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01 Introduction  
 

1.1    Welcome to Our Team! 
Whatever sector you work in and whatever your role, we are delighted that you have chosen to be part of 

the Brook Street  Team.  

 

And that means we  will  do everything we can to meet your needs as an employee.  

 

This Handbook outlines  what you can expect from us and vice versa.  

Pay, benefits, policies ς ƛǘΩǎ ŀƭƭ ƘŜǊŜΣ ǘƻ ƎƛǾŜ ȅƻǳ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ȅƻǳǊ ƎŜƴŜǊŀƭ terms of employment.    

If you have any questions, your  Brook Street  Contact  will be able to assist you.    

 

1.2    Terms of Employment 
This Handbook supplements your Terms and Conditions of Employment and together, they constitute the basis 

of your employment , and meet the requirements of the written statement of employment particulars, required 

by section 1 of the Employment Rights Act 1996. The policies in this Handbook that are non -contractual are 

specifically stated to that effect.  

If the detail in your Terms and Conditions conflict with any content of this Handbook, your Terms and 

Conditions shall take precedence.   

 

Brook Street  reserves the right to amend its Terms and Conditions and policies , as set out in this Handbook 

from time to time ; and such amendments will be notified to employees via the website , with effect from the 

date of the notice.  

1.3 Definitions  
wŜŦŜǊŜƴŎŜǎ ǘƘǊƻǳƎƘƻǳǘ ǘƘƛǎ IŀƴŘōƻƻƪ ǘƻ ȅƻǳǊ άBrook Street  /ƻƴǘŀŎǘέ ǿƛƭƭ ƴƻǊƳŀƭƭȅ ƛƴŎƭǳŘŜ Brook Street  

Managers, Consultants, or other Branch or Contract staff to whom you may report to from time to time, unless 

expressly indicated to the contrary.  

 

wŜŦŜǊŜƴŎŜǎ ǘƻ άBrook Street έ ƳŜŀƴ Brook Street  UK Limited, Brook Street  plc, Brook Street Project Services, BS 

Social Care, ManpowerGroup  or any other relevant associated, parent or subsidiary company.  

 

wŜŦŜǊŜƴŎŜǎ ǘƻ ά¢ŜǊƳǎ ŀƴŘ /ƻƴŘƛǘƛƻƴǎέ ƳŜŀƴ ȅƻǳǊ ǇŜǊǎƻƴŀƭƛǎŜŘ ¢ŜǊƳǎ ŀƴŘ /ƻƴŘƛǘƛƻƴǎ ƻŦ 9ƳǇƭƻȅƳŜƴǘΦ 
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02 Assignment Information  
 

2.1 Assignment details   
Details of any assignment  offered to and accepted by you will be confirmed in an assignment  letter from 

Brook Street.  

The letter will include a description of the duties required of you in respect of the particular assignment  to 

which it relates, and the anticipated duration of the assignment . Your duties may vary from assignment  to 

assignment  or during the duration of any assignment  undertaken by you It will also confirm the identity and 

address of the Client to whom you will be assigned, the anticipated start date, the anticipated hours, the 

remuneration and the expenses paid to or by you.  You will also be advised of wha t experience, training 

qualifications and any authorisation required by law or a professional body that the Client may deem 

necessary or which are required by law to work on the assignment . Failure to meet these criteria may result in 

the termination of the assignment . During the assignment , you will work under the direction and supervision of 

the Client to whom you are assigned and  will be ex pŜŎǘŜŘ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ /ƭƛŜƴǘΩǎ ƛƴǘŜǊƴŀƭ ǊǳƭŜǎΣ ǇƻƭƛŎƛŜǎ ŀƴŘ 

procedures.  

Whilst within your working hours on an assignment , unless you are ill, or there are other reasons agreed by Brook 

{ǘǊŜŜǘΣ ȅƻǳ ǿƛƭƭ ōŜ ŜȄǇŜŎǘŜŘ ǘƻ ŘŜǾƻǘŜ ȅƻǳǊ ǿƘƻƭŜ ǘƛƳŜΣ ŀǘǘŜƴǘƛƻƴ ŀƴŘ ŀōƛƭƛǘƛŜǎ ǘƻ .Ǌƻƻƪ {ǘǊŜŜǘ ŀƴŘ ƛǘǎ /ƭƛŜƴǘΩǎ 

business. 

You may be moved from one assignment  to another as required by business needs and Brook Street may also 

remove you from your assignment , should this be necessary for any reason.  

Any queries or concerns you may have in relation to an assignment  should be referred to your Brook Street 

Contact.  

 

2.2 End of assignment   
Because of the nature of working with Brook Street , it is important to understand there is a difference 

between your assignment with a Client being ended and your employment with Brook Street  being 

terminated. An assignment ending does not mean your employment has come to an end, unless there is a 

fair reason for us to bring your employment to an end, and this will be communicated to you. You will be 

advised by your Brook Street  Contact which situation applies and only a Brook Street  Contact (not a Client 

Contact) can terminate your employment.  

 

Many assignments can be ended with no notice by the Client and your Brook Street Contact will advise you 

what happens next. Some assignments may have specific notice periods before they can be ended (by either 

party); and if this applies, this will be comm unicated to you.  

 

2.3 Pre-employment checks   
Brook Street  will obtain references from the information you have provided, and if appropriate, complete 

checks with the UK Visas and Immigration (UKVI)  and give its Clients relevant information relating to your 

employment details or your application. Brook Street  will obtain any additional check that you have 

consented to, relevant for the purpose of any assignment  or permanent placement, for  example ; a financial 

check, criminal record disclosure check, or medical requirements.   

Further checks may be required, depending on the need of the assignment .  

 

2.4 Job description 
Your general  job  title  is in your  Terms and Conditions . Specific  details  may  be provided  for  a particular  

assignment , and y ou may  from  time  to time  be asked  by Brook Street  to  carry  out  work in any agreed sectors 

indicated in you r Terms and Conditions .  

This may be for Clients either  for  Brook Street , or for  any  other  company within Manpower Group, subject to 

your  consent.  
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Outlined under each heading below are some of the roles that may apply to each of the sectors in your Terms 

and Conditions . This list is not exhaustive:  

 
 

2.5 Company/Client equipment  
During your assignment , you may be supplied with Brook Street  or Client equipment, for example a laptop, 

mobile  phone or tools. These items are your responsibility for the duration of the assignment  and must be 

returned in good order at the end of the assignment .  

 

All equipment belonging to Clients should be used for business approved purposes only. Misuse of any 

equipment supplied to you may result in your removal from an assignment , in addition to disciplinary action 

being taken.  

 

2.6 Assignment rules - clothing and personal appearance  
You should present yourself for work in clothes that are clean and appropriate to the type  of  assignment  you  

are undertaking. Some Clients may require specific dress standards or uniform to be worn for an  assignment .  

In addition, you should avoid the following:  

 

¶ ripped or embellished clothing that may get caught, whilst carrying out your duties  

¶ clothing with inappropriate graphics, slogans or wording.  

 

Clients may also have specific rules and guidelines relating to personal appearance, including clothing, 

jewellery , piercings, tattoos; and there may also be requirements for hair to be tied back.  

 

2.7    Assignment rules - alcohol and drugs 
Brook Street  employees  are  expected  to  present  themselves  at  work  in a fit  condition  and  anyone  found  to  be 

under  the  influence of  alcohol  or illegal drugs will be subject to disciplinary action including, where 

appropriate,  dismissal.  

 
Employees should ensure that if they are taking prescribed or over the counter medication, they are able to work 

safely and adequately perform their normal work.

