
GREENER EALING LIMITED 

MEETING OF THE BOARD OF DIRECTORS 

WILL BE HELD AT 15:00 ON TUESDAY 14th JULY 2020, BY MS TEAMS 

AGENDA 

Item No. Agenda Title Lead Action Paper/
Verbal 

1. Apologies for Absence MB Information 

2. Declarations of Interest (in respect of items on the agenda) MB Information 

3. Minutes of the meeting held on 23rd June 2020 MB Approval (3) 

4. 
    4.1 

   4.2 

Matters Arising: 
Action List 

The following written resolutions of the Board were made since the last 
meeting: 

• Approval of a £0.350m money market loan from the Council for the 
period of seven months drawn down on 1st April 2020 that has
been authorised by the Council’s Cabinet to ensure funding in
place for commitments of the company.

• Approval of initial £0.552m money market loan from the council
for the period of one month to be drawn down on 6th July 2020
that has been authorised by the Council’s Cabinet to ensure
funding in place for commitments of the company.

• Approval of The Greener Ealing Ltd Matters Reserved and Scheme
of Delegations dated 02 July 2020

MB 

LP 

Information 

Ratification 

(4) 

Governance 

5. 
5.1. 

Governance Policies: 
Employment Policies 
• Grievance
• Disciplinary
• Absence

WG Approval (5.1) 
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Strategy and Project 
6. Risk Register JA Information (6)

7. Go Live Update KOL Information (Verbal) 

Finance 
8. Finance Update CN / KP Information/

Approval 
(8) 

Board Forward Plan 

9. Board Forward Plan LP Approval (9) 

10. Any Other Business MB Information 

11. Date of next meeting: 13 August 2020 Information 

Present: Mike Boult MB Chair and Director 
Alison Reynolds AR Director 
Kieran Read KR Director 

Attendees: Kevin O’Leary KOL Interim Managing Director, GEL 
John Arnold JA Programme Manager, GEL 
Bill Gilmour BG Human Resources Manager, GEL 
Katarina Pohancenikova KP Head of Finance, GEL 
Chris Neale  CN Finance, LBE 
Helen Harris HH Director of Legal and Democratic Services, LBE 
Gary Alderson GA Shareholder Representative, LBE  
Dipti Patel  DP Director of Place Delivery, LBE 
Daniella Toma DT Business apprentice, LBE (observing)  
Lizzie Purewal LP Waterstone Company Secretaries (minutes) 

Apologies: 
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GREENER EALING LIMITED (“GEL”) 
MINUTES OF THE BOARD OF DIRECTORS MEETING 

HELD AT 15:00 HOURS ON 23 JUNE 2020 BY MS TEAMS / CONFERENCE CALL 

Present: Mike Boult 
Alison Reynolds 
Kieran Read 

Chair and Director 
Director 
Director 

MB 
AR 
KR 

In attendance: Kevin O’Leary Interim Managing Director, GEL  KOL 
Bill Gilmour Human Resources Manager, GEL WG 
Katarina Pohancenikova Head of Finance, GEL KP 
Chris Neale  Finance, LBE CN 
Sharon Brown Human Resources, LBE  SB 
Gary Alderson Shareholder Representative, LBE  GA 
Chuhr Nijjar Senior Contracts Lawyer, LBE CNi 
Dipti Patel  Director of Place Delivery, LBE DP 
Lizzie Purewal Bridgehouse Company Secretaries, (Minutes) BCS 

1. Apologies for Absence
1.1 Apologies were received from John Arnold and Helen Harris. 

2. Declarations of Interest
2.1 There were no conflicts of interest in regard to items on the agenda. 

3. Minutes of the last meeting – 28 May 2020
3.1 The minutes of the last meeting, 28 May 2020, were approved as a correct record 

of the meeting, to be signed by the Chair. 

4. Matters arising from the previous Board meeting
4.1 The Board discussed and noted the summary update of matters arising from the 

previous Board meeting, included in the meeting pack. 

The actions still in progress were carried forward. The Chair passed on his thanks 
for ensuring the majority of the actions were closed prior to the new contract 
starting. 

5. Governance
5.1. Articles of Association 
5.1.1 The Board reviewed the tracked changes made to the Articles of Association of 

Greener Ealing Limited, as agreed by the Council Cabinet on 17th March 2020, 
included in the meeting pack. 

After due and careful consideration, the Board RESOLVED THAT: 

• the updated articles of association, produced to the meeting be adopted as
the articles of association of the company in substitution for, and to the
exclusion of, the Company’s existing articles of association.
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• authorisation be given to Bridgehouse to arrange for the shareholder to 
pass a Special Resolution to approve and adopt the updated articles of 
association of the company and file them with the Registrar of Companies.  

 
5.2. Appointment of Auditors  
5.2.1. The Board reviewed the Appointment of Auditors paper, included in the meeting 

pack.  
 
After due and careful consideration, the Board RESOLVED to appoint the Council’s 
external auditor, Deloitte LLP as auditor of the Company for the first accounting 
period financial year 02 August 2019 – 30 June 2020.  
 

 

5.3. Employment Policies 
The Board reviewed the Employee Code of Conduct and the Dignity at work policies, 
included in the meeting pack.  
 
KOL commented that the importance of employee conduct and dignity at work, 
both internally and with all stakeholders, was emphasised at the employee 
induction sessions held on Saturday 20th June 2020. 

 

 

5.3.1. Employee Code of Conduct 
• KR suggested the following revisions:  

o To include guidance regarding the personal use of GEL assets, such 
as when staff take vehicles home.  

o To include a more general recognition to state that serious breaches 
of the code could be considered an act of gross misconduct.  

 
The Board RESOLVED to approve the Code of Conduct in principle, and authorised 
WG and KOL to amend the Policy in line with the comments received above.  
 

 

5.3.2. Dignity at Work 
The Board RESOLVED to approve the Dignity at Work Policy.  
 

 

6.  Approval for Greener Ealing Ltd to enter Contracts, Leases and Sub-Leases  
6.1.  The Board reviewed the paper: Approval for Greener Ealing Ltd to enter Contracts, 

Leases and Sub-Leases, circulated as a late paper, following circulation of the 
meeting pack.  
 
The following points were discussed:  

• The series of contracts, leases and agreements with various parties in order 
to facilitate operations commencing on 6 July 2020, had been through a 
series of procurement procedures, cabinet decisions and key officer 
decisions.   

• The four categories of agreement were:  
1. The Services Agreement with LBE for GEL to provide the Services. 
2. Service Level Agreements (for the provision of services by LBE to GEL) 
3. Operational Contracts 
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4. Property Leases and Finance sub-leases.  
 

• The Loan Facility that GEL was due to receive from the council had not been 
included and would be dealt with separately by written resolution of the 
Board. 

• CNi commented that prior to the meeting Helen Harris, Director of Legal 
Services, had confirmed by email that the Council had given consent to GEL 
to enter into these agreements. 

• In response to MB’s query, regarding the risk that entering into such 
agreements would be in breach of the framework agreements and the 
Public Contracts Regulations, KOL confirmed the risk was due to the 
frameworks being owned by the Council and GEL being a separate entity. 
CNi commented that within some of the procurements it had been indicated 
that when the services were procured the contract would be novated to 
GEL, which was not in full compliance with all PCRs. The risk of challenge 
was deemed by the Council to be low and acceptable in the circumstances.  

• In response to KR’s query, CNi confirmed that in the event of any challenge 
the risk was primarily with the Council as the procuring body. GA 
commented that if there was a challenge from a company that would have 
tendered for the business had they known the contract would have been 
novated then a new procurement process could be started to fix and take 
steps to mitigate the issue.   

• In response to AR’s query, CNi confirmed that the Council was of the risk at 
the time of procuring the contracts, however, due to time pressure the risk 
was deemed acceptable.  

• MB commented that the Council’s procurement process had been very 
thorough. CNi further commented that in the event of challenge there was 
an option to revert the contracts back to the Council and then subcontract 
the services to GEL. KOL commented that the given the contracts were in 
the final stages of negotiaion with third parties the risk was very minimal.  

 
Following further review and consideration the Board RESOLVED to approve 
Greener Ealing entering into the following:  
 

1. the Service Agreement with the Council. 
2. the Service Level Agreements with the Council Internal Suppliers. 
3. the below Third-Party Operational Contracts: 

a. Vehicle Maintenance – Contract with Go Plant Fleet Services 
b. Agency Staff – Contract with Pertemps 
c. Fuel – Contract with Certas 
d. Personal Protective Equipment (PPE) – Contract with Chelmsford 

Safety Supplies 
e. Occupational Health Services – Contract with Medigold 
f. Vehicle & Plant Hire 
g. Insurance – Contract with Zurich Mutual 

4. The various property leases with the Council and Go Plant and the master 
finance sub-leases and schedules with the Council.  
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The Board RESOLVED to authorise the Signing of Contracts approved by the Board:  

• Where one signature was required to sign the contract/lease, the Interim 
Managing Director was authorised to sign the contract/lease on behalf of 
Greener Ealing Ltd. 

