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Starting Employment with Muir of Ord Hall and Facilities Company 
MOHFC 18 Review date 1 Apr 19 

 

a. Your induction 

 

MOHFC believes its employees are its greatest asset and recognises its responsibility to 

ensure they are afforded appropriate development throughout their employment.  This 
development begins at the Induction stage when a new employee joins. 
 
Our aim is to support and develop employees in their role so that they feel confident to 
undertake the responsibilities placed upon them and ultimately can contribute to the success 
of the organisation. 
 
The duration of the induction programme will be 3 months and the content will be dependent 
on the scope and complexity of your job. Your line manager will outline this in detail to you 
on your first day with us. 

b. Statement of Employment Terms and Conditions 

 
As an employee of MOHFC you will have received a document setting out specific terms 

and conditions of service as they relate to your post (if you have not received this, you will do 
so within 8 weeks of your commencement date). This includes details of: 
 

 the names of the employer and the employee 

 the date when the employment (and the period of continuous employment) began; 

 remuneration and the intervals at which it is to be paid 

 hours of work 

 annual leave and special leave entitlement 

 entitlement to sick leave, including any entitlement to sick pay 

 pensions and pension schemes 

 the entitlement of employer and employee to notice of termination 

 job title (or a brief job description) 

 where it is not permanent, the period for which the employment is expected to 
continue or, if it is for a fixed term, the date when it is to end. 

 either the place of work or, if required to work in more than one location, an indication 
of this and of the employer's address. 

 
Your line manager will tell you how to access further detailed policies and procedures which 
may not be mentioned as part of this document, but which still form part of your conditions of 

employment with us. 
 

MOHFC reserves the right to change its terms and conditions and employment policies from 

time to time. You will be notified at the earliest opportunity of these changes by way of 
general notice to all employees affected by the change. Where a contractual change in your 
terms and conditions of employment results in a change to your written statement of 

employment, we will give you a written statement of the change at the earliest opportunity. 
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c. Our Relocation Policy 

 
Relocation expenses will only be considered for full-time permanent posts. Assistance with 

relocation expenses will be granted if we are satisfied that your relocation is required in order 

for you to undertake the duties of the post for which you have been employed. Eligibility and 

any sums paid are purely at the discretion of the Board, and this is not a contractual right.  

 

You will be required to sign a written undertaking to repay all or some of the expenses 

reimbursed if you leave within 24 months of receipt of these expenses. 

d. Probation Periods 

 
All new staff are subject to a probationary period of 3 months which will be agreed with your 

line manager on your first day of employment with us. An initial informal review will take 

place after 3 months with your line manager, with a formal review after 6 months. Your 

appointment will be confirmed on satisfactory completion of the probation period. During this 

probationary period, you will be given appropriate support and development opportunity to 

help you reach the required standards. 

e. Your  Attendance at Work 

 

MOHFC values good attendance at work and is committed to improving the general 

wellbeing of its employees to achieve this.  Although we aim to secure regular attendance, 
we do not expect employees to attend when they are unwell. 
 

i) Notification of Absence 
 
Your line manager should be notified as early as possible if absence from work is anticipated 
for hospitalisation and other medical treatment. If you are unable to attend work due to 
sickness or injury, your line manager must be notified by telephone before your normal start 
time or as soon thereafter as possible on the first day of absence, if possible indicating a 
date of return.  Notification should be made by you personally unless impossible due to the 
nature of the illness where you should arrange for someone else to call on your behalf.  
During prolonged periods of absence, your manager should be kept informed of progress 
and an expected date of return. 

 
Any employee who has been absent due to sickness and is found not to have been 

genuinely ill will be subject to disciplinary action, which could include dismissal. 
 

ii) Sickness  

 
From your first day of absence you will be required to complete a self-certification form 
available through your line manager on your return; if greater than 7 days you will require a 
statement of Fitness for Work from your G.P.  
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f. Hours of Work 

  
Your normal hours and working pattern will be specified in your Statement of Terms and 
Conditions of Employment.   
 

The full-time contracted hours for all posts within the organisation are 37.5 hours per week 

excluding daily meal breaks.  A daily unpaid lunch break of a minimum of 30 minutes must 
be taken if you work more than six hours daily. 
 