Admin/Clerical/Sales  
- Office Based  

- Receptionist  

- Sales on/off site  

 

Care/Public Sector  
- Call Centre including 

999/111 

- Care Manager  

- Cleaner  

- Health Care Assistant  

- Outreach Worker  

- Porter  

- Support Worker  

 

Customer Service/Call Centre  
- Call Centre Inbound  

- Call Centre Outbound  

- Retail  

 

Finance  
- Payroll  

- Credit Controller  

- Sales & Purchase Ledger  

 

 

Management/Professional  

- Consultant  

- Accountant  

- Lawyer  

- Auditor  

- Business Analyst  

- Project Roles  

- Procurement  

- Managers/Supervisors  

- Directors  

 

 

Warehouse/Industrial/Manufacturing  
- Cleaner  

- Parcel Sorter  

- Picker/Packer  

- Production Operative  

- Storeman  

- Paint Sprayer  

- Yard Marshal  
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03 Hours and Attendance  
3.1 Hours  
Brook Street  will, at all times during your employment , use reasonable endeavo urs to allocate you to suitable 

assignment s. Your hours of work may vary from one assignment  to another, and you will be advised of the 

expected hours for each assignment . There may also be occasions when no work is available.  

 

3.2 Overtime  
Much of our work arises because our Clients have deadlines to meet , and they may ask that you work reasonable 

or voluntary overtime. Your assignment  details  will include the rates that apply to overtime during that 

assignment . 

 

3.3 Working t ime regulations  
If your daily working time is more than six hours, you will normally have a rest break of at least 20 minutes. The 

Client to whom you are assigned may have in place a collective or Workforce Agreement that varies the 

entitlement to rest breaks and the time s they are taken. If this is the case, that agreement will apply to you and 

we will provide you with details at the start of the assignment.  

 

Brook Street  has a duty under the Working Time Regulations to ensure that you are not put at risk (nor do you put 

others at risk) by working excessive hours or by failing to take the appropriate rest periods. For this reason, it is 

important that we know if you are wo rking for anyone else whilst employed with Brook Street . 

 

3.4 Night work  
If your assignment  regularly involves night work, that is, three hours or more between the hours of 23:00 and 

06:00, you are entitled to request a health assessment to confirm your fitness for night work . 

If you have not done night work before but are asked to undertake such an assignment , you may request a health 

assessment questionnaire before the assignment  begins. Please ask your Brook Street  Contact for further details.  

Normally you will not be required to work, on average, more than eight hours per night. However, where the Client 

has in place a Collective or Workforce Agreement which varies the hours of night work , that agreement will also 

apply to you and you will be given details at the start of your assignment . 

 

3.5 Attendance and t imekeeping  
If  for  any  reason  you  are  unable  to  get  to  an assignment , you should inform your  Brook Street  Contact , two  hours 

prior to the commencement of your agreed start time. If this is out of normal office hours, you may be diverted 

to our 24/7 contact centre. Naturally we take a serious view of unnotified absence, as this may have a detrimental 

effect on our Clients operation, the refore failure to notify Brook Street of any absence may lead to disciplinary 

action.   

 

Prior to the start of your assignment , you will be informed what time you are required to report for work. You are 

expected to make all reasonable efforts to be punctual  throughout your assignment .  

As with unauthorised, or notified absence, poor timekeeping  may  lead to disciplinary action . 

 

3.6 Young workers  
Employees under the age of 18 are subject to additional rules  (also see section 15.12)  about their hours as follows:  

 

¶ you should not work more than eight hours in any day or 40 hours in any week  

¶ you cannot work more than five days in any week  

¶ you must have a break of 30 minutes if your shift is more than 4.5 hours (this may be unpaid)  

¶ you cannot do night work, which is usually between 22:00 and 06:00.  
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04 Pay  
 

4.1   Pay rate  
You should refer to the remuneration section of your Terms and Conditions for specific details about your pay, 

including what  hours you will be paid for and what deductions may be made. Your pay rate may vary from 

assignment  to assignment  and this will be confirmed to you for each assignment .  

You will only be paid when you are working on an assignment  and you will not normally be paid for absence due 

to illness or injury, although you may be eligible to receive Statutory Sick Pay, as set out in Section 6.  

 

4.2  Method of payment  
You will be paid weekly in arrears for the hours worked during the previous week, as detailed in your Terms and 

Conditions. Payment is made directly into your Bank or Building Society account and is subject to statutory 

deductions such as Tax and National Insurance.   

I f  you  change  your  Bank or Building Society account  details,  please  inform  Brook Street  as soon  as possible , so 

that your records can be updated .  

 

4.3 Itemised pay statements  
You will  be provided  with  an on-line itemised  pay  statement  detailing  the  calculation  of  gross  pay  and  deductions  

under various  headings.  Your Brook Street  Contact will  assist  with  any  queries  you  may  have  concerning  your  

pay. 

 

4.4 National insurance and tax 
Brook Street  will  make  all deductions  as required  by law in respect  of  Income  Tax and  National  Insurance  

Contributions. Brook Street  will  require  your  National  Insurance  number , as we are  obliged  by  law to  deduct  

National  Insurance  from your  earnings.  Brook Street  will  tax  you  under  the  Ψtŀȅ As You 9ŀǊƴΩ scheme  (PAYE). 

Depending  on any ta x documents you provide  us, and any circumstances you notify us of, the appropriate 

tax code will be applied  and will  appear  on your  online  payslip.  

 

In the event you have any tax queries they should be directed to : 

 
HM Inspectors of Taxes  

Chapel Wharf  

Trinity Bridge House  

2 Dearmans Place  

Salford  

M3 5BS 

 

Telephone : 0845 3000627  

Reference Number:  951/BS1 

 

Please have your National Insurance number available for reference.  

 

4.5 Expenses 
Where appropriate reasonable and itemised expenses, for example travel expenses incurred on assignment , 

will be paid , provided they are agreed by Brook Street  and, where appropriate, the Client. Documentary 

evidence will be required in support of an eƳǇƭƻȅŜŜΩǎ ŎƭŀƛƳ ŦƻǊ ŜȄǇŜƴǎŜǎΦ {ǳŎƘ ŜȄǇŜƴǎŜǎ Ƴŀȅ ōŜ ǎǳōƧŜŎǘ ǘƻ ǘŀȄ 

in accordance with HMRC Regulations.  

 

Your Brook Street  Contact will provide  you with the details  of any expenses paid for any particular 

assignment . All eligible expenses must be claimed as soon as possible and as a maximum, within two months 

of being incurred, unless you have written agreement from your Brook Street  Contact, that this period may be 

extended. 
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05 Holiday  
 

5.1 Holidays  
Your contractual holiday entitlement, details of your holiday year and how your holiday pay is calculated are 

detailed  in your Terms and Conditions.  

 
On some assignment s, you may be entitled to additional holiday under the Agency Worker Regulations 2010. 

If this applies, the additional entitlement will be calculated pro rata to the duration of that assignment  and 

may be paid in lieu of additional days.  

 
Under certain circumstances you will be expected to take holiday if, during assignment  to a Client, the Client 

closes its place of work and employees are required to take part of their annual holiday. This could occur, for 

example, during an annual shutdown or over the Christmas/New Year period. You may also be asked to take 

your  holiday leave on a public holiday when it occurs during an assignment , where the Client has this 

arrangement.  

 

You may ta ke holiday at any time during the holiday year, up to your maximum entitlement for the year,     

 subject to the prior agreement of your Brook Street Contact, and in some circumstances, the Client, by giving 

7 ŘŀȅǎΩ ƴƻǘƛŎŜΦ ¸ƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ƘƻƭƛŘŀȅ ǇŀȅΣ ǳǇ ǘƻ ǘƘŜ ŀƳƻǳƴǘ ŀŎŎǊǳŜŘ ƛƴ ǘƘŜ ƘƻƭƛŘŀȅ ȅŜŀǊ ǘƻ ǘƘŜ ŘŀǘŜ ȅƻǳǊ 

holiday commences.  