• Where two signatures were required to sign the contract/lease, any two of 
the following wenre authorised to sign the contract/lease on behalf of 
Greener Ealing Ltd:  

o Any statutory director of the Company 
o Interim Managing Director 

 
7. Risk Register  
7.1 The Board reviewed and noted the risk register, included in the meeting pack.  

 
KOL commented that the risk register was comprised of the following:  

a. Original Full Programme Risks 
b. Top 5 programme Risks that had been previously reviewed by the 

Board. 
c. The new and emerging risks for the business going forward. 

 

 

8. Mobilisation Report  
8.1. KOL presented the Mobilisation Plan Board Update, included in the meeting pack 

and the following points were discussed:  
 

• This report would be the final update prior to Go Live on 5th July.  
• Positive engagement had continued between Ealing Council Officers, Amey 

senior and local management and Greener Ealing.  
• All gaps in vehicles deliveries had now been covered, as previously reported, 

and a full fleet would be ready on the first day of the contract.  
• Vehicle maintenance - the contract engrossment and the lease between 

Greener Ealing and Go Plan for their use of the Vehicle Workshop was due 
to be concluded.  

• The O Licence had now been formally granted.  
• ICT – the final phase of testing and training on all systems was underway. It 

was now possible to pay staff and creditors and receive income. 
• Workforce inductions – due to the Covid-19 restrictions, in order to comply 

with social distancing requirements, 9 sessions took place on 20th June at 
Ealing Town Hall. The sessions seemed to be well received by staff. A follow 
up would take place for staff that were not available to attend. The 
importance of 1:1s and eligibility checks were emphasised and would be 
completed in the 60 days following Go Live on 5th July. Team meetings were 
scheduled with the GEL management over the next 2 weeks and newsletters 
had been issued.  

• Arrangements were progressing with the NEST pension scheme.  
• Pay negotiations – WG commented that a series of meetings had taken place 

with the unions. Discussions were taking place to try to resolve the high 
variance in payrates, these had been reduced. The unions were in support 
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of introducing a banding system and were actively promoting this to staff. 
The GMB attended the staff inductions session on 20 June and provided an 
update to staff to confirm that the unions were comfortable with the way 
pay negotiations were progressing. It was hoped the pay negotiations would 
be resolved before the Go Live.  

• Greenford Road Depot – progress was slower than originally planned in 
relation to the essential works being carried out. Proposals had been 
received from Greener Ealing advisors regarding traffic management that 
might be possible to introduce at the depot, dependant on agreement with 
facilities management and other tenants.  

• A meeting was scheduled on 25th June with the Amey managers that were 
due to TUPE to Greener Ealing. Drivers and staff had been identified to work 
during the run-up to Go-Live. A granular plan was being formulated for Day 
1 of operation. Refuse and recycling rounds would be prioritised on Day 1 of 
the contract and if any slippage occurred this would affect cleansing and 
grounds maintenance.  

• AR commented that the smooth running of Go Live was dependant on a 
positive attitude from staff and commended the good work that had been 
undertaken to forge positive relations between Greener Ealing, the Council, 
Trade Unions and staff.  

• KR sought clarification on the business continuity plan and if there was a 
clear set of escalations, in the event of any issues arising on Day 1 of Go Live, 
in terms of reputation management for Greener Ealing with residents, the 
Council and staff. KOL commented that refuse and recycling services would 
be prioritised, as the services that affect the highest numbers of residents. 
This was in-line with the Council and Amey’s response to the Covid-19 
situation, where these services were prioritised. A business continuity plan 
was due to be provided to the Council prior to Go Live.  

• Communications – it had been suggested that the Greener Ealing Go Live 
should be publicised with residents, however KOL was keen to delay this 
until the Go Live had been confirmed as successful. Consideration was also 
being given to how any issues would be managed. 

• DP commented that the Go Live would coincide with when the Covid-19 
restrictions eased, and the hospitality sector started to reopen. KOL 
commented that the lockdown period over the past 3 months would have 
been quieter in terms of traffic and litter and that the increased challenges 
at the time of Go Live had been recognised.  

• MB recognised the difficulty and the volume of work that had gone in to 
putting the ICT systems in place. GA commented that there had been a 
number of challenges due to the legacy systems in place which had been 
resolved by collective effort.  
 

9.  Health and Safety Policy and Organisation and Responsibilities  
9.1. KOL presented the Health and Safety Policy and Organisation and Responsibilities 

paper, included in the meeting pack and the following points were discussed:  
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• The draft Health and Safety Policy was agreed in principle by the Board on 
the 10th March 2020 and the document had been updated following a 
request from the Board that the policy be strengthened in respect of health 
and well-being.  

• Work to develop the policy has been undertaken together with the Council’s 
Corporate Health and Safety Team. In particular, it was recognised that Liz 
Ferrier (Corporate Health and Safety Consultant, Ealing Council) had 
provided very helpful guidance and advice.  

• Work on the policy would continue and a provision had been included in the 
Policy to allow the development of integrated Health and Safety, 
Environmental and Quality Management systems, as indicated in the 
Business Plan. 

• This Policy would be reviewed by the Health and Safety Committee.  
• A quarterly Health and Safety report and an annual Health and Safety audit 

for each service area would be conducted and presented to the Board.  
• MB questioned whether any current Health and Safety statistics had been 

received from Amey which might indicate whether the workforce GEL was 
inheriting was well versed in Health and Safety requirements. KOL 
commented that the fabric of the depot needed improvement, however, 
from contact with Amey staff he had felt assured that the staff knew their 
jobs and basic Health and Safety requirements. Health and Safety had been 
included as part of the staff induction on 20th June. It had been agreed that 
a gap analysis would be undertaken over the first few months following Go 
Live.  

• In response to DP’s query KOL confirmed that the no fundamental Health 
and Safety issues had been raised by the unions.  

 
Following further review and consideration the Board RESOLVED to approve the 
Health and Safety Policy. 
 

10. Finance update  
10.1 KP presented the Finance Update, as included in the meeting pack and the following 

points were discussed: 
 

• Capital and Revenue expenditure continued to be monitored. The revenue 
expenditure forecast to 30th June was £775k, including slippage costs from 
the previous year as well as costs that had been brought forward that were 
originally expected to be incurred post Go Live.   

• The start-up cumulative capital forecast to 30th June was £20,86k, which was 
higher than previously forecasted, largely due to additional ICT costs and 
small plant costs. 

• The first contractual income invoice to the Council would be raised, with the 
first payment to be made to Greener Ealing on 15th July 2020 and then every 
4 weeks onwards 

• A loan facility agreement was being drafted by the Council and Greener 
Ealing, for the loan finance considered necessary. The agreement was 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

GEL Board - 14 July 2020 - Page 8 of 42



Company number: 12136927  Greener Ealing Minutes 

Page 7 of 7 

drafted on the basis that it would be used for capital expenditure, not 
financed by the finance sub lease.  

• Master agreements for the sublease were in the process of being sent to the 
Council. 

• LINK had been instructed to provide advice regarding State Aid and the loan 
finance agreement.  

• The Company had been registered with HMRC for PAYE and NEST pension. 
CIS registration would be submitted next, the first return would be a nil 
return and was required for submission on 6th July 2020. 

• A primary mechanism was in place for payroll and suppliers, with 
commercial banking or BACS HSM facility. Work was underway to set up a 
secondary mechanism to use the bank smart card reader.  

• UAT was underway for the financial system, there had been some 
challenges, however these were manageable, and the reports needed could 
be produced.  

• CN commented that, in relation to the loan, although it would be preferable 
to have the State Aid compliant interest rate agreed by LINK, and the 
Council, it might not be in place by 30th June. The loan facility allowed for 
the interest rates to be subsequently amended, based on LINK providing 
advice regarding State Aid compliant rates. The loan was due to be signed 
before the first account period end on 30th June and the Directors confirmed 
they would be available to sign a written resolution on 29th or 30th June if 
required.    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

[AR/KR/MB] 
 

11. Board Forward Plan  
11.1 The Board reviewed and approved the Forward Plan, included in the meeting pack.  

12. Any Other Business  
12.1. Daily situation reports: 

KOL confirmed that during the initial days and weeks following Go Live, all 
stakeholders, including Board Directors would be provided with daily situation 
reports. 
 

 

12.2. Cabinet approval of the draft business plan 
GA confirmed that the draft business plan had been approved by Cabinet on 16th 
June. GA had delegated authority to review and sign off future iterations of the 
business plan for GEL, as the shareholder representative. GA remarked that the 
draft business plan still had some outstanding matters in it regarding the loan rate 
and asked KOL to provide a finalised version by the end of July. 
 

 
 
 
 
 

[KOL] 

12.3 There being no other business the meeting closed at 16.00.  
 

Signed   Date    
                 
                     Chair of the Board 
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GREENER EALING LTD - ACTION LIST 

Minute 
Reference 

Action items arising from minutes Officer Due By Comments Status 

Actions arising from 23rd June 2020 

10.1 Finance update – Directors to be available on 29th or 30th June, if 
required, to sign the written resolution approving the loan, which 
was due to be signed before the first account period end on 30th 
June. 
 