MOHFC reserves the right to vary your hours and pattern of working, following consultation 

and agreement with you. 
 
Persistent poor timekeeping means that colleagues and volunteers are put under pressure to 
cover your duties. This is not acceptable and will therefore be treated as a potential 
disciplinary offence under our disciplinary procedures. 
 

g. Flexible Working 

 

MOHFC has a policy of trying to assist staff to balance their work and home life, and is 

therefore willing to consider requests from staff to vary their working hours or work pattern. 
Such requests will be considered, taking into account the impact on the organisation, work 
colleagues and any other relevant factors. Should you wish to discuss this you should speak 
to your line manager. 
 
Staff with children under the age of six, or under eighteen if the child receives Disability 
Living Allowance, have a statutory right to request flexible working and the organisation has 
a duty to seriously consider this request. 
 

h. Criminal Records Checks 

 

Certain employees of MOHFC may be required to undergo a criminal records office check. 

This is only in very special circumstances where your employment with us means you are 
likely to meet children or vulnerable adults (or certain other circumstances). Should this be 
the case, we will discuss the situation with you prior to confirming your appointment (or 
relevant change to your job).  
 

i. Conflict of Interest 

 
You should not, directly or indirectly, engage in, or have any interest, financial or otherwise, 
in any other business enterprise which interferes or is likely to interfere with your 

independent exercise of judgement in MOHFC’s best interest. 

Generally, a conflict of interests exists when an employee is involved in an activity: 
 

 Which provides products or services directly to, or purchase products or services 

from MOHFC. 

 Which subjects the employee to unreasonable time demands that prevent the 

employee form devoting proper attention to his or her responsibilities to MOHFC 
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 Which is so operated that the employee’s involvement with the outside business 

activity will reflect adversely on MOHFC. 

 
Should you be in doubt as to whether an activity involves a conflict, you should discuss the 
situation with your manager. 
 

j. Standards of Performance and Behaviour at Work 

 
i) Appearance 

 
MOHFC does not seek to inhibit individual choice in relation to your appearance. However, 

you are expected to dress appropriately at all times in relation to your role, and to ensure 

that your personal hygiene and grooming are properly attended to prior to presenting 

yourself at work.  

 

If you have any queries about what is appropriate, these should be directed to your line 

manager. 

 
ii) Company Premises 

 

You must not bring any unauthorised person on to MOHFC property without prior agreement 

from your line manager, unless you are authorised to do so as part of your job. In these 

circumstances, you are responsible for ensuring that your visitors are appropriately 

monitored during their stay, and that they do not access areas or company property 

inappropriately. 

 

You must not remove MOHFC property from the organisation’s premises unless prior 

authority from your line manager has been given. 

 
iii) Personal Property 

 

Any personal property left on MOHFC premises is done so entirely at your own risk. You are 

strongly advised not to leave any valuables unattended, either on our premises, or in your 

own vehicle.  MOHFC does not accept liability for loss or damage to any personal property 

whatsoever. 

 

iv) Telephones & Correspondence 
 

Company telephone/mobile phone or postal facilities must not be used for private purposes 
without prior permission from your line manager. If, for any reason, personal use is made of 
these items then arrangements must be made to pay the cost price of all services used. 
Abuse of these facilities will be considered a potential disciplinary matter. 
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v) Smoking and Other Substances at Work 
 

Legislation exists which makes it illegal to smoke in enclosed public spaces. Smoking is 

therefore strictly prohibited on all MOHFC premises (including entrances and exits). 

 

Bringing alcohol or any unlawful drugs to the workplace, and/or imbibing them there is strictly 

prohibited both during work time or during a period prior to work where the effects carry over 

to the workplace. Any such instances will be dealt with under the disciplinary procedure and 

may lead to your summary dismissal. 

 
vi) Confidentiality 

 

It is a condition of your employment that you have a duty of confidentiality with regards to 

MOHFC. 

 

During the course of your employment you may find yourself in possession of sensitive 

information, the disclosure of which could be construed as a breach of confidentiality.  It is a 

condition of your employment that you have a duty of confidentiality to the Company, and 

you must not discuss any Company sensitive or confidential matter whatsoever with any 

outside organisation including the media. 