 

5.2   Public holidays  
If you wish to take any public holiday (or are required under your assignment  to take off any public holiday) 

this must be taken as normal holiday leave , as part of your holiday entitlement.  

 
If you work any public holiday, you will receive your normal rate of pay unless there are special arrangements 

in place relating to your assignment . 
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06 Sickness Absence Pay and Medicals  
 

6.1 Statutory Sick Pay (SSP)  
You may be entitled to Statutory Sick Pay (SSP), which is a Government scheme liable to taxation and deductions for 

National Insurance. SSP is available to Temporary employees regardless of their earnings and is payable from the first day 

of sickness absence. SSP is paid at the lower of the statutory flat rate or 80% of your average weekly earnings and 

payment is made by Brook Street through your normal pay method.  

 

It is important that you notify your Brook Street Contact on the first morning of your absence, stating the reason for your 

absence. Failure to notify Brook Street as soon as reasonably possible could jeopardise your entitlement. 

 

To claim SSP you must follow this process: 

¶ for all periods of absence, up to and including seven (calendar) days, you must complete a Brook Street 

Certification of Absence form and return to Brook Street on the day of your return to work  

¶ if you are unable to work due to illness for more than a week, you must provide Brook Street with a medical 

certificate signed by your Doctor as soon as possible, that states the reason for the absence, and the period for 

which it is believed you will be unfit for work 

¶ if you have not recovered when a certificate expires, you must get another certificate from your Doctor and send it 

to your Brook Street Contact. Payment of SSP cannot be made without continued medical evidence that you are 

unfit for work. 

 

Failure to follow the above process will jeopardise your entitlement to SSP. 

 

Payment of SSP is made on a daily basis, the rate being 1/5 of the weekly rate.  

 

6.2 Company Sick Pay  (CSP) 
With some Clients, Brook Street  operates a scheme which may provide sick pay if you are prevented from 

working, through sickness or injury. Company Sick Pay (CSP) is non -contributory , but taxable and liable to 

deductions for National Insurance.  

 

The following basic conditions apply:  

 

¶ eligibility is dependent upon the assignment  at which you are working  

¶ in most cases there is a qualifying period of 130 days worked (a pproximately  6 months). When 

calculating the qualifying period , Brook Street  will consider days worked on different assignment s  

¶ for eligible temporary  employees,  the level of benefit is the difference between SSP and your average 

weekly earnings, payable on a daily basis with a maximum benefit equal to 1.75 times your SSP 

entitlement  

¶ no CSP is payable for the first three days of any period of absence.  

 

 

In all cases eligibility to any sick pay ceases when you leave Brook Street . If you are entitled to Company Sick 

Pay, details will be provided to you, prior to  the start of your assignment .  

 

6.3 Medicals  
Brook Street  reserves the  right  to  require  employees  to  have  a medical  examination  by an Occupational  Health  

Specialist or  independent  Medical  Advisor, with  any  report  made  by the  Doctor  supplied  to  Brook Street .  

 

If  it  is necessary  to  seek information  from  your  own  Doctor  or Specialist , this  will  be done  in accordance  with  the  

Access to  Medical  Reports  Act. If you  want  a copy  of  any  report  to  be sent  to  your  own  Doctor, Brook Street  can 

arrange  this.  



 
 
 
    

 

BSUK TEH 04/26  

07 Other Benefits  
 

7.1 Pensions  
To ensure that all employees make sufficient retirement provision, the Government introduced pension changes 

όǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ά!ǳǘƻ-EƴǊƻƭƳŜƴǘέύΦ Brook Street  has chosen NEST (National Employment Savings Trust) as our 

workplace  pension  scheme  to  meet  our  employer  duties  and  help  you  put  money  aside  for  your  retirement.  NEST 

is a straightforward  pension  scheme , that  gives  you  one retirement  pot  for  life.  You will  get  contributions  into  your  

retirement pot  from  us and  extra  money  from  the  Government  through  basic  rate  tax  relief,  as long  as you  are 

making  contributions too.  This will  be paid  on the  contributions  you  make  and  will  go  directly  into  your  

retirement  pot.   

Please refer to your member pack for how to contact NEST for more information.  

 

For some employees , Brook Street  operates a Stakeholder Pension Scheme, run by A egon  (Scottish Equitable ).   

Please refer to your member pack for how to contact Aegon for more information.  

 

Brook Street  is not  able  to  provide  financial  advice , so you  are encouraged  to  speak  to  an independent  Pensions 

/ Financial Advisor about the best pension arrangements for  you. 

 

7.2 Eye care    
Brook Street  employees are eligible for an eye test paid for by Brook Street , where the use of Display Screen 
Equipment  
(DSE) forms part of your  job  role. If  as a result  of  the  eye test,  corrective  lenses are prescribed  specifically  for  DSE 
work,  Brook Street  will  contribute to the cost of the necessary  eyewear. 

 

Brook Street  has preferential arrangements with a leading high street chain of opticians ( the nominated 

ǇǊƻǾƛŘŜǊΩs) and wherever  possible  Brook Street  employees should  use the  nominated  provider  for  both  the  eye-

test  and  any  resulting  eyewear. If  there  is not a  convenient  branch  of  the  nominated  provider  in your  locality , Brook 

Street  will  pay  for  an equivalent  test  and,  if  necessary, eyewear from an alternative  optician.  

 

Brook Street  will contribute an agreed amount towards the basic frame range. Further details are available 

from  your Brook Street  Contact .  

 

7.3 Discretionary benefits  
The benefit set out in 7.2 above  is non-contractual  and  provided  at  the  discretion  of  Brook Street . Brook Street 

may  at  any  time  withdraw  or suspend  or vary  the  terms  upon  which  such benefits  are offered , without  any 

need to  consult  with  you  in advance  or to  provide  any  alternative  or pay  any  compensation
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08 Driving Vehicles  
 

8.1 Client vehicles  
Whilst working on assignment Σ ȅƻǳ Ƴŀȅ ōŜ ŀǎƪŜŘ ƻŎŎŀǎƛƻƴŀƭƭȅ ǘƻ ŘǊƛǾŜ ŀ /ƭƛŜƴǘΩǎ ǾŜƘƛŎƭŜΦ  

 

The driving of vehicles is subject to different Terms and Conditions of Business , and formal arrangements must 

first be made with the Client.  

 

If a Client asks you to drive any kind of vehicle whatsoever, including  ǘƘŜ /ƭƛŜƴǘΩǎ ǾŜƘƛŎƭŜΣ ƻǊ ȅƻǳǊ ǇŜǊǎƻƴŀƭ ǾŜƘƛŎƭŜ 

for business purposes, you must inform your Brook Street  Contact immediately ; so that the necessary steps can 

be taken. Please explain to the Client that you have to do this.  

 

You must not drive any vehicle  for business purposes, until you have been informed  by your Brook Street  Contact 

that the necessary arrangements have been made , and the minimum requirements have been met.  

 

If you are driving an authorised vehicle during your employment with Brook Street , you must report any accidents , 

any driving licence endorsements or changes to your licence categories to Brook Street . Failure to do so may  lead 

to disciplinary action.  