AR/KR/MB 30 June 20  Complete 

12.2 Draft business plan – to provide a finalised version of the 
business plan, detailing the loan rate by the end of July 2020. 

KOL 31 July 20 Awaiting final advise re State Aid  

Actions arising from 28th May 2020 

4.1 Matters arising – To close out all actions by the next board so 
that the new contract could start with all items resolved. 
 

ALL Jun 20  Complete 

7.1.2 Greener Ealing Ltd – Mobilisation Plan Board Update –  
Once the changeover had taken place and was running well further 
communication would be made to residents. To discuss with AR 
any communication with residents prior to circulation.  

KOL/AR Aug 20 Liaising with LBE client-side team 
regarding communications. 

 

Actions arising from 23rd April 2020 

6.1 Whistleblowing Policy – To amend the policy in line with the 
comments received at the meeting. 

 

KO/MB/ 
BCS/HH 

May 20 Awaiting final sign off from legal 
services - To agree amendment to 
include escalation to the Council’s 
Director of Legal and Democratic 
Services 

Complete – subject to 
sign off from HH 

Actions arising from 10TH March 2020 

13.1 Finance Update – To document a reasoned decision in relation to 
the specialist advice requested from external advisors to confirm 
the approach to be taken regarding State Aid.  
 

KOL Apr 20 Link have provided further advice on 
2nd July 2020 and that is being reviewed 
by relevant Council teams including 
Technical Finance. 

In progress 
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Actions arising from 3RD February 2020 

7.1  Induction –suitable operational elements to be included in the 
director induction (inc. depot visits/directors review of draft 
service specification.) KOL to arrange.  

KOL     Mar 20 New Communications Officer Verity 
Adams is working on this. (This session 
had been postponed due to the 
Coronavirus) 
 

In Progress 
Postponed until 
further notice 

11.1  Memorandum of Understanding – HH and KOL to work together 
to create a MOU on dealing with disputes.  

KOL/HH Mar 20 An initial list had been collated; 
discussions would be taking place with 
Council colleagues to find a conclusion. 
 
KOL met with Chair in March 
 

In progress 

 
 

(KO) Kevin O’Leary (MB) Mike Boult (CN) Chris Neale (JA) John Arnold 
 

(KR) Kieran Reid 

(HH) Helen Harris (KP) Katarina Pohancenikova (BCS) Jo Steel / Lizzie Purewal 
 

(DT) Daniella Toma (WG) Bill Gilmour 

(AR) Alison Reynolds     
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Report Title GEL policies: Discipline, Grievance and Sickness. 

Meeting Greener Ealing Board Meeting 
Date July 2020 Agenda Number 5.1 
Type of Report For Approval  

 Author Bill Gilmour can be contacted on gilmourw@greenerealing.co.uk  
Background   

To discuss and approve the Gel policies on Discipline, Grievance  and 
Sickness.  
 
These policies are supplemental to other people management policies  - 
such as Employee Code of Conduct, Dignity and Equality and Diversity -  
previously submitted to this Board. 
 
Taken together, they will provide the framework for dealing with all 
people management issues at GEL.    
 
 

 
Introduction  

Further to my report to the June Board, which advised that   we were in the 
process of compiling the policies and procedures that GEL would need going 
forward – which, for simplicity will often be adapted versions of Amey 
documents and/or LBE documents.  

We now have a number of draft policies and procedures and invite the Board 
to discuss and, if appropriate, approve the drafts Discipline, Grievance and  
Sickness. 

Further policies and procedures will be submitted to future meetings of this 
Board.   
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Grievance Procedure 
  

Introduction  
  

The aim of this procedure is to provide a fair and open way of resolving problems or 
concerns that employees may have about their work, working conditions or relationships 
with colleagues.  

It provides a structured approach to the management of grievances to ensure that everyone 
fully understands the correct process which employees can use to raise individual concerns 
or problems. This, in turn, allows managers to investigate and, subsequently, respond to the 
employee concerned.  

  
Scope  

This procedure applies to all GEL employees except those covered by:  

• an alternative agreement with a recognised trade union  
• other contractual arrangements as a consequence of joining the company under the 

provisions of the Transfer of Undertakings (Protection of Employment) Regulations 
(TUPE)  

• a policy which has its own appeal procedure.  

This procedure does not form part of an employee's contract of employment and it may be 
amended at any time. Where appropriate, this procedure, including any time limits, can be 
varied.  

  
Right to be Accompanied  

The employee has the statutory right to be accompanied at all formal stages of the 
procedure by a GEL work colleague, trade union representative or GEL employee 
representative. This right does not extend to investigatory meetings but the investigating 
manager has the discretion to allow an employee to be accompanied if this will aid the 
investigation.  

If the employee’s companion is unable to attend on the proposed date of a formal meeting, 
the employee can suggest an alternative date as long as it is reasonable and not more than 
five working days after the date originally proposed by the company.  

  
Procedure  

It is company practice not to allow tape recordings of meetings at any stage during the 
grievance process. Minutes of meetings will be taken, which the employee will have the 
opportunity to see and make comment on following the meeting.  

  
Informal Stage  

Most complaints and grievances can usually be, and are best, resolved informally in 
discussion between the employee and their immediate people manager, or if the concerns 
are about the people manager, a substitute manager of equivalent or greater seniority. If 
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this proves unsuccessful or is not appropriate due to the nature of the grievance, a formal 
grievance can be raised.  

Employees should notify their people manager of the grievance as soon as is practicable 
either verbally or by e-mail or letter.   

An informal discussion should be arranged to obtain all the facts and to try to resolve the 
grievance. During the informal discussion, both parties will agree whether any actions need 
to be taken, and these will be recorded. The employee/manager must keep each other 
informed if these actions cannot be completed within the agreed timescale.  

A further informal meeting may be arranged by the people manager to discuss whether 
the grievance has been resolved to the satisfaction of both parties.  

If the grievance has been resolved, the process is brought to a close. The people 
manager will notify the employee accordingly, via e mail or letter, summarising issues and 
any actions agreed, and sending a copy to the HR department. The employee will be 
asked to confirm via return e mail that they  agree and accept this outcome.  

  
Formal Stage One - Written Grievance and Hearing  

If, following the completion of the Informal Stage, the employee is not satisfied with the 
response they have received they can proceed to Formal Stage One. This requires them to 
detail their grievance in writing and to send it to their people manager, or a substitute 
manager of equivalent or greater seniority if appropriate (e.g. if the grievance is related to 
the people manager).  

Employees can submit a formal grievance in any written format providing as much detail as 
possible. Key facts such as dates, times and names of any witnesses would be helpful plus, 
where appropriate, a summary of why they remain dissatisfied with any actions taken at the 
informal stage.  

On receipt of a formal grievance, the people manager should contact HR for Advice.  

A formal grievance hearing will be arranged for the people manager and employee to discuss 
the grievance.  

If the grievance requires an investigation (including meeting with and/or taking statements 
from other appropriate employees) this should ideally be completed in as short a time as 
possible.  
Should this not prove possible because of staff holidays or other significant problems (except 
workload which is not an acceptable reason), then the employee should be notified of the 
problem in writing and given a firm date by which the investigation will be complete. 
Timescales may also be extended when the investigation is particularly complex.  

Following completion of the grievance hearing, the hearing/people manager will decide what 
action is appropriate and advise the employee accordingly. The outcome will be confirmed in 
writing to the employee by the hearing manager and a copy retained on the employee’s file.  

Formal Stage Two - Appeal  

If the employee is not satisfied with the outcome of the Formal Stage One hearing, they  
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have the right to appeal. Appeals must be submitted in writing, to the HR Department, 
within five working days of receiving notification of the outcome of the Formal Stage One 
hearing.  Appeals must state the grounds for the appeal which may be one or more of the 
following:  

• The procedure was not properly followed  
• New information has become available.  

Arrangements will be made for a manager of greater seniority than the hearing manager to 
conduct the appeal, normally within ten working days after receipt of the appeal letter, 
although this may be extended in particular circumstances. The employee will be informed of 
the time and location for the appeal hearing.   

The outcome will be communicated to the employee as quickly as possible, and be confirmed 
in writing. This is the final stage of the process and no further appeals are available.  

  
Collective Grievances  

Where a grievance is raised by two or more employees, they may be asked to nominate a 
spokesperson to represent them in discussions with an appropriate manager. Should a  
manager receive a collective grievance they should contact the HR Department for advice.  

  
Exemptions to the Grievance Procedure  

The Procedure will not apply in any of the following cases:  

• The employee wishes to complain about an actual or threatened dismissal  

• The employee wishes to complain about (actual or threatened) action short of dismissal 
to which the standard disciplinary procedure applies, unless the grievance is that this 
involves unlawful discrimination or is not genuinely on grounds of capability and 
conduct  

• The employee raises a concern as a ‘protected disclosure’ as described in the GEL 
Whistleblowing Policy  

• If there is an alternative appeals procedure in place.  
  

