· Get free information – seminars, newsletters

· Time to think – adjourn, reflect & seek confirmation 

· Skills for dealing with sensitive issues, maybe training is required
APPENDIX 1 – USEFUL WEBSITES
General Employment Advice 

A practical guide to employing people and includes interactive tools to help produce for e.g. offer letters and contracts of employment, calculate redundancy payments.  www.businesslink.gov.uk
The Department of Trade and Industry (DTI) provides a range of employment advice.  The Employment Matters pages provide comprehensive guidance on employee and employer rights and responsibilities, including legal obligations. www.dti.gov.uk
Data Protection

This is the official site of the Information Commissioner (formerly known as the Data Protection Commissioner) who enforces and oversees the Data Protection Act 1998 and Freedom of Information Act 2000. Provides comprehensive information on the application of the two Acts and reports on latest developments.  www.ico.gov.uk 
Discipline, Grievances and Resolving Disputes

ACAS offers advice to employers and employees on a range of industrial relations matters. Provides useful advice on various employment topics and contains links to very useful publications.  www.acas.org.uk  
Employment Tribunals resolve disputes between employers and employees. The website gives information about Tribunals, the types of complaint which can be determined by them, guidance about how to apply to them, and what do if taken to a Tribunal. www.employmenttribunals.gov.uk  
Discrimination

On 1 October 2007, the three existing equality commissions, the Commission for Racial Equality (CRE), the Disability Rights Commission (DRC) and the Equal Opportunities Commission (EOC), merged to form the new Equality and Human Rights Commission. The new commission also takes on responsibility for the other aspects of equality: age, sexual orientation and religion or belief, as well as human rights. www.equalityhumanrights.com
The Government's Age Positive campaign website contains best practice resources to help tackle age discrimination and promote age diversity. Provides an overview of age discrimination law and guidance to help employers recognise the business benefits of employing older workers. www.agepositive.gov.uk
Employee Rights

The website of the National Association of Citizens Advice Bureaux, offers a comprehensive 'Advice Guide' to individual rights, including employment rights.  www.nacab.org.uk
Provided by the Trades Union Council (TUC), the WorkSmart website gives free guides to individuals' rights at work, to keeping well at work and a 'Union finder'.  This has an excellent “jargon-buster” www.worksmart.org.uk
Employment Law

The website provides information about UK legislation plus the full text of Acts, Explanatory Notes, and Statutory Instruments. Most frequently accessed acts are; Data Protection Act 1998, Disability Discrimination Act 1995 , Employment Rights Act 1996, Mental Capacity Act 2005, Children Act 2004.    www.opsi.gov.co.uk 
Law Centres provide a free and independent professional legal service, including employment rights and discrimination, to people who live or work in their catchment areas. Their website gives contact details for the various centres nationwide. www.lawcentres.org.uk
Health & Safety

The government department responsible for regulating most risks arising from workplace activity in Britain. The 'Worker's Webpage' focuses on health and safety at work and gives information for both employers and employees. Contains answers to frequently asked questions and information leaflets. www.hse.gov.uk
A charity providing information, advice, resources and training on all aspects of safety. Gives an advice pack for smaller firms. www.rospa.com
A forum for UK sufferers of Repetitive Strain Injury. Contains useful links and frequently asked questions.  www.rsi-uk.org.uk
Non-profit collaborative venture helping companies to adopt strategies for coping with violence at work. www.workplaceviolence.co.uk 
Reward 

Provides useful advice and research into remuneration and reward.           www.e-reward.co.uk 

Part of the Department for Work and Pensions, the website provides details of the latest developments in pension provision.  www.thepensionservice.gov.uk
General and tax-related information from the Inland Revenue on pension schemes.  www.hmrc.gov.uk/pensionschemes
Work/Life Balance
Campaigns and provides expertise on new and flexible ways to help people, organisations and society achieve a balance between work and the rest of life. www.workingfamilies.org.uk
Formed by an alliance of business leaders who believe that the introduction of work-life policies has benefited their organisation. Aims to share best practice and establish a one-stop shop for employers for information on work-life issues. www.employersforwork-lifebalance.org.uk
Working in the UK & Work Permits 
Administers the work permit arrangements on behalf of the UK government. Provides information on the Work Permit Scheme, guidance on how to apply and links to application forms. Also reports on latest developments and legislation in this area. www.workingintheuk.gov.uk
The Employers' Information section aims to help employers be aware of the law relating to the prevention if illegal working. www.ind.homeoffice.gov.uk 
APPENDIX 2 – CODES OF PRACTICE

· This code aims to help employers, workers and their representatives by giving practical guidance on how to deal with disciplinary and grievance issues in employment. It also provides guidance on the statutory right of a worker to be accompanied at a disciplinary or grievance hearing. www.acas.org.uk 
· Access to the Information Commissioners Employment Practices Data Protection Code and the guide to using closed circuit television. www.ico.gov.uk
· Advises on best practice with regard to all aspect of discrimination.    www.equalityhumanrights.com
· Codes of practice from the health & safety executive.  www.hse.gov.uk
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