 

In addition, during assignments, your driving licence, and any additional certificates/licences must be available to 

be checked quarterly, in line with Brook Street Ωǎ ǎǘŀƴŘŀǊŘ ǇƻƭƛŎȅΦ 

 

8.2 Brook Street  company  vehicles 
If you are provided with a  Brook Street  vehicle as part of your employment, you will be provided with a copy of 

the Brook Street  Company Vehicle Guide. You are responsible for maintaining the vehicle to ensure it is in a 

roadworthy condition, ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ƎǳƛŘŜƭƛƴŜǎΣ ŀƴŘ ǘƘŀǘ ŀƴȅ ŀŎŎƛŘŜƴǘǎ ŀǊŜ ǊŜǇƻǊǘŜŘ 

immediately to your Brook Street  Contact . 

 

In addition, during assignment s, your driving licence, and any additional certificates/licences must be available to 

be checked quarterly, in line with Brook Street Ωs standard policy.  

 

8.3   Fines and penalties   
8.3.1   Driving  offences  
You will be personally liable for any fines or penalties incurred due to driving offences, including parking fines, 

while using a Brook Street  or Client vehicle , whether on public roads or private premises. Failure to pay any 

fines within the required timescales may  lead to disciplinary action.  

 

Any fines or penalties that are levied via Brook Street  or the Client, or fines or penalties which are not paid by 

you within the required timescale will be deducted from any monies due to you (including expenses, wages or 

salary) and may be subject to administration charges which will also be deducted from any monies due to you. 

 

8.3.2   Excess payments for accidents or  damage  
You may also be liable for any policy excess payment if an accident or damage occurs to a Brook Street  or 

Client vehicle . Any excess owing  will be deducted from any monies  due to you , including salary or holiday pay . 

 

8.3.3 Loss of driving  licence 
If driving is an essential part of your job, loss of your driving licence through disqualification or failure to renew , 

if required by law , may be considered gross misconduct resulting in summary dismissal.  

 

8.4 Fuel cards and private  mileage  
If you are provided with a fuel card by Brook Street  or a Client for the purposes of using a vehicle on Brook Street  

or Client business and the same vehicle is available for private use, you will be liable to reimburse Brook Street  (or 

our Client) for private mileage costs. You will be  required to record and produce evidence of your private mileage. 

The cost of private  mileage will be deducted from expense claims, wages/salary or any other monies owed to you.  
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09 Termination  
 

9.1 End of assignment  or termination of employment  
Because of the nature of working with Brook Street , it is important to understand there is a difference between 

your assignment  with a Client being ended and your employment with Brook Street  being terminated. An 

assignment  ending does not mean your employment has come to an en d, unless there is a fair reason for us to 

bring your employment to an end , and this will be communicated to you. You will be advised by your Brook Street  

Contact  which situation applies and only a Brook Street  Contact (not a Client Contact ) can terminate your 

employment.  

 

9.2  Notice to terminate employment  
The not ice periods that will apply  are detailed in your Terms and Conditions.  

 

9.3 Assignment  comes to an  end 
If  your  current  assignment  comes  to  an end, Brook Street  will  discuss with  you  other  opportunities  and  will endeavour  

to  find  suitable work for  you. 

 

As an employment  business, Brook Street  is in the  business of  providing  flexible  employment  opportunities  for  our 

employees.  When your  individual  assignment  ends, our  primary  objective  is to  find  you  an alternative  assignment .  

 

9.4 On leaving   
Your P45 will be sent to the last address you gave us, unless you have given any different instructions. If you are 

moving to a new location , please make sure that you provide us with a forwarding address. If you require  

references for prospective employers, you should ask them to write directly to the Brook Street  location where you 

last worked.  
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10 Family Friendly Arrangements  
 

10.1  Maternity  
As a Brook Street  employee you are entitled to receive maternity benefits in accordance with your statutory 

entitlements. The details below do not form part of your contract and may be amended by Brook Street  at any 

time.  

Notification  

You should inform your Brook Street  Contact of your pregnancy as soon as possible. In order to take advantage 

of the right to maternity leave and maternity pay, additional information must be provided by the end of your 

ΨǉǳŀƭƛŦȅƛƴƎΩ ǿŜŜƪΣ ǿƘƛŎƘ ƛǎ ǘƘŜ мрth week before your expected week of childbirth (EWC), or as soon as reasonably 

practicable thereafter. This includes:  

¶ medical confirmation of the date your baby is due. This can be obtained from your doctor on form 

MATB1 and should state your EWC  

¶ the date on which you intend to start your maternity leave, which can start no earlier than the 11th 

week before the EWC.  

 

Ante -natal care  

You are entitled to  reasonable paid time off for ante -natal care if you are working on a Brook Street  assignment  

at the time. To qualify for this time off you must be pregnant; confirmation of an appointment with a qualified 

doctor, midwife or health visitor must be provided , such as an appointment card and it must be at a properly 

recognised ante -natal clinic or equivalent. You are requested to provide your Brook Street  Contact as much notice 

as possibl e. Please try to arrange appointments to minimise disr uption to you and the business , for example 

towards the beginning or end of the working day . 

Maternity leave  

All pregnant employees who have followed the notification requirements above, are entitled to a minimum of 26 

ǿŜŜƪǎΩ ΨƻǊŘƛƴŀǊȅΩ ƳŀǘŜǊƴƛǘȅ ƭŜŀǾŜ όha[ύ ŀƴŘ нс ǿŜŜƪǎ ŀŘŘƛǘƛƻƴŀƭ ƳŀǘŜǊƴƛǘȅ ƭŜŀǾŜ ό!a[ύ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ƭŜƴƎǘƘ ƻŦ 

service and, if eligible, Statutory Maternity Pay (SMP).  

Maternity pay  

To be eligible for SMP, pregnant employees must meet the following conditions:  

¶ you must have been continuously employed for at least 26 weeks by the qualifying week  

¶ your average weekly earnings over the eight weeks ending with the qualifying week must not be less 

than the lower earnings limit for National Insurance contributions  

¶ you must actually stop work ς you cannot receive SMP and wages at the same time.  

 

SMP is calculated at the statutory prevailing rates and is currently payable for up to 39 weeks. It will commence at 

the start of the OML period ; but may start earlier if triggered by childbirth at an earlier date or where you are 

absent from work for a pregnancy related reason after the beginning of the 4 th week prior to your EWC.  

Return to work  

You will be advised of the date you must return to work and are required to provide 8 weeks Ω notice if you intend 

to return earlier. Brook Street  cannot guarantee that you will be able to return to the same assignment  that you 

were in at the commencement of your maternity leave. If that assignment  is not available, you would be offered 

another suitable assignment  as soon as one becomes available.  

If you decide not to return to work following your maternity leave, you should give Brook Street  the required 

notice under your contract of employment. This will not affect any entitlement to SMP.  

Please ask your Brook Street  Contact for any other details.  

 
 

10.2   Paternity leave  
Paternity leave and pay is available to eligible employees on the birth of a child. It is also available upon the 

adopting of a child to the parent who is not taking adoption leave.  

To be eligible for paternity leave, you must : 

¶ have been continuously employed for at least 26 weeks by the qualifying week. The qualifying week is 
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the 15th week before the expected week of childbirth (EWC)  

¶ bŜ ǘƘŜ ŦŀǘƘŜǊ ƻŦ ǘƘŜ ŎƘƛƭŘ ƻǊ ƳŀǊǊƛŜŘ ǘƻ ƻǊ ǘƘŜ ǇŀǊǘƴŜǊ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ƳƻǘƘŜǊ ŀƴŘ ƘŀǾŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ 

ǘƘŜ ŎƘƛƭŘΩǎ ǳǇōǊƛƴƎƛƴƎ 

¶ be taking the time off for the specific purpose of caring for the child and supporting the mother  

¶ have provided written notification to Brook Street  of the date of the EWC, the length of period that 

you have chosen to take and the date on which your leave will begin and declare that you meet the 

above conditions. A form to do this can be obtained from your Brook Street  Contact.  