Revision Status  
  

Revision  Date  Amendment  Content Owner  Mandated By  

First Issue  5/7/2020    Bill Gilmour  Kevin O’Leary  
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 Disciplinary Provisions 
 

1 
 

 

1. Introduction 

Greener Ealing Limited (GEL) has certain expectations of all employees, in terms of 
standards of work, conduct and behaviours; and these are set out in the Code of Conduct, 
Disciplinary Rules and other documents.  It accepts that, from time to time, employees may 
fall short of these expectations and so this procedure has been drafted  to ensure consistent 
and fair treatment for all and to provide a defined process for alleged disciplinary issues to 
be resolved. 

The procedure aims to encourage improvement amongst employees whose standards  are 
unsatisfactory, but also indicates  the likely  sanctions, up to and including dismissal,  that 
may apply should improvements not be forthcoming. 

The procedure  may also be used to address concerns relating to conduct outside of work, including 
situations where an employee’s actions bring, or may bring, the company into disrepute. 
 

2. Scope 

This policy applies to all GEL employees except: 
 

(i) those covered by an alternative agreement with a recognised trade union 

(ii)  those covered by other contractual arrangements as a consequence of joining 
the company under the provisions of the Transfer of Undertakings (Protection of 
Employment) Regulations (TUPE). 

 
This policy does not form part of any employee's contract of employment and it, 
including any time limits, may be amended at any time.  

3. Principles 

GEL reserves the right to implement the procedure at any stage, taking into account the 
alleged misconduct of an employee. 

An investigation will be carried out as required in order to establish the full facts of each case. 
 

Suspension of an employee should only be considered as a last resort. All other avenues 
enabling an employee to remain at work should be explored prior to making a decision to 
suspend. 

Employees will not normally be dismissed for a first breach of discipline except in the case of 
gross misconduct, when the penalty could be dismissal without notice or payment in lieu of 
notice. 

Where a formal sanction is imposed, an employee will always have the right of appeal against 
that sanction. 

Employees have the right to be accompanied at any hearing that could result in their 
receiving a formal sanction such as  dismissal, formal warning and/or the imposition of some 
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other disciplinary sanction. The person accompanying them can be a GEL work colleague, 
GEL employee representative or representative of a Trade Union recognised by GEL. 

In exceptional circumstances or more complex cases, it may be necessary to extend some of 
the timescales given for each stage of the process. In any case, where this is thought to be 
likely, the employee will be informed and will be advised of the timescales that are expected 
to apply. 

Before any disciplinary action is taken involving a trade union representative the case should 
be discussed with a senior representative or full-time official of that union and HR must be 
contacted. 
 

4. Overview of Process 
 

There are four principal steps in the way in which GEL manages disciplinary matters: 

(i) Initial assessment- not always appropriate or necessary 

(ii) Full investigation 

(iii) Disciplinary Hearing 

(iv) Appeal  

This excludes any informal discussions between a people manager and an employee where 
some minor conduct issues can often be resolved by means of an Improvement Notice or 
Record of Conversation (ROC) which is not a sanction and which will not form part of the 
employee's disciplinary records. If the matter is not resolved, or if informal discussion is not 
appropriate (for example, because of the seriousness of the allegation) then the formal 
disciplinary process should be followed. 

Should an employee indicate that ill-health is preventing them from participating in the 
disciplinary procedure, the guidance at section 7 of this policy: Managing the Discipline 
Process when an Employee is off Sick should be followed. 
 

5. Disciplinary Procedure: 
 

Step 1 - Initial Assessment 

Where an alleged breach of conduct has been identified, the immediate people manager 
(or other suitable manager of the same level) will, as soon as possible, undertake an 
initial assessment to determine whether a full investigation may be required.   

The people manager/investigating manager will arrange to meet with the employee on an 
informal basis to determine all of the key facts from the employee’s perspective and to 
identify any mitigating factors. 

In some cases, the facts may be so clear, or the need for action so pressing, that an 
initial assessment will be inappropriate or unnecessary. 

Where the people manager/investigating manager decides that a full investigation is not 
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required the employee will be notified. Where there has been a minor breach of company 
rules and the manager feels formal action is not appropriate, the employee will be made 
aware of the required standards and will agree, with the manager, any actions required to 
prevent a recurrence. This Improvement Notice will be recorded in a Record of 
Conversation form (ROC). 

Where the people manager/investigating manager considers formal disciplinary action to 
be necessary they will inform the employee and draw their attention to the disciplinary 
procedure and their rights under this procedure. 

Suspension 

In some circumstances, the initial assessment may result in employee being suspended on 
full pay while the full investigation is conducted. Examples of where suspension might be 
appropriate include: 

(i) Alleged gross misconduct 
(ii) Where the incident may have an impact on commercial security 
(iii) Where other employees at the workplace are involved and it would not be possible to 

continue working as usual 
(iv) If external legal action is being considered 
(v) Where safety of the employee or others might otherwise be compromised 

The suspension, which will be confirmed in writing, should be for as short a time as possible 
and for no longer than is necessary to investigate the allegations.  It is not in itself a disciplinary 
penalty and does not imply that any decision has already been made about the allegations. 
The decision to suspend will not affect the outcome of any formal disciplinary action. 

During suspension, employees must refrain from making contact with any GEL employee 
(or agents or sub-contractors) other than the suspending manager; the HR department or 
the local Trade Union steward.  They should not enter any GEL premises unless invited to 
attend an investigation meeting/formal hearing.  

Suspended employees are required to be available throughout the period of the 
suspension, apart from pre-booked or agreed holidays, and must notify their people 
manager of any change of address or contact details. 

Step 2 - Full Investigation 

A full investigation must take place before any formal disciplinary hearing. The investigation 
will be conducted by an investigation manager, who could be the people manager or another 
GEL manager who is at least one level above the employee who is subject to the 
investigation. The investigating manager will be responsible for obtaining all the background 
facts relating to the case. 

The investigating manager will aim to complete the investigation in as short a time as 
possible and write-up the findings, which will include a recommendation on how to proceed; 
and will discuss these with the people manager or HR manager.  The extent  of the 
investigation required will depend upon the nature of the allegations and will vary from case 
to case. The employee must co-operate fully and promptly with any investigation. A copy of 
the investigation report will be sent to the employee and the people manager. 

If no formal disciplinary action is to be taken, the people manager should immediately 
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inform the employee in writing and, where appropriate, agree arrangements for a 
suspension to be lifted and for the employee to return to work. The ending of a period of 
suspension will be confirmed in writing. 

HR will inform the employee, in writing, if a formal disciplinary hearing is to be convened. 
The notification will: 

(i) set out clearly the nature of the alleged breach 

(ii) provide details of the date, time and location for the disciplinary hearing, 
which will be scheduled to allow the employee at least 3 working days in 
which to prepare 

(iii) inform the employee of the possible outcome of the disciplinary hearing including if 
applicable, dismissal 

(iv) advise the employee of their right to be accompanied at the disciplinary hearing 

(v) inform the employee of their right to request relevant witnesses to the hearing 
and the process for doing so - witnesses should be notified in advance of the 
hearing 

(vi) inform the employee of relevant witnesses who may be called by the hearing 
manager who will act as chair 

Where appropriate, a summary of information gathered during the investigation and copies of 
any relevant documents to be considered will be made available to the employee in advance 
of  the hearing. 

Step 3 - Disciplinary Hearing 

A suitably senior manager (at the same broad banded level or senior to the Investigating 
Manager) will conduct the disciplinary hearing and will be responsible for determining the 
outcome. 

A disciplinary hearing will normally also involve a note taker and occasionally it may be 
appropriate to involve a second manager. 

The employee and, if applicable, their companion must make every effort to attend any 
disciplinary hearing, and failure to attend without good reason may in itself be treated 
as misconduct. 

(i) Witnesses 

The investigating manager should have obtained statements from any relevant 
witnesses and copies of those statements will be provided to the employee in advance 
of the hearing. 

The employee can request, if necessary and subject to the agreement of the hearing 
manager, that witnesses  attend the hearing in order to raise points about any information 
provided by them. 

It is up to the employee to arrange the attendance of any witnesses they wish to call and 
to inform the hearing manager at least 48hrs in advance of this intention. 

(ii) Failure by Employee to Attend 
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Employees (and their companions) must make every effort to attend the hearing on the date 
and time provided. if their chosen companion cannot attend on the scheduled date, this may 
be rearranged if the employee offers a reasonable alternative date which must be within 5 days 
of the original scheduled date.  

In exceptional circumstances, should an employee be unable to attend due to reasons 
beyond their control, the hearing manager may  re-schedule the hearing. 

If an employee fails to attend a disciplinary hearing without good reason or is persistently 
unable to do so (for example, for health reasons) the hearing may be held in their absence 
and  a decision  taken based on the available evidence. 

