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Scope.

HR policy statement is a body of principles and rules of conduct which govern the enterprise in
its relationship with employees. It provides guidelines for a wide variety of employment
relationshipsin the organization. Policy is the statement or general understanding which provides
guidelines in decision making to members of an organization in respect to any course of action.
Thus, human resource policy provides guidelines for making decisions on matters relating to
management of human resources.

Equals Opportunities Statement.

D&L Medical Ltd are an equal opportunity employer that is committed to diversity and inclusion
in the workplace. We prohibit discrimination and harassment of any kind based on race, colour,
sex, religion, sexual orientation, national origin, disability.

This statement applies to all employment practices within our company, including hiring,
recruiting, promotion, termination, dismissal, recall, leave of absence, compensation, benefits,
training, and apprenticeship.

e appropriate training will be provided. This will include right equality and diversity training
for all staff and relevant skills-based training for line managers and others who play a key
role in implementing equality and diversity policy.




Recruitment process. / Legal workers

D&L Medical ltd, as company use several IT systems to aid with such checks, we use Breathe HR
along SAGE HR/Payroll both systems show all D&L staffing have been check and are legally
allowed to in the UK.

Upload on the company portal are the home office guidelines that we use to conduct the right to
work in the UK act / under the section of 15 to 25 of the Immigration, Asylum & Nationality Act
2006 in where such checks are in place

1. allemployee and new starters are required to provide Valid passport/ National insurance
No, these details will be held on the company portal and copies made and held for 2 years
once an employee has left the company.

2. Checks are made with the employee on the right to work in the UK this covers all foreign
workers.

3. Alldocuments/ checks made will be held on Breathe which is the company, s HR portal

Checks in place: -

e the documents are genuine, original and unchanged and belong to the person who has
given them to you

e photos are the same across all documents and look like the applicant

e dates of birth are the same across all documents

e if 2 documents give different names, the applicant has supporting documents showing
why they’re different, such as a marriage certificate or divorce decree

All staffing documentation is seen and copied in a format that cannot be amended or altered.

Performance Management / Appraisals.

A staff appraisal is a process whereby an employer evaluates an employee's work performance
over a period. The purpose of a staff appraisal is to provide feedback to the employee on their
performance, to show areas of improvement, and to set goals for the future.

Conduct Yearly, please use document DL DC 19. And log appraisal and give feedback to
employee in writing.

Information on the items below please refer to the Companies Employee Handbook.

Annual leave
Absence from work

Staff sickness.



Stress / Wellbeing.

D&L Medical acknowledge that stress can have many causes, including both work and non-work
factors. We recognise workplace stress is a health and safety issue. We acknowledge it is
important to show the signs of stress and putin place measures to prevent and reduce the causes
and risks associated with workplace stress.

The Health & Safety Executive (HSE) describes stress as “the adverse reaction people have to
excessive pressures or other types of demands placed on them.” Stress is not anillness, however,
if stress becomes too excessive and prolonged, mental, and physical illness may develop.

Stress related sickness absence has a significant impact upon both the individual and the
organisation as the employee can be absent for lengthy periods due to the nature of the issues
involved. Whilst debilitating for the employee it also can result in the feeling of increased
workload within the workplace. Please use stress policy MP17.

Whistle Blowing / Freedom to Speak Up / Harassment

This statement sets out the rights and responsibilities of staff when raising issues of concern
about what is happening at work and aims to make it clear that:

o Individual members of staff within D&L Medical have a legal right and a duty to raise with their
managers on or any matters of concern they may have about safety, work practice, malpractice
or wrongdoing which may affect other staff or to D&L Medical.

Any staff members of D&L Medical who wish to raise and concerns can do so by placing the
concern in writing to their Line Manager, the line manager has a legal duty to reply to your concern
again in writing and hold a meeting which will have minutes taken in which after a resolution or
an investigation will take place.

Items such as listed below full under the Whistle blowing / Freedom to speak up.

¢ Dignity, Respect
e Bullying, Harassment and Discrimination
e Fraud and Bribery

All whistle blowing / Freedom to speak up concerns raised will be at all times kept in the upmost
confidentiality.

e Harassment both sexual / verbal

Workplace harassment is the unwelcome or offensive conduct directed towards an
individual or a group based on protected characteristics such as race, gender, religion, or
disability. Harassment can include the list below,

e Offensive jokes, slurs, epithets, or name calling.
e Physical assaults or treaty

e |ntimidation, ridicule, or mockery



e |nsults or put-downs
e Offensive objects or pictures

e Interference with work performance

e Race
e religion or belief

e sexual orientation

What concerns can | raise?

You can raise a concern about any risk, malpractice or wrongdoing you think is, has or may be
harming the service we deliver. A few examples of this might include (but are by no means
restricted to):

e Unsafe patient care

e Unsafe working conditions

e |nadequate induction or training for staff

e Lackof, or poor, response to a reported patient safety incident

e Suspicions of fraud, which can also be reported to our local counter-fraud team in
complete

e confidence.

e Abullying culture (across a team or organisation rather than individual instances of
bullying).

Feel safe to raise your concern

If you raise a genuine concern under this policy, you will not be at risk of losing your job or
suffering any form of reprisal as a result. We will not tolerate the harassment or victimisation of
anyone raising a concern. Nor will we tolerate any attempt to bully you into not raising any such

concern. Any such behaviour is a breach of our values as an organisation and, if upheld
following investigation, could result in disciplinary action.

Provided you are acting honestly, it does not matter if you are mistaken or if there is an innocent
explanation for your concerns. However, anyone acting in a malicious or vexatious manner
Who can raise concerns?

This policy applies to all staff employed by D&L Medical. contractors, bank and agency staff,
volunteers and employees of other organisations who work on our premises.

This policy also applies to staff who have left the company within a three-month period i.e.
three months from the employees last working day with company,

If you have a complaint against your own personal circumstances, please also refer to the
Grievance and/or the Dignity at Work Policy which are available on the company portal.
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