 

9ƭƛƎƛōƭŜ ŜƳǇƭƻȅŜŜǎ ǿƛƭƭ ōŜ ŜƴǘƛǘƭŜŘ ǘƻ ŜƛǘƘŜǊ ƻƴŜ ƻǊ ǘǿƻ ŎƻƴǎŜŎǳǘƛǾŜ ǿŜŜƪǎΩ ǇŀƛŘ ƭŜŀǾŜ ǿƛǘƘƛƴ у ǿŜŜƪǎ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ 

date of birth. Statutory Paternity Pay (SPP) is paid at statutory prevailing rates and you must meet the additional 

following  criteria:  

 

¶ your average weekly earnings over the eight weeks ending with the qualifying week must not be less 

than the lower earnings limit for National Insurance contributions . 

 

10.3   Adoptive leave  
Adoptive leave is available to individuals who adopt a child or to one partner when a couple adopts. To be eligible 

for adoption leave you must  

¶ hŀǾŜ ŀǘ ƭŜŀǎǘ нс ǿŜŜƪǎΩ Ŏƻƴǘƛƴǳƻǳǎ ǎŜǊǾƛŎŜ ōȅ ǘƘŜ ǿŜŜƪ ƛƴ ǿƘƛŎƘ ȅƻǳ ŀǊŜ ƴƻǘƛŦƛŜŘ ƻŦ ōŜƛƴƎ ƳŀǘŎƘŜŘ 

with a child for adoption  

¶ be adopting a child through a UK or overseas adoption agency. Adoption leave is not available, if 

there is no agency involved or if you are formally adopting a stepchild or relative  

¶ have been given written notice that you have been matched with a child for adoption and been given 

a date on which the agency expects that it will place a child in your care with a view to adoption 

Expected Placement Date (EPD) and you have agreed to this  

¶ have provided Brook Street  with written notice of the EPD and the date on which your period of leave 

will begin, within 7 days of you being notified you have been matched with the child for adoption. You 

may also be required to provide a copy of the matching certificate from the ad option agency.  

 

If your spouse or partner is taking adoption leave with their employer, you will not also be eligible for adoption 

leave, however you may qualify for paternity leave (for adoption).  

Up to 52 ǿŜŜƪǎΩ leave may be taken by eligible employees and for UK adoptions this must start no later than the 

EPD but can start up to 14 days prior. For overseas adoptions, different start dates may apply.  

Statutory Adoption Pay is calculated at the statutory prevailing rates and is currently payable for up to 39 weeks 

to eligible employees.  

 

10.4   Parental bereavement leave 
¢ǿƻ ǿŜŜƪǎΩ tŀǊŜƴǘŀƭ .ŜǊŜŀǾŜƳŜƴǘ [ŜŀǾŜ ƛǎ ŀǾŀƛƭŀōƭŜ ǘƻ ŀƭƭ ŜƳǇƭƻȅŜŜǎ ǿƘƻ ŀǊŜ ǇŀǊŜƴǘǎ ŀƴŘ ƘŀǾŜ ƭƻǎǘ ŀ ŎƘƛƭŘ ǳƴŘŜǊ 

the age of 18 or who suffer a stillbirth from 24 weeks of pregnancy.  

Parental Bereavement Leave Pay will be paid at the statutory prevailing rate for up to two weeks for employees 

who have at least 26 weeks continuous service.  

 

10.5   Shared parental leave 
Shared Parental Leave (SPL) enables eligible employees to choose how to share the care of their child during the 

first year of birth or adoption.  

SPL may only be taken if the mother/primary adopter is eligible for statutory maternity/adoption leave and has 

agreed to end their leave and pay early. The remaining leave and pay (if any) may then be shared between the 

parents for the purposes of caring f or the child by providing the statutory notices to Brook Street . 

 

¢ƻ ǉǳŀƭƛŦȅ ŦƻǊ {t[Σ ȅƻǳ Ƴǳǎǘ ƘŀǾŜ ŀǘ ƭŜŀǎǘ нс ǿŜŜƪǎΩ Ŏƻƴǘƛƴǳƻǳǎ ǎŜǊǾƛŎŜ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ мрǘƘ ǿŜŜƪ ōŜŦƻǊŜ ǘƘŜ 

expected week of childbirth or the Expected Place ment Date for adoptions. The other parent must also meet 

statutory minimum working and earnings criteria.  

To qualify for Shared Parental Leave Pay, the mother/primary adopter must have reduced their 

maternity/adoption pay period by ending their leave early and you must remain in employment until the first 

week in which Shared Parental Leave Pay becomes payable . 

Please refer to your Brook Street  Contact for more details of notifications and ways in which this leave may be 
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taken.  

 

10.6   Time off for emergencies involving dependants  
All employees are entitled to take reasonable time off during working hours to deal with an unexpected or sudden 

problem involving their dependants. This is a statutory right and any such time off will be unpaid.  

 

10.7   Parental leave  
As a Brook Street  ŜƳǇƭƻȅŜŜΣ ŀŦǘŜǊ ƻƴŜ ȅŜŀǊΩǎ Ŏƻƴǘƛƴǳƻǳǎ ǎŜǊǾƛŎŜΣ ȅƻǳ ŀǊŜ ŜƴǘƛǘƭŜŘ ǘƻ ǘŀƪŜ ǇŀǊŜƴǘŀƭ ƭŜŀǾŜ ŦƻǊ ŀƴȅ 

ŎƘƛƭŘǊŜƴ ǳƴŘŜǊ ǘƘŜ ŀƎŜ ƻŦ му ŦƻǊ ǿƘƻƳ ȅƻǳ ƘŀǾŜ ǇŀǊŜƴǘŀƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ ! ǘƻǘŀƭ ƴǳƳōŜǊ ƻŦ му ǿŜŜƪǎΩ ǇŀǊŜƴǘŀƭ ƭŜŀǾŜ 

Ƴŀȅ ōŜ ǘŀƪŜƴ ōŜŦƻǊŜ ǘƘŜ ŎƘƛƭŘΩǎ муth birthday, but not more than four weeks per child in any one year. All parental 

ƭŜŀǾŜ ǳƴŘŜǊ ǘƘƛǎ ǎŎƘŜƳŜ ƛǎ ǳƴǇŀƛŘΣ Ƴǳǎǘ ōŜ ǘŀƪŜƴ ƛƴ ǿƘƻƭŜ ǿŜŜƪǎ ŀƴŘ ŀǘ ƭŜŀǎǘ нм ŘŀȅǎΩ ƴƻǘƛŎŜ ƻŦ ƛƴǘŜƴǘƛƻƴ ǘƻ ǘŀƪŜ 

leave must be given.  

Brook Street  Ƴŀȅ ǇƻǎǘǇƻƴŜ ŀ ǇŜǊƛƻŘ ƻŦ ǇŀǊŜƴǘŀƭ ƭŜŀǾŜ ƛŦ ǘƘŜ ƻǇŜǊŀǘƛƻƴ ƻŦ ǘƘŜ ōǳǎƛƴŜǎǎ ƻǊ ǘƘŜ /ƭƛŜƴǘΩǎ ōǳǎƛƴŜǎǎ 

would be unduly disrupted but will permit this to be taken no later than 6 months after the requested period.
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11 Equality Diversity and Inclusion  
 

11.1   General policy  
As part of our commitment to the highest standard of employment practices, Brook Street  has an equal 

opportunities policy that is designed to ensure selection is based only on qualifications, merit and experience. In 

monitoring our policy, we plan to develop a workforce that reflects the diversity of the UK population, and that 

ensures that the human resources, talents and skills available in the whole community are considered when 

employment opportunities arise.  