(iii) During the Hearing 

It is company practice not to allow tape recordings of meetings. Minutes of every meeting will 
be taken, which the employee will have the opportunity to see, once typed, following the 
meeting. At the hearing the Chair will: 

• confirm that the employee understands the nature of the allegation(s), the evidence 
that has been gathered; and is aware of their rights under the disciplinary procedure; 

• ensure that the employee and/or their representative have the opportunity to 
present their account of events (including any evidence) and call pre-notified, 
relevant witnesses; 

• if appropriate, call an adjournment to gather fresh material or to consider material 
that has been presented. 

• determine the appropriate outcome and inform the individual of any rights to appeal. 
 

(iv)        Disciplinary hearing outcome 

Following careful consideration of the evidence, and paying regard to the guidance 
offered by the Disciplinary Rules, the hearing manager will decide upon one of the 
following outcomes from the disciplinary hearing: 

• No case to answer 
• Improvement Notice/ Record of Conversation 
• Written warning or Final Written Warning 
• Redeployment, demotion,  or other business specific sanction 
• Dismissal 

The employee will be advised of the outcome as soon as the hearing manager has reached 
a decision and without unreasonable delay. Where a formal sanction is imposed, the 
employee will be advised of their right of appeal at the same time. The outcome of the 
disciplinary hearing will be confirmed in writing and, where appropriate, will include details 
of the appeal process. 

a) No case to answer 

Where the hearing manager concludes that there is no case to answer, the employee will be 
informed accordingly. 

b) Improvement Notice/ Record of Conversation 
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Where a minor offence or offences have been committed, which can be addressed by an 
improvement notice rather than a formal disciplinary sanction, the matter will be referred 
back to the people manager so that expected standards, required improvements and time 
frames can be discussed. 

This will be recorded in a Record of Conversation (ROC) which will be placed on the 
employee’s file and a copy given to the employee.  Failure to heed this notice or achieve the 
required improvements will render the employee liable to further action under the 
disciplinary procedure.  

This ROC does not constitute a formal warning and so there is no right of appeal. 

c) First Written Warning (live for 12 months) 

Where  a disciplinary offence has been committed for which an improvement notice would 
not suffice,  the employee will normally receive a first written warning. 

d) Final written warning (warning live for 18 months) 

Where a serious disciplinary offence amounting to gross misconduct has been committed, 
thereby justifying summary dismissal, but the company decides, after taking into account all 
appropriate circumstances that a lesser penalty is appropriate; or where an employee 
commits further disciplinary offences during the “live” period of a first written warning; or 
where the misconduct is sufficiently serious to warrant it, a final (or combined first and final) 
written warning may be given. 
 
All formal written warnings will: 

(i)        set out the nature of the offence committed and the change in behaviour required; 
(ii) inform the employee that further misconduct is liable to result in further 

disciplinary action under this procedure; 
(iii) specify that the warning will remain ‘live’ for a period of either 12 or 18 months  and will be 

disregarded for normal disciplinary purposes after this, so long as there have been no 
further incidents during this period which give cause for concern  

(iv) inform the employee how to appeal against the warning. 
 

e) Dismissal 

Where a serious disciplinary offence amounting to gross misconduct has been committed, 
thereby justifying summary dismissal; or where an  employee has committed further acts 
of misconduct during the “live” period of a final written warning; the employee may be 
dismissed as follows:  

(i) Gross Misconduct – without notice or pay in lieu of notice. 

(ii) Serious, but not Gross Misconduct - with notice or with pay in lieu of notice. 

Dismissal decisions can only be taken by the appropriate senior manager, and the 
employee will be provided, as soon as reasonably practicable, with written reasons for 
dismissal, the date on which the employment will terminate, and the right of appeal. 

f) Alternatives to dismissal 
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In some cases, and at the company's discretion, alternatives to dismissal may be considered. 
Such alternatives may include by way of example demotion, disciplinary suspension or 
transfer.  This will usually be in conjunction with a final written warning which will remain 
live for 18 months. 

If some sanction short of dismissal is imposed, the employee will receive details in writing 
and warned that dismissal may still be an outcome should the required improvements not be 
achieved. This letter will also give details of the right to appeal. 

Once a warning period has expired it will be  disregarded for normal disciplinary purposes  so 
long as there have been no further incidents during the “live” period which give cause for 
concern. 

 

Step 4  - Appeals 
Employees have the right to appeal against the outcome of any formal disciplinary action.  

I. Appeal Process 
Appeals must be submitted in writing, to the hearing manager, within 5 working days of 
receiving the letter confirming the outcome of the disciplinary hearing and must state clearly 
the grounds for the appeal, which may be one or more of the following: 

(i) The procedure was not properly followed 

(ii) New information has become available 

(iii) The sanction is inappropriate (including justification as to why this is the case) 

The hearing manager will liaise with HR and arrangements will be made for  a manager of 
greater seniority than chaired the disciplinary to hear the appeal. The employee will be 
informed of the time and location for the appeal hearing and will be reminded of their right 
to be accompanied by a work colleague, employee representative or representative of a 
recognised trade union. 

The appeal hearing will normally take place within 10 working days after receipt of the 
appeal letter, although this may be extended in particular circumstances and  may be 
adjourned to enable  further investigations in the light of any new information. 

Appeal Outcomes 

Options for courses of action are: 

• The employee’s appeal is rejected and the outcome of the disciplinary hearing stands 

• The employee’s appeal is accepted and the outcome of the disciplinary hearing is overturned 

• The original penalty was too severe and the outcome of the disciplinary hearing is varied 

The decision of the appeal hearing manager will be final and will be communicated to the 
employee as quickly as possible and will be confirmed in writing. No further internal appeal 
process exists. 

6. Disciplinary Rules - Misconduct/Gross Misconduct 

I. Misconduct 
 

Minor breaches of contractual terms or company rules or policies will be regarded as misconduct. 
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II.  Gross Misconduct 

 
Serious breaches of contractual terms or company rules or policies will be regarded as 
gross misconduct. Examples of gross misconduct/negligence include, but are not 
confined to, the following: 

(i) Fighting and/or physical assault 

(ii) Bullying and/or harassment or discrimination 

(iii) Theft or unauthorised removal of company or employee’s property 

(iv) Deliberate and/or malicious damage 

(v) Serious breach of health and safety regulations 

(vi) Falsification of records, time sheets, expenses or reports etc. 

(vii) Abuse of authority or refusal to carry out a reasonable working instruction 

(viii) Breach of site or company rules 

(ix) Being in breach of any company or local policy relating to alcohol and drugs 

(x) Serious breach of company requirements relating to email, internet usage or IT systems 

(xi) Bringing the company into disrepute 

(xii) Disclosing confidential information to a third party 

(xiii) Fraud, dishonesty, bribery or corruption 

(xiv) Serious negligence which causes unacceptable loss, damage or injury 

(xv) Engaging in work for personal purposes and not for GEL’s purposes during working hours 

 An employee  accused of an act of gross misconduct or negligence may be suspended from work on full 
pay pending an investigation into the allegations. If, on completion of the full disciplinary procedure, the 
company is satisfied that gross misconduct or negligence has occurred, the result will normally be 
summary dismissal, i.e. dismissal without notice or payment in lieu of notice. 

 
7. Managing the Discipline Process when an Employee is off sick  

 
I. Principles 

Circumstances may arise when the ill-health prevents the disciplinary procedure from being 
followed because the employee is too ill to participate in the investigation, adequately 
prepare for a hearing or attend the hearing itself. Where this is the case, the company will 
act consistently within the following principles: 

(i) The ill-health of an employee will not usually be grounds for abandoning any 
ongoing disciplinary procedures. 

(ii) Where the absence is likely to be short, the company will usually wait until the 
employee recovers and is able to take a full part in the process. 

(iii) When the absence is ongoing and it appears that the employee is likely to remain off 
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sick for an extended period, the employee will be required to cooperate with the 
occupational health service and their GP in determining whether or not he/she is 
sufficiently fit to take part in the disciplinary process. 

(iv) Any employee who is signed off as sick during a period of suspension will 
have their suspension rescinded until such time as he/she becomes fit for 
work. 

(v) If, following consultation with the occupational health service and/or their GP, it 
appears that the employee is fit to take part in the disciplinary process, the process 
will continue, although the company may at its discretion also take any of the steps 
listed in "special measures" below. 

(vi) Where it appears that the employee is not fit to take a full part in the standard 
disciplinary procedure, the company will consider taking any of the special 
measures set out below to enable the employee to participate effectively. 

II. Special measures 

The company may, at its discretion, propose adjusting the standard disciplinary procedure 
by taking any or all of the measures set out below with a view to ensuring the effective 
participation of the employee in the disciplinary process: 

(i) Venue. The company will consider holding the disciplinary hearing at a venue other 
than the normal work premises, either to reduce the stress caused to the employee 
by attending the hearing or to accommodate any physical needs that the employee 
may have. 

(ii) Representation. Where it appears to the company that the employee’s illness may 
affect their ability to explain their case, the company will consider any request that 
the employee may have to be represented in the process by a colleague, 
recognised union official or such other person as the company may specify. The 
representative may be allowed an expanded role in the process where this would 
assist the employee in ensuring that their case is fully explained. 