 

Any such breach of confidentiality would be deemed as gross misconduct except as 

otherwise provided or as permitted by any current legislation (e.g. the UK Public Interest 

Disclosure Act 1998) and could lead to your dismissal. 

 
vii) Computer, email and Internet use 

 

If you have access to the Company’s computers including email and access to the internet 

as part of your job, you must not abuse this by using these facilities for purposes unrelated 

to Company business.  

 

Limited personal use of the internet is permitted during your formal breaks. All internet use 

may be monitored and accessing pornographic or other unsuitable material, including 

auction or certain social networking sites is strictly prohibited and would be considered a 

serious disciplinary offence which may result in dismissal.  

 

Only software packages properly authorised and installed by the Company may be used on 

Company equipment, you must therefore not load any unauthorised software onto Company 

computers. 

 

If you have a Company email address, this is provided for responsible use on Company 

business and should not be used in any other way whatsoever.  
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viii) Receipt of Gifts 
 
Your working relationships may bring you into contact with outside organisations where it is 
normal business practice or social convention to offer hospitality, and sometimes gifts.  
Offers of this kind to you or your family can place you in a difficult position.  Therefore, no 
employee or any member of his or her immediate family should accept from a supplier, 

customer or other person doing business with MOHFC, payments of money under any 

circumstances, or special considerations, such as discounts or gifts of materials, equipment, 
services, facilities or anything else of value unless: 
 

 They are in each instance of a very minor nature usually associated with accepted 
business practice. 

 They do not improperly interfere with your independence of judgement or action in 
the performance of your employment. 

 
In every circumstance where a gift is offered, the advice of your line manager must be 
sought. 
 

ix) Bribery and other Corrupt Behaviour 
 
The Company is committed to bribery prevention in line with the Bribery Act (2010). This 
commitment is supported by a range of Company policies in good practice, financial 
controls, anti-fraud, procurement and tendering, employment, etc. The culture of the 
Company is one where bribery is never acceptable. This is communicated to all staff and 
volunteers through periodic training and development.  
 
A bribe is defined as giving someone a financial or other advantage to encourage that 
person to perform their functions or activities improperly or to reward that person for having 
already done so.  
 
If you bribe (or attempt to bribe) another person, intending either to obtain or retain business 
for the company, or to obtain or retain an advantage in the conduct of the company's 
business this will be considered gross misconduct. Similarly accepting or allowing another 
person to accept a bribe will be considered gross misconduct. In these circumstances, you 
will be subject to formal investigation under the Company’s disciplinary procedures, and 
disciplinary action up to and including dismissal may be applied. 

k. Data Protection and Access to Information 

 

MOHFC will comply with all statutory requirements of the Date Protection Act by registering 

where appropriate all personal data held on its computer and/or related electronic 

equipment and by taking all reasonable steps to ensure the accuracy and confidentiality of 
such information. 
 
The Data Protection Act protects individuals’ rights concerning information about them held 

on computer.  Anyone processing personal data must comply with the eight principles of 
good practice.  Data must be: 

 fairly and lawfully processed 

 processed for limited purposes 
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 adequate, relevant and not excessive 

 accurate 

 not kept longer than necessary 

 processed in accordance with the data subject’s rights 

 secure 

 not transferred to countries without adequate protection 
 
Employees can request access to the information held on them by the Company. All 
requests by employees to gain access to their personnel records should be made in writing. 
There is no charge for this service.   

l. Changes in Personal Information for Employment Purposes 

 
It is important that our records are correct, as inaccurate or out of date information may 

affect your salary or cause difficulties in situations where contact is required for 

emergencies.  You must notify your Line Manager immediately of all changes in the 

following personal information:  

 

 Name 

 Home address 

 Telephone number 

 Bank account details 

 Examinations passed/qualifications gained 

 Emergency contact 

 Driving licence penalties (if you are required to drive on Company business) 

 Criminal charge, caution or conviction 

 Conflict, or potential conflict of interest 
 

Personal data on employees is held in accordance with statutory provisions. 
 

 

 

 