Brook Street  will offer employment opportunities to people regardless of sex, marital status, sexual orientation, 

gender, gender reassignment , age or disability or on the grounds of race, colour, religion or belief or ethnic origin. 

Brook Street  will not discriminate on any of these grounds, directly or indirectly, during the recruitment process or 

at any stage of employment. Brook Street  will ensure that every work assignment  is open equally to those who 

demonstrate the required skills and abilities and that decisions  are based solely on objective and job -related 

criteria, by not discriminating when advertising, selecting employees, offering training, promotion or career 

management, or providing benefits and services. Brook Street  will continually examine and review existing 

procedures relating to these areas.  

To further our commitment to equality of opportunity Brook Street  has adopted the Codes of Practice that have 

been established under statutory authority to help companies ensure they are pursuing best practice in 

employment. Brook Street  adheres to these Codes in its policies and practices. The Codes give practical guidelines 

to employers in order to help them implement policies to eliminate discrimination and enhance equality of 

opportunity.  

Every employee has personal responsibility for the implementation of this policy. Specifically, that you should:  

¶ cooperate with measures that ensure equality of opportunity and non -discrimination  

¶ not discriminate as supervisors or managers in selection decisions  

¶ not incite or attempt to incite other employees to practice discrimination  

¶ inform your Brook Street Contact if you suspect discrimination is taking place.  

 

Brook Street  will review this policy, and other policies that interact with it, at least annually.  

Brook Street  will provide training and guidance for key decision -makers such as managers and those involved in 

human resources and management practices.  

The policy also applies equally to the treatment of customers, Clients and members of the public.  

You may use the grievance procedure to complain about discriminatory conduct. If the matter relates to 

harassment on the grounds of sex, sexual orientation, gender re assignment , age, race, religion or belief or 

disability there is a specific procedure to follow should you wish to raise a formal complaint. Please also refer to 

Section 12 and 13. 

The Equal Opportunities Policy and Codes of Practice are guidelines only and do not form part of your Contract of 

Employment.  

 

11.2   Disability  
As part of this policy, our practice is to ensure that we are able to offer employment opportunities to and retain 

skilled and qualified people with disabilities. This includes making a positive effort to ensure that we do not 

unintentionally discriminate against disabled people, to question assumptions about disability and to 

communicate relevant facts regarding disability to our Client organisations. It may also include making 

ǊŜŀǎƻƴŀōƭŜ ŀŘƧǳǎǘƳŜƴǘǎ ǘƻ ŀƭƭƻǿ ŦƻǊ ǎƻƳŜƻƴŜΩǎ ŘƛǎŀōƛƭƛǘȅΦ 

Employees who have a disability or become disabled during the course of their employment should inform their 

Brook Street  Contact and may also wish to advise of any reasonable adjustments to their employment or working 

conditions which they consider to be necessary, or which they consider would assist them in the performance of 

their duties. Careful consideration will be giv en to such proposals and, where reasonable and reasonably 
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practicable, such adjustments will be made. There may however be circumstances where it will not be reasonable 

or reasonably practicable and where less favourable treatment may be justified in accordance with the statutory 

provisions.  In particular, this may include work -place adaptations, and adjustments at Client premises, or other 

Client requests where this is beyond our control . 

11.3   Diversity and inclusion  
As an employer , Brook Street  is committed to valuing and promoting equality, diversity and inclusivity in all areas 

of recruitment, employment, training and promotion. We will look towards an environment where all members of 

staff can develop their full potential, irrespective of the ir race, gender, gender reassignment , marital status, age, 

disability, religious or other equivalent belief, political opinion or sexual orientation.  

11.4   Monitoring  
Brook Street  maintains records of the age, race, gender, marital status, sexual orientation, religion and belief and 

disability of applicants and existing employees. All records are monitored to establish any patterns of 

misrepresentation and are fully investigated to  eliminate any discriminatory practices. Employees and job 

applicants will be asked to complete a form denoting their sex, sexual orientation, marital status, ethnic origin, 

religion and belief and disabilities. Brook Street  guarantees that this information will only be used for the purposes 

of monitoring the effectiveness of its equal opportunities policy.  

 

11.5   Dignity at work policy  
This policy statement reinforces Brook Street Ωǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ƎƻƻŘ ŜƳǇƭƻȅƳŜƴǘ ǇǊŀŎǘƛŎŜΦ ¢ƘŜ ƻǾŜǊŀƭƭ ŀƛƳ ƛǎ ǘƻ 

positively encourage and promote a working environment where employees are treated with dignity and respect. 

Everyone must recognise, acknowledge and value differences in all people, and trea t others with consideration 

and courtesy.  

In addition, we must not belittle or exclude people for any reason.  

 

All employees are entitled:  

¶ to be treated with dignity, respect and courtesy  

¶ to a workplace free from bullying, harassment or victimisation  

¶ to experience no form of discrimination  

¶ to be valued for their skills and abilities.  

This policy provides procedures to deal with any problems that may arise and prevent their recurrence.  

Brook Street  will always investigate any complaint immediately, confidentially, sensitively and without prejudice. 

Implementation and a proactive approach to the promotion of the policy is the duty of every employee.  

Examples of behaviour that will not be tolerated within Brook Street : 

Any form of bullying, harassment, victimisation or inappropriate behaviour will not be tolerated. Inappropriate 

behaviour can be verbal, written or physical.  

bƻǘ ǘǊŜŀǘƛƴƎ ƛƴŘƛǾƛŘǳŀƭǎ ǿƛǘƘ ŘƛƎƴƛǘȅ ŘƻŜǎƴΩǘ Ƨǳǎǘ ƘŀǾŜ ǘƻ ōŜ ǘƘǊƻǳƎƘ ŦŀŎŜ-to -face meetings. Written 

communications, phone calls , messages and social media Ŏŀƴ ŀƭƭ ŘŜƳƻƴǎǘǊŀǘŜ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŦŀƛƭǳǊŜ ǘƻ ǘǊŜŀǘ 

colleagues with dignity at work, particularly when these actions are targeted at one individual or a specific group 

of individuals. Some examples of inappropriate behaviour are:  

 

¶ publication of posters/screensavers which may cause offence to others  

¶ jokes and banter in the workplace, which could be deemed to cause offence to an individual or group 

of persons  

¶ iƴŀǇǇǊƻǇǊƛŀǘŜ ƴŜƎŀǘƛǾŜ ǊŜŦŜǊŜƴŎŜǎ ǘƻ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǊŀŎŜΣ ǎŜȄΣ ŀƎŜΣ ǊŜƭƛƎƛƻƴ ƻǊ ōŜƭƛŜŦΣ Řƛǎŀōƛƭƛǘȅ ƻǊ 

sexual orientation  

¶ abusive or insulting language  

¶ comments of any nature which are either designed to offend or could reasonably be considered as 

having the effect of causing offence  

¶ behaviour which could be perceived as abusive, malicious or intimidating  

¶ physical contact.  
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Encouraging an employee to perform against reasonable objectives in order to manage their performance is not 

harassment.  

Making a complaint:  

If any employee wishes to make a complaint, they should refer to Brook Street Ωǎ IŀǊŀǎǎƳŜƴǘ ŀƴŘ DǊƛŜǾŀƴŎŜ 

policies outlined in th is Handbook. In situations where a manager is made aware of unacceptable behaviour but 

where the employee does not wish to make a formal complaint, the manager will endeavour to correct the 

ōŜƘŀǾƛƻǳǊ ǿƛǘƘƻǳǘ ŀƭŜǊǘƛƴƎ ǘƘƻǎŜ ƛƴǾƻƭǾŜŘ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƛŘŜƴǘƛǘȅΦ ¢ƘŜǊŜ Ƴŀȅ be occasions however when the 

behaviour is so concerning that Brook Street  must take formal action to ensure a positive working environment for 

all employees.  