(iii) Written representations. Where the employee may have difficulty in explaining their 
case, consideration will be given to allowing the employee to rely on written 
representations, which may be prepared by a representative. 

 
(iv) Documentation. The company will take particular care to ensure that the employee 

receives all documentation relating to the disciplinary process sufficiently in advance 
to allow them to prepare fully, taking into account any effect that the employee’s 
health may have on their ability to analyse the information and prepare a response. 

(v) Timings. While being committed to the principle that matters should be dealt with 
promptly, extra time may be allowed for any stage of the disciplinary process to 
ensure that the employee can participate effectively. Particular attention will be 
given to the duration of any disciplinary hearing and its impact on the employee and 
the need to take appropriate breaks. 

III. Holding the hearing in the employee’s absence 

GEL believes that, in the vast majority of cases, it should be possible by using any or all of 
the measures outlined above to conduct a fair disciplinary process in which the employee 
fully participates. However, there may be exceptional circumstances when the employee 
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will not be able to attend a disciplinary hearing, whatever measures are taken. 

In such circumstances, the company reserves the right to proceed with a disciplinary 
hearing in the employee’s absence, although full consideration will be given as to whether 
or not this is necessary in the circumstances. 

Where this is the case, the employee and their representative will be informed of the time 
and location of the hearing and will remain free to attend. The representative will be free 
to attend, even if the employee is not present. 

The outcome of the hearing will be communicated in writing to the employee, paying 
particular attention to the need to explain the details of any factual findings made and the 
basis of the decision reached. 

The employee will be given a full opportunity to appeal against any decision in accordance 
with the disciplinary procedure. The special measures outlined above will also be considered 
by GEL in relation to any appeal. 

8. Grievances raised during the Disciplinary Process 

During the disciplinary process, it is possible that the employee concerned may raise a grievance. 
 

If this is unrelated to the matters being explored under the disciplinary process, the grievance 
may be arranged, as normal. 
 
If the grievance is related to matters being explored, and this is received prior to the 
disciplinary hearing, the manager receiving the grievance may suggest waiting for the 
outcome of the hearing before taking the grievance further. Alternatively, the grievance may 
be heard first or dealt with concurrently, depending upon the nature of the complaint. 

If the employee raises a related grievance after a disciplinary hearing but before any appeal 
hearing, the grievance can be discussed at the disciplinary appeal stage. The disciplinary 
appeal hearing will also become a grievance hearing and the two procedures will overlap. 

9. Arrest and Convictions 

Employees must inform their people manager if they have been arrested, cautioned or 
convicted in respect of a criminal offence, including driving offences. Failure to adhere to this 
may result in disciplinary action. The advice of HR Manager Advice should be sought. 

An employee who commits an offence against the law unrelated to employment will not 
automatically be subject to disciplinary action, but if it is considered appropriate by the 
people manager, the matter shall be investigated following this procedure. 

If an offence relating to an individual's employment with GEL could lead to police 
proceedings, providing the complaint has been fully investigated and the normal procedures 
have been followed, a decision can be reached without awaiting the outcome of any criminal 
proceedings.  

It is important that the investigating officer liaises closely with the Police so that neither 
investigation prejudices the other. Some interim investigations may have to be delayed 
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because of Police procedures, such as the Police needing to interview an individual under 
caution before GEL interviews them. GEL will make its own decision when to proceed with 
investigation/disciplinary action. 

10. Roles and Responsibilities 

Employees - Employees are expected to comply with company policies and procedures at all 
times and to maintain high standards of attendance. Failure to do so may result in 
disciplinary action being taken. If so, they will be expected to contribute to a resolution and 
participate in any investigations in a timely and proactive manner. 

Employees are responsible for arranging any representation during formal stages of the procedure. 

Managers – Managers are responsible for ensuring employees understand the standards of 
conduct and attendance required and for ensuring that high standards are maintained. They 
should bring any concerns they may have about a particular individual to their attention in a 
timely and sensitive manner, and explore solutions in a supportive and constructive way. 

Trade Union representatives and work companions - The role of the staff or trade union 
representative or work companion is to act as an advocate and to provide the employee 
with advice and support. They are also responsible for helping to seek resolution in a 
timely and constructive way. 
They can accompany the employee at any formal stage of the disciplinary procedure; in 
exceptional circumstances and with prior agreement from the people manager/investigating 
officer they may accompany an employee at informal meetings, including investigation 
meetings. 

The investigating manager - The investigating manager will establish the facts and gather 
evidence as fully and as quickly as possible. He/she is responsible for preparing a report and 
submitting it in a timely manner to the disciplinary hearing manager. 

Human Resources - HR will be responsible for advising managers and employees regarding 
the content of this policy and the procedures contained within it. 

11. Revision Status 
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 Bill Gilmour Kevin O’Leary 
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Introduction 

 
Greener Ealing Limited (GEL)  aims to encourage all its employees to maximise their 
attendance at work whilst recognising that they  may, from time to time, be unable to 
attend work due to ill-health. 

This policy aims to strike a reasonable balance between the genuine needs of employees 
to take time off work because of sickness and the needs of the company to operate 
effectively to meet its contractual obligations 

 
Principles 

 GEL complies with the requirements of the Equality Act 2010. Where employees become disabled  
   and wish to remain in employment, every effort will be made to make reasonable adjustments. 

Managers may refer employees to the company’s Occupational Health provider for advice 
and/or examination at any time during their employment. 

GEL reserves the right to require employees not to report for work if they have been in contact 
with infectious or contagious diseases, or if the company considers that the employee is 
otherwise unfit to attend work due to sickness or injury. 

Entitlement to paid sickness absence, in accordance with their employment contract, is 
conditional on employees complying with the notification and certification requirements of 
this policy. Where the contract is silent on sick pay provisions, statutory sick pay will apply. 

To ensure consistency, trigger points to instigate disciplinary action are provided. 

In cases of unsatisfactory levels of sickness absence or long-term absence due to illness or 
injury where capability is questioned, GEL will consider dismissal. 

 
Scope 

This policy applies to all GEL employees except those covered by: 

• an alternative agreement with a recognised trade union 

• other explicit arrangements as a consequence of  joining the company under the 
provisions of the Transfer of Undertakings (Protection of Employment) Regulations 
(TUPE) 

This policy does not form part of any employee's contract of employment and it may be amended at any 
time. Time limits may be varied as required. 
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Responsibilities 

People managers – are responsible for providing good physical working conditions and maintaining 
health and safety standards. They have the responsibility to manage and support their employees, 
with support from Human Resources; and to ensure that sickness absence is kept to a minimum by  
taking the following actions: 

• recording all absences and records of all discussions 

• holding "return-to-work discussions" after each absence 

• referrals to Occupational Health, if appropriate, to determine whether there is any 
underlying medical cause for the absences and to facilitate a return to work. 

All employees - have a responsibility to take care of their physical and mental health and to 
comply with this policy and  related procedures. In particular, they must: 

• follow the notification process 

• complete a self-certification certificate for all sickness absences up to and including 7 days 

• provide a doctor's certificate or "fit note" for all periods of sickness absence exceeding 
seven days 

• participate in “return to work discussions” 

• inform their manager if they feel they have a disability or any medical condition which affects 
their ability to undertake their work 

• act on medical advice and not participate in activities which could undermine recovery 

• attend Occupational Health appointments and cooperate fully with the Occupational Health 
process, including engaging  with the possible implementation of any adjustments to job 
duties, hours or working conditions, resulting from recommendations made by their doctor 
and/or the company’s Occupational Health provider 

• take any annual leave that has been accrued during sickness absence within 18 months of the 
end of the holiday year in which they were off sick, or the leave will be lost. 

The Occupational Health service - will provide a referral and reporting service to managers for 
employees who are absent from work due to sickness. Occupational Health specialists will offer 
advice and support to facilitate effective sickness absence management and, where appropriate, 
guidance on reasonable adjustments. 

HR - has the responsibility to monitor the implementation of this Policy and to ensure procedures 
are managed fairly. The HR department will provide guidance and support to people managers. 
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Procedures 
 

Notifying the absence 

An employee who is unable to attend work due to sickness must follow the company’s notification 
procedures, which are outlined at Appendix 4. 
 
Recording the absence 

People managers must follow up, record and report all absences as per the Absentia procedure.  
They must update HR as necessary when medical certificates are received and when an 
employee returns to work. 

 
Return to Work 

Each time an employee returns to work following sickness absence, their people manager should 
speak to them about the absence and the reason for it in a fair and factual way. The manager should 
be supportive towards the employee and, where appropriate, seek to identify ways in which to assist 
the employee to improve their attendance in the future. Guidelines on managing the return to work 
discussion are provided in Appendix 1. 

Trigger Points 

To ensure consistency, the following trigger points are provided to indicate the need to start the 
relevant Absence Review Process: 

• 3 instances of sickness absence or 8 or more cumulative days in any 12-month period – refer 
to the recurring and short-term absence process in Appendix 2. 