Where such instances occur Brook Street  will endeavour to investigate and resolve any issues as soon as it can.  

 

Consequences of failing to treat others with dignity in the workplace:  

Following the conclusion of a full and thorough investigation into a complaint, any employee deemed to be 

actively displaying or condoning conduct which contradicts Brook Street Ωǎ 5ƛƎƴƛǘȅ ŀǘ ²ƻǊƪ tƻƭƛŎȅΣ Ƴŀȅ ƘŀǾŜ ǘƘŜƛǊ 

behaviour reviewed  tƘǊƻǳƎƘ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ŘƛǎŎƛǇƭƛƴŀǊȅ ǇǊƻŎŜǎǎΣ ǿƘƛŎƘ ŎƻǳƭŘ ƭŜŀŘ ǘƻ ŀ ǎŀƴŎǘƛƻƴ ǳǇ ǘƻ ŀƴŘ 

including dismissal.  
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12 Whistleblowing Policy  
 

12.1   Whistleblowing Policy (Public Interest Disclosure)  
What is whistleblowing?  

Whistleblowing, or a public interest disclosure to give it the formal name in line with the Public Interest Disclosure 

Act (PIDA), is where an employee (or worker) passes on information concerning wrongdoing.  

To be considered whistleblowing under public interest disclosure laws, the wrongdoing must affect other people, 

for example the general public. Whistleblowing will typically, although not necessarily, be something witnessed at 

work that affects the public.  Lƴ ŎŜǊǘŀƛƴ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ŀ ƎǊƻǳǇ ƻŦ ŎƻƭƭŜŀƎǳŜǎ ƛƳǇŀŎǘŜŘ Ŏŀƴ ōŜ ŎƻƴǎƛŘŜǊŜŘ ΨǘƘŜ 

ǇǳōƭƛŎΩ ƛƳǇŀŎǘŜŘ ōȅ ŀƴ ŀƭƭŜƎŜŘ ǿǊƻƴƎŘƻƛƴƎΦ 

 

To be covered by whistleblowing law, you must reasonably believe two key things:  

 

1. You are acting in the public interest  

2. The disclosure tends to show past, present or likely future wrongdoing falling into one or more of the following 

categories;  

¶ a criminal offence (this may include, for example, types of financial impropriety such as fraud).  

¶ failure to comply with a legal / statutory obligation. This includes, but is not limited to: data privacy, 

modern slavery, bribery and corruption and employment rights.  

¶ a miscarriage of justice.  

¶ a risk to the health or safety of any individual or group.  

¶ actual damage or the risk of damage to the environment.  

¶ covering up wrongdoing in the categories listed above or other unlawful activity.  

¶ exploitation and / or forced labour, including child labour and human trafficking.  

¶ Personal grievances and complaints are not usually covered by whistleblowing law as these are 

usually about the individual raising the complaint and not in the public interest.  

 

Whistleblowing is positive  

Brook Street  is wholly committed to protecting the needs and expectations of our stakeholders, employees and 

other interested parties. We strive to maintain the highest possible standards and take all reasonable steps in 

relation to ethics, conduct, safety and welfare . 

We view whistleblowing as positive, not just for the business, but for all those who may be potentially affected by 

improper and / or unlawful behaviour. The information that employees may uncover could prevent wrongdoing, 

which may damage our organisation Ωǎ ǊŜǇǳǘŀǘƛƻƴ ŀƴŘ κ ƻǊ ǇŜǊŦƻǊƳŀƴŎŜ ŀƴŘ ŎƻǳƭŘ ŜǾŜƴ ǎŀǾŜ ǇŜƻǇƭŜ ŦǊƻƳ ƘŀǊƳΦ 

We encourage reporting of any legal or regulatory violations or any failure to comply with internal regulations, 

ethical standards and legislation. We also support anyone who notifies us of any other circumstances they believe 

are unacceptable.  

 

Who should you notify and how?  

As a starting point, you should notify your Brook Street  Contact. This can also be for advice if you are not sure if 

your concern is in the public interest. As an alternative, you can contact a Brook Street  Manager. In the unlikely 

event you do not get any response or feedback, you are encouraged to inform the Brook Street  Human Resources 

Department. If you wish for your complaint to remain anonymous you should make this clear from the outset to 

the person with whom you are raising concerns.  

 

Notification of concerns can be made verbally or in writing.  

 

The complaint should be given or sent, in confidence, to your Brook Street  Contact or the Human Resources 

Department at the Head Office, Capital Court, 30 Windsor Street, Uxbridge UB8 1AB, or via the Escalate a 

Complaint process through the Brook Street  website.   

 

Protection of the whistleblower  

Brook Street  strictly prohibits and will not tolerate any form of retaliation against anyone who, in good faith, 

ǊŜǇƻǊǘǎ ŀƴ ŀŎǘǳŀƭ ƻǊ ŀǇǇŀǊŜƴǘ Ǿƛƻƭŀǘƛƻƴ ƻŦ ǘƘŜ /ƻƳǇŀƴȅΩǎ /ƻŘŜ ƻŦ .ǳǎƛƴŜǎǎ /ƻƴŘǳŎǘ ŀƴŘ 9ǘƘƛŎǎΣ ǇƻƭƛŎƛŜǎΣ ƻǊ 
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applicable laws, rules or regulations.  

 

In the UK protection for whistleblowers is provided under the Public Interest Disclosure Act 1998 (PIDA) that 

ǇǊƻǘŜŎǘǎ ŜƳǇƭƻȅŜŜǎ ŀƴŘ ǿƻǊƪŜǊǎ ǿƘƻ Ψōƭƻǿ ǘƘŜ ǿƘƛǎǘƭŜΩ ŀōƻǳǘ ǿǊƻƴƎŘƻƛƴƎΦ !ƴȅƻƴŜ ǿƘƻ ǊŜǇƻǊǘǎ ǿǊƻƴƎŘƻƛƴƎΣ ŀƴŘ 

believes they are being treated unfairl y as a result, should inform their Brook Street  Contact, a Brook Street  

Manager or the Brook Street  Human Resources Department.  

 

Protection is extended even if, after investigation, the complaint is unfounded if the employee reasonably believed 

ǘƘŜƛǊ ŎƻƳǇƭŀƛƴǘ ǿŀǎ ƭŜƎƛǘƛƳŀǘŜ ŀƴŘ ǊŀƛǎŜŘ ǘƘŜ ŎƻƴŎŜǊƴ ƛƴ ΨƎƻƻŘ ŦŀƛǘƘΩΦ 

 

It is important to note that if you report your concern to the media, in most cases, you will lose your 

whistleblowing law rights. This may also occur where the allegation is found to have been made maliciously or in 

ΨōŀŘ ŦŀƛǘƘΩ - where the employee was aw are the complaint was false and / or misleading. In such circumstances 

instigation of the company disciplinary procedure may become appropriate. Whistleblowing laws are different in 

Northern Ireland ς nidirect.gov  ς whistleblowing . 

 

Anonymity and confidentiality  

Notification can be made anonymously; however, transparency and openness will usually ensure that a more 

thorough procedure and investigation can take place, often meaning the most effective outcome for all 

concerned. It is therefore preferable, though not  obligatory, for you to share your name.  

Where an anonymous disclosure occurs, the disclosure will be accepted and treated equally with those bearing a 

name. Anonymous claims, at times can be more difficult to investigate as there may be no way to seek further 

information during the investigation . However, this should not act as a barrier to making an anonymous disclosure 

if you feel that this is the best course of action for you. Your identity will not be revealed without express consent.  