• 4 weeks’ continuous sickness absence – refer to the long-term absence process in Appendix 3.  

Additional intervention by the people manager may be required, for example when it is likely from 
the start that an absence will last for longer than 4 weeks. 

Before proceeding with any stage of the Absence Review Process, managers must contact the 
HR department for advice. 

 

Revision Status 
 
Revision Date Amendment Content 

Owner 
Mandated By 

First Issue 5th July 2020  Bill Gilmour Kevin O’Leary 
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Sickness Absence Procedure 

Appendix 1 – Return to Work Discussion - Guidelines 

The Return to Work discussion is a key part of the sickness absence management process. Not only 
does it provide an opportunity to discuss any problems the employee may have which has led to 
their sickness absence, it also highlights to the employee that their sickness absence has been noted 
and their sickness absence record is under observation. 

It is crucial that a Return to Work discussion takes place after each sickness absence, whatever its 
length, on the day of return. 

The discussion should be informal and by no means suggestive that a disciplinary process is 
underway which should be communicated to the employee. 

The discussion should be a one-to-one meeting between the employee and the direct people 
manager and should take place in a private area so that employees feel comfortable to talk about 
their reasons for their absence. Enough time should be set aside to complete this discussion so 
that the employee has the time they need to cover all of the issues without feeling rushed. 

In some instances, it may be difficult to arrange a time at which both the employee and manager 
are available (for example, in the case of those that work frequently on a site different to their 
managers). In these cases, managers should consider alternative methods for holding this 
discussion, such as over the phone or allowing a supervisor to carry out the discussion and relay 
the information back to the people manager. 

Objectives for the discussion: 

• To discuss the reasons for absence and give the manager the opportunity to check that 
the person is fit enough to return to work 

• To understand whether a referral to Occupational Health is appropriate at this time 

• To offer the support of the Employee Assistance Programme 

• To review the level of sickness absence against the trigger criteria and if a problem is identified, 
to provide an opportunity for attendance targets to be set and agreed by both the people 
manager and employee 

• To identify any domestic, welfare or work-related problems and discuss whether there is 
anything that can be done to help improve attendance relating to these causes 

• To update the employee on what has happened at work during their absence 

• To ensure that the employee has complied with correct notification and certification 
procedures. Failure to do so may result in company sick pay being withheld and may lead to 
action under the disciplinary procedure. 

• To review suspected reasons for or patterns of sickness absence and where appropriate, to 
challenge these. 

• To check that Self-Certificates and/or G.P. Fit Notes have been provided and are sent to HR. 
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Appendix 2 – Absence Review Process – Recurring and Short-Term 
Sickness Absence 

People managers are required to monitor and regularly review absence levels with the 
aim of helping employees to maintain high standards of attendance. The process is as 
follows: 

 
 

 
Informal review 

If an employee hits a trigger, (3 occasions or 8 days of absence in a 12-month period) their people 
manager should invite them to an informal attendance review meeting to assess whether or not formal 
action is necessary. Before arranging the meeting, the manager must call HR Manager to log the case 
and obtain advice on the process. 

Managers should review their notes from previous return to work discussions and consider the 
following: 
• Be alert to patterns, for example the persistent Monday or Friday absentee. If a pattern is identified, 

the manager should put his/her observations to the employee directly so that the employee has 
the opportunity to provide an explanation. The manager should, however, remain open minded 
and not jump to any hasty conclusions about the employee's absences. 

• Try to establish, through investigation and discussion with the employee, the underlying reasons 
for frequent absences. Until the underlying cause is identified, an appropriate and effective remedy 
will be difficult to identify. 

• Check whether or not absences are in part because of personal or family problems. If this is the 
case, a reasonable degree of tolerance and sympathy should be shown towards the employee, as 
the problems may be unavoidable. The manager should be supportive, while at the same time 
explaining clearly to the employee that continuing frequent absences from work are unacceptable. 
 

• Check whether the employee's absences are in any way work-related, for example as a result of 
workplace stress. If the problem is work related, the manager should take prompt steps to remove 
or reduce the factor that is causing the employee's problem. If a manager decides formal action is 
not appropriate, they should still make it clear to the employee that attendance will continue to be 
monitored and any further absences may result in formal action. 

Stage 3 Formal Review Dismissal or action short of dismissal or 
no further action. 

Stage 2 Formal Review a final written warning or 
no further action. 

Stage 1 Formal Review 
a first written warning or 

no further action. 

Informal Review No further action 
or Stage 1 Formal Review 

Review Stage 
Possible 
Outcome 
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• If a manager decides formal action is necessary, they should move to Stage 1 Formal Review. 

Stage 1 Formal Review 

The people manager will invite the employee to a formal review meeting at which they 
have the right to be accompanied. 

The outcome of the meeting could be either: 
• a first written warning is issued; or 
• the decision is postponed to allow for an Occupational Health referral to determine if any 

reasonable adjustments are appropriate; 
• no further action. 

Where issued, a First Written warning letter will confirm the outcome and indicate that an immediate 
marked and sustained improvement in attendance is required. The warning will remain “live” for a period 
of 12 months (from the date of issue) during which the employee’s attendance will continue to be 
monitored by their manager. 

If attendance during the 12-month warning period is satisfactory (i.e. fewer than 3 
instances or 8 cumulative days of sickness absence) no further action will be taken. 

If the employee fails to improve their attendance level to an acceptable standard, the manager 
will progress to stage 2 formal review. There is no need to wait until the end of the warning 
period if it is clear that the employee is failing to meet an acceptable level of attendance. 

Stage 2 Formal Review 

The people manager should arrange a further formal review meeting, as soon as 

possible at which the employee has the right to be accompanied. 

The outcome of the meeting could be: 
• a final written warning is issued; or 
• the decision is postponed to allow for an Occupational Health referral to determine if any 

reasonable adjustments are appropriate; 
• no further action. 
Where issued, a Final Written warning letter will confirm the outcome and indicate that an 
immediate marked and sustained improvement in attendance is required. The warning will 
remain  “live” for a period of 12 months (from the date of issue) during which the manager 
will formally monitor the employee’s attendance, and meet with the employee regularly to 
discuss their progress. 

If attendance during the 12-month warning period is satisfactory (i.e. less than 3 instances 
or 8 cumulative days of sickness absence), no further action will be taken. 

However, should the employee reach the trigger points at any point during the 12 months 
period following expiry of a final written warning, they may be invited to a second stage 2 
review meeting, without the need for a stage 1 meeting. 

If the employee fails to improve their attendance level to an acceptable standard, the manager will 
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progress to Stage 3 Formal Review. There is no need to wait until the end of the warning period if 
it is clear that the employee is failing to meet an acceptable level of attendance. 

Stage 3 Formal Review 

The people manager should arrange a further formal review meeting, as soon as possible, 

at which the employee has the right to be accompanied. 

The outcome of the meeting could be: 
• dismissal; or 
• action short of dismissal, such as redeployment; 
• no further action. 

Any decision to dismiss must be only be taken after liaising with the HR department. 

Appeals 

An employee can appeal against the issue of any formal sanction   and has the right to be 
accompanied to the appeal hearing. Arrangements will be made for an independent manager, 
more senior than the hearing manager,  to hear the appeal. 

The outcome of the appeal will  be one of the following: 
• the employee’s appeal is not upheld  and the original outcome is confirmed; or 
• the employee’s appeal is upheld  and the original outcome is overturned or reduced . The appeal    

manager's decision is final and e no further  appeals are available. 
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Appendix 3 – Absence Review Process – Long Term Sickness Absence 

Once an employee has been off sick for three consecutive weeks (or sooner if it's obvious 
that the absence will be prolonged to beyond four weeks) their people manager must call the 
HR department to log the case and discuss what actions may be appropriate. 

Maintaining contact 

Managers should establish and agree regular contact with the employee with the aim of 
supporting them during their illness. A weekly phone call would be reasonable in most cases. 
However, always bear in mind the individual circumstances of the case when deciding how 
often to contact the employee. 

The people manager should refer the employee to the GEL Employee Assistance 
Programme (EAP). 

In some cases, a home visit should be considered, for example, when it may be 
inappropriate to discuss the employee's health by telephone,  or where the employee has 
failed to make or maintain contact. The manager should  take a colleague with them on a 
home visit or consider a neutral location. 

A hospital visit should only be made if absolutely necessary and with the express permission 
from the employee and their family members. 

Throughout a period of long-term absence, the employee should send all medical 
certificates ('fit notes') to their people manager who will forward the certificate to HR. 

Occupational Health Support 

Once it is apparent that the employee is going to be absent for three weeks or longer, the 
people manager will need to decide if an OH referral is appropriate. The referral should be 
done as soon as possible, ideally before the end of the fifth week of absence. Health 
Management Referral - Guidelines for Managers  can be obtained from the HR department.. 

If the manager has been unable to obtain consent from the employee to make a referral, 
due to little or no contact with them, they should proceed based on what information is 
available. 