 

Follow -up after whistleblowing investigation  

If it turns out that the criticism is unfounded or based on a misunderstanding, the whistleblower will be provided 

with a full and transparent explanation. If the concern is upheld, a full investigation will be instigated to identify 

lessons learned and to  implement corrective action.  

 

External Whistleblowing  

Whilst Brook Street  has a clearly defined policy in place for whistleblowers to report concerns internally, we 

recognise in some circumstances you may wish to report your concerns to a legal representative, the Advisory, 

Conciliation and Arbitration Service (ACAS), a Member o f Parliament or alternatively to certain prescribed external 

bodies.  

 

An up to date list of prescribed persons or bodies you can make a disclosure to can be found here: 

https://www.gov.uk/government/publications/blowing -the -whistle -list -of -prescribed -people -and -bodies --

2/whistleblowing -list -of -prescribed -people -and -bodies  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.gov.uk/government/publications/blowing-the-whistle-list-of-prescribed-people-and-bodies--2/whistleblowing-list-of-prescribed-people-and-bodies
https://www.gov.uk/government/publications/blowing-the-whistle-list-of-prescribed-people-and-bodies--2/whistleblowing-list-of-prescribed-people-and-bodies
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13 Disciplinary Procedure  
 

13.1   Purpose 
Brook Street  has a disciplinary policy and procedure to ensure that all employees are treated in a fair and 

equitable manner in relation to unsatisfactory standards of performance and conduct (including breach of any of 

the terms and conditions of employment). It also  aims to ensure that, where practical, matters are dealt with 

quickly and that employees are given every opportunity to improve.  

In many cases it may not be necessary to resort to the formal disciplinary procedure and a review with advice, 

training and/or coaching may be a more satisfactory method of resolving problems than a disciplinary interview.  

The disciplinary policy and procedure are guidelines only, may be varied from time to time, and do not form part 

ƻŦ ȅƻǳǊ ŎƻƴǘǊŀŎǘ ƻŦ ŜƳǇƭƻȅƳŜƴǘΣ ŜȄŎŜǇǘ ŦƻǊ ǘƘŜ ǎŜŎǘƛƻƴ ǊŜƭŀǘŜŘ ǘƻ ƎǊƻǎǎ ƳƛǎŎƻƴŘǳŎǘ ŀƴŘ ǘƘŜ /ƻƳǇŀƴȅΩǎ ǊƛƎƘǘ ǘƻ 

apply sanctions short of dismissa l (e.g. demotion, transfer and/or suspension).  

 

13.2   Principles of the procedure  
¶ the procedure may be implemented at any stage and Brook Street  reserves the right to miss out 

stages if your conduct or performance warrants such action  

¶ you will have the right to be accompanied by another Brook Street  employee or trade union  official 

at every stage of the disciplinary procedure except at any investigatory stage. The accompanying 

person has the right to speak at the disciplinary hearing but not to answer questions on behalf of the 

employee  

¶ in all cases, before any disciplinary action is taken you will be invited to a disciplinary hearing and : 

- be given written notice of the date, time and place of the meeting  

- be advised of the nature of the complaint against you  

- be given the opportunity to state your case in response to claims against you  

¶ you must make all reasonable steps to attend, Failure to attend without good reason may be treated 

as misconduct in itself  

¶ if you are unable to attend a disciplinary hearing due to sickness or injury or other legitimate reason, 

the meeting may be temporarily postponed , or alternative arrangements will be made  

¶ if you fail to attend a disciplinary hearing without good reason, the hearing may go  ahead in your 

absence  

¶ the hearing may be adjourned at any point  

¶ when determining the disciplinary action to be taken, the Brook Street  hearing manager will consider 

what is reasonable in all the circumstances, the seriousness of the offence, your previous record, the 

penalty applied in similar circumstances and any mitigating circumstances  

¶ you will not normally be dismissed for a first breach of discipline except in the case of gross 

misconduct or seriously unacceptable performance during a probationary period  

¶ the decision taken at the disciplinary hearing will be confirmed to you in writing and you will have 

the right to appeal against any disciplinary penalty imposed  

¶ if appropriate, following a disciplinary hearing, you will also be advised:  

- how long you have to reach the required level of conduct or performance  

- how you will be assisted to correct your behavio ur 

- what will happen if the required standard is not achieved i.e. further disciplinary action or even 

dismissal .  

 

13.3   Investigation and suspension  
Before any disciplinary action is taken against you, Brook Street  will carry out a full investigation. The purpose of 

the investigation is to establish the facts , having  taken into account any relevant documents or materials and may 

take statements from you and any available witnesses.  

If a Client has requested that you be removed from an assignment or its premises due to misconduct, you may be 

unassigned or transferred to another assignment pending conclusion of any disciplinary process.  
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In exceptional circumstances, the Company  reserves the right to suspend you from work with or without pay.  

In this event, s uspension whil st the disciplinary procedure is being carried out is not a disciplinary sanction and 

does not imply that any decision has already been made about your case. If suspended, you will not be required 

to work for the period of the suspension and will be concluded as soon as is reasonably practicable under the 

circumstances. You will be provided with written confirmation advising that you are not to attend or visit Brook 

Street  (or Client) premises or make contact with other employe es (except your designated representative) until the 

investigation and disciplinary process is completed. You will however be expected to be available during your 

normal working hours for any meetings, calls or to respond to any other form of communication . 

13.4   Stages within the disciplinary procedure  
The stages within the disciplinary procedure are as follows:  

 

¶ f irst written warning  

¶ f inal written warning  

¶ dismissal.  

 

Before you receive any formal warnings , you will already have been made aware or ought reasonably to be aware 

of the standards required. Where appropriate, advice and/or training will be given. However, where the matter is 

or has become more serious the following procedure will be used.  

Brook Street  may take any of the following measures, as it considers appropriate. The Brook Street  hearing 

manager will decide the most appropriate disciplinary sanction and if disciplinary action is taken the decision will 

be confirmed in writing, including the reasons for the disciplinary action taken and your right of appeal.  

Brook Street  reserves the right to extend the length of a warning if the nature of the misconduct justifies it (in 

particular if the sanction imposed is an act of leniency or misconduct is similar to previous misconduct for which a 

previous warning was given).  

Brook Street  reserves the right to rely on spent warnings where the misconduct is the same or substantially similar 

to that of an earlier offence where a previous warning was given , and it is fair and reasonable in all the 

circumstances for Brook Street  to rely upon it.  

Brook Street  reserves the right to review your conduct prior to the expiry of a warning and if it has not sufficiently 

improved to extend the active period of the warning.  

 

13.5    The procedure  
The stages of the disciplinary procedure are as follows:  

Written Warning ς valid for 12 months  

In the case of more serious misconduct or underperformance or repeated failure to maintain the required 

standards a written warning may be given. It will state the improvements necessary to meet the required 

standards and the nature or likely disciplinary action to be taken if such standards are not achieved. A copy of the 

written warning and your right to appeal, will be sent to you and a copy kept in your personnel file, but will be 

spent after the specified period, subject to satisfactory conduct and per formance.  

Examples of conduct or performance which may warrant a written warning are:  

¶ a breach of Company procedure  

¶ serious underperformance . 

 

NB: This list is not exhaustive.  

 

Final Written Warning ς valid for 12 months  

If there is still failure to improve such that conduct or performance is still unsatisfactory after a written warning, or 

if the misconduct or performance issue is sufficiently serious to warrant a final written warning but insufficiently 

serious to justif y dismissal at this stage, a final written warning will normally be given. A copy of the final written 

warning and your right to appeal, will be sent to you and a copy kept in your personnel file, but will be spent after 

12 months, subject to satisfactory conduct and performance.  

Examples of the conduct and performance that may warrant a final written warning are:  