Long Term Sickness Review Meetings 

The people manager should meet with the employee at appropriate intervals to discuss 
their continuing absence and consider options that could help them return to work, 
subject to the individual circumstances. 

The aims of the meetings are to cover the following: 
• Find out how the employee is feeling 
• The prognosis of the health condition and likelihood of a return to work 
• The options available (including reasonable adjustments, a phased return, use of a 

mentor, redeployment, or temporary change in hours or duties) to help them return 
to work 

• Obtain consent for a referral to OH, or if a report has been obtained, to discuss the contents 
• Update the employee on what’s going on in the business 
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Return to work arrangements 

If the employee is returning to work, where appropriate, the manager should discuss any 
adjustments  to their working conditions, such as phased hours. The people manager will need 
to discuss proposed Changes to Terms and Conditions with HR  if any of the following changes 
to the employee’s terms and conditions are made or proposed: 
• salary, hours, work pattern or working location; or 
• change to people manager, job/position 

The employee will need to continue to submit medical certificates ('fit notes') if their days or 
hours have been temporarily reduced to ensure they are paid correctly. 

The people manager may also need their local Health, Safety & Environment Adviser (HSEA) 
to help conduct a workplace risk assessment. 

The people manager should hold a return to work discussion with the employee on their first 
day back at work and make a record of the discussion, using the on-line Return to Work 
discussion form.  

A long-term sickness absence will result in the employee also reaching one of the triggers (8 
or more cumulative days in any 12-month period) for the recurring and short-term sickness 
absence process. If the manager feels it is appropriate, they can undertake a review under the 
recurring and short-term sickness absence process once the employee has returned to work. 

Capability meeting / dismissal 

Our aim is to provide employees with support to help them to return to work. However if it is 
clear that there is no reasonable prospect of the employee returning to work on a sustained 
basis they will be invited to a formal capability meeting. 

One of the outcomes may be dismissal, but all other reasonable options will have been 
explored and the people manager should have obtained appropriate up to date medical advice. 
In most cases Occupational Health will have obtained further information from the employee's 
GP or consultant before being able to make a final prognosis in terms of whether the employee 
will be able to return to work. 

The employee has the right to be accompanied to the meeting and, if dismissal is the outcome, 
they have the right to appeal that decision. 

Appeal 

An employee can appeal against dismissal on capability grounds  and has the right to be 
accompanied to the appeal hearing. 

The outcome of the appeal will either be: 
• the employee’s appeal is not upheld and the outcome of the capability meeting stands; or 
• the employee’s appeal is upheld  and the outcome of the capability meeting is overturned 

or reduced. 
The appeal manager's decision is final and no further stages are available. 
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Notification Procedure   Appendix 4 

Any employee who is unable to attend work due to sickness must, as soon as possible,  and 
no later than 1 hour before their normal contracted start time (or as per any local 
arrangement, if earlier) telephone  Absentia, the company’s electronic absence notification 
system on 0300 303 0609 and provide the following information: 

• name 

• ID number 

• supervisor 

• reason for absence 

• expected duration of absence 

Details on the notification procedure are given to employees on joining, and assistance is 
available from line managers and HR. 

Employees must notify all absences personally through the Absentia system and should not 
rely on text messages or calls to supervisors or co-workers. They must complete a self 
certification certificate for all sickness absences up to and including 7 days and must provide 
a doctor's certificate or "fit note" for all periods of sickness absence exceeding seven days. 

 
Failure to comply with the notification and certification procedures may disqualify employees 
from receiving company sick pay or SSP and may result in disciplinary action being taken.  

 

 

Absentia number: 

0300 303 0609 
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Sick Pay – Appendix 5 

 
If the notification and certification procedures have been complied with, the standard Company sick 
pay applicable will be as follows: 
 
Length of Service: Duration of Company sick pay in any 12 month period: 
Under 6 months up to 2 weeks’ full pay 
6 months to 12 months up to 1 month full pay 
12 months to 36 months up to 2 months’ full pay 
Over 36 months up to 3 months’ full pay 
 
Note: Employees who have TUPE transferred to the Company will receive sick pay in accordance 
with their contractual entitlement, as detailed in the Employee Liability Information. 
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Item 6 – Risk Register has been attached separately as an excel file. 
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Report Title Finance Update – July 2020 

Meeting Greener Ealing Board Meeting 

Date   14 July 2020 Agenda Number 8 

Type of Report For Approval 
 
 

Author Chris Neale, Katarina Pohancenikova 

Background  Executive Summary 
This report notes: 
 
1. Spend 

The current costs compared to the budget in the October 2019 Cabinet 
report is as follows: 

• The start-up revenue expenditure spend to 31st March 2020 
was £165k against an earlier forecast of £376k and reserve of 
the council set aside for these costs of £736k. 

• The start-up capital spend to 31st March 2020 was £386k 
against budget of £1,092k.  

• The revenue start-up expenditure forecast including costs to be 
incurred after go-live is currently £654k against the balance of 
the above revenue budget carried forward £571k.  

• The start-up cumulative capital forecast including costs to be 
incurred after go-live is £1,555k which is higher than the 
cumulative budget to 30th June of £1,092k largely on IT. 
 

2. Lease Finance 
All leases of vehicles to the council have been put in place where 
invoices provided and vehicles available for delivery. 
The related underleases from the council to Greener Ealing are being 
put in place by legal services, who have put in place an agreement to 
cover usage in the meantime. 

 
3. Loan Finance 

The Council provided a money market loan of £0.552k for one month 
on 6th July 2020 at 0.25% interest, pending the council agreeing with its 
advisor the terms for all loans agreed to be provided. 
 
 

4. HMRC Registration 
The Company has been registered for Construction Industry Scheme 
(CIS). 

 
Recommendations: The Board is asked to approve a £0.552m 
money market loan rollover for the period of next 3 months till a loan 
facility agreement is in place. 
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1. Spend 

The current costs compared to the budget in the October 2019 Cabinet report is as follows: 
• The start-up expenditure costs up to 31st March 2020 was £165k, which is lower 

than the earlier forecast of £376k, all for funding by a council reserve of £736k set 
aside for such start up expenditure.  
The majority of this change is due to costs that have been delayed and slipped to 
2020/21.  

• The capital costs up to 31st March 2020 was £386k against budget of £1,092k. 
£706k (£311k of small plant, £205k of equipment and PPE costs and £190k of 
software and hardware) capital set up costs are proposed to be now slipped to 
2020/21.  

• The revenue expenditure forecast including costs to be incurred after go-live is 
currently £654k against £571k slipped budget from council reserves. The forecast 
includes slippage costs from previous year and moving liability insurance and 
tools, equipment costs and vehicle registration costs from start up to 2020-21 (9 
month) spend.  
Revenue start-up costs above the agreed council reserve contribution will be 
covered by Greener Ealing in 2020-21. 

• The capital forecast including costs to be incurred after go-live is £1,555k against 
£1,092k previous forecast. There was a catch up on lower capital costs from up to 
31st March 2020. We have identified additional costs for ICT hardware & software 
and small plant. 

 
2. Lease Finance 

All leases to the council put in place where invoices provided and vehicles available for 
delivery. 
This therefore excluded the leases as follows where vehicles expected over July and 
August. 

 
The underleases from the council to Greener Ealing are being put in place by legal 
services, who have put in place an agreement to cover their usage by Greener Ealing in 
the meantime.  
The underlease proposed allows further for varying it if needed for tax purposes, that then 
will be a cost which the contract for the services of Greener Ealing paid by the council will 
further allow paying.  

 
3. Loan Finance 

The Council provided a money market loan of £552k for the period of one month on 6th 
July 2020 at 0.25% interest rate costing £113.42. 
The loan was provided in order to ensure funding is in place for the more immediate 
working capital commitments after go-live date. 
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It has been put in place for shorter term pending the council agreeing with its advisor the 
terms for all loans agreed to be provided. 
 

4. HMRC Registration 
The Company has been registered with HMRC for CIS. 
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Date of 
Meeting 

 
 

 
Standing Items 

 
Governance 

 
Strategic 

 
Finance 

Performance Management/ 
Specific Project Updates 

Aug 2020 • Apologies  
• Declarations of Interest  
• Minutes of Meeting 
• Matters Arising 
• Circular Resolutions 
• H&S Update – incidents / 

accidents 
• Risk Management  
• Managing Director’s Report 
• Forward Plan 

 
Once operational H&S and Risk 
Management will be near the 
top of each agenda to ensure 
prominent place in Board 
discussions 
 

• Equality and Diversity Policy  
• HR Update – including 

remaining employment 
policies  

• Agree frequency of Board 
meetings going forward 

• Corporate Social 
Responsibility Policy  

• GDPR matters 
 

• Environmental 
(carbon reduction) 
Policy  

• Annual Community 
Plan 

• KPIs 
• Communications and 

Marketing Plan  
 
 

Finance Report • Performance report 
(KPIs)  

• Actions to fulfil the 
Business Plan 
requirements – 
including agreeing 
reporting requirements 
going forward (i.e. 
what the Board would 
like to see at each 
meeting) 

• Performance update 
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