
Issue 1  

 

 
 
 
 
 

 
 

 
 
 
 
 

ALBIRR FOUNDATION UK 
106 Church Road London E10 5HG 

 

EMPLOYEE HANDBOOK 
 
 
 
 
 
 



Issue 1 2 

 
  

 
 
 

 
 

 
 

ALBIRR FOUNDATION UK 
 

 INTRODUCTION 
 
Welcome to our team.  We would like to wish you every success during your employment 
whether you recently joined us or whether you are an existing employee.  We hope that your 
experience of working here will be positive and rewarding. 

This Employee Handbook is designed both to introduce you to our organisation and to be of 
continuing use during your employment. 

We ask that you study carefully the contents of this Employee Handbook as, in addition to setting 
out our rules and regulations, it also contains information on some of the main employee benefits 
that may be available to you and the policies and procedures relating to your employment.  If you 
require any clarification or additional information please refer to the Administrator. 

 
General amendments to the Employee Handbook will be issued from time to time. 
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 JOINING OUR ORGANISATION 
 
A) PROBATIONARY PERIOD 

 You join us on an initial probationary period of three months.  During this period your work 
performance and general suitability will be assessed and, if it is satisfactory, your employment 
will continue.  However, if your work performance is not up to the required standard, or you 
are considered to be generally unsuitable, we may either take remedial action (which may 
include the extension of your probationary period) or terminate your employment at any time. 

We reserve the right not to apply our full contractual capability and disciplinary procedures 
during your probationary period.  

B) JOB DESCRIPTION 

 You have been provided with a job description of the position to which you have been 
appointed but amendments may be made to your job description from time to time in relation 
to our changing needs and your own ability. 

C) POLICY STATEMENT  

            As an organisation we will be using the Criminal Records Bureau (CRB) Disclosure Service to 
help assess the suitability of applicants for positions of trust. 

 

 SALARIES, ETC. 
 
 

A) ADMINISTRATION 

1. Payment 

a. For all staff the pay month is the calendar month.  Basic salaries are paid by the last 
week of the current month. 

 b. You will receive a payslip showing how the total amount of your pay has been 
calculated.  It will also show the deductions that have been made and the reasons for 
them, e.g. Income Tax, National Insurance, etc. 

c. Any pay queries that you may have should be raised with the Administrator. 

2. Overpayments 

 If you are overpaid for any reason, the total amount of the overpayment will normally 
be deducted from your next payment but if this would cause hardship, arrangements 
may be made for the overpayment to be recovered over a longer period. 

3. Income Tax and National Insurance 

 At the end of each tax year you will be given a form P60 showing the total pay you 
have received from us during that year and the amount of deductions for Income Tax 
and National Insurance. You should keep these documents in a safe place as you 
may need to produce them for tax purposes.   
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B) LATENESS/ABSENTEEISM 

1. You must attend for work punctually at the specified time(s) and you are required to comply 
strictly with any time recording procedures relating to your work. 

2. All absences must be notified in accordance with the sickness reporting procedures laid down 
in this Employee Handbook. 

3. Lateness or absence may result in disciplinary action and/or loss of appropriate payment. 

D) MATERNITY/PATERNITY LEAVE AND PAY 

 You may be entitled to maternity/paternity leave and pay in accordance with the current 
statutory provisions.  If you (or your partner) become pregnant you should notify both the 
Head of Administration at an early stage so that your entitlements and obligations can be 
explained to you. 

E) PARENTAL LEAVE 

If you are entitled to take parental leave in respect of the current statutory provisions, you 
should discuss your needs with the Head of Administration, who will identify your entitlements 
and look at the proposed leave periods dependent upon your child’s/children’s particular 
circumstances and the operational aspects of the business. 

 
F) TIME OFF FOR DEPENDANTS 

 You may be entitled to take a reasonable amount of unpaid time off during working hours to 
take action that is necessary to provide help to your dependants.  Should this be necessary 
you should discuss your situation with the Head of Administration, who, if appropriate, will 
agree the necessary time off. 

 

 HOLIDAY ENTITLEMENT AND CONDITIONS 
 
A) ANNUAL HOLIDAYS 

1. Your holiday year begins on 1
st
 January and ends on 31

st
 December each year. 

2. It is our policy to give Annual Holidays to teachers in the month of Ramadan.  It is important 
that you to take all of your holiday entitlement in the current holiday year.  We do not permit 
holidays to be carried forward except at the discretion of the Director who will take into 
consideration the circumstances to carry forward holidays within the law. 

B) CONDITIONS APPLYING TO YOUR ANNUAL HOLIDAY ENTITLEMENT 

1. You should complete form HR for all holiday requests and have it signed by the Administrator. 

2. For non teachers: Holiday requests will only be considered if you present them on form HR 
and we will allocate agreed holiday dates on a "first come - first served" basis whilst ensuring 
that operational efficiency and minimum staffing levels are maintained throughout the year. 

3. You should give at least two weeks’ notice of your intention to take holidays and one weeks’ 
notice is required for odd single days. 

4. Your holiday pay will be at your normal basic pay. 

5.  You are entitled to the statutory public holidays and should you be asked to work on these 
              days you will be paid your single rate of pay. 
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 HOLIDAY REQUEST 
Form HR 

 
 
Employee: _______________________________ Dept:  ____________________________ 
 
Holiday Year:  ____________________________ 
        ENTITLEMENT 
           IN CURRENT 
Holiday Entitlement in full  years ________ days                 YEAR _________ days 
 

 
FOR COMPLETION BY EMPLOYEE 

 

 
FOR MANAGEMENT USE ONLY 

 
 

FROM-TO 
 

NUMBER 
OF 

DAYS 

 
SIGNED 

 
HOLIDAY 

APPROVED 

 
HOLIDAY 
REFUSED 

IF APPROVED 

 
DAYS 

TAKEN 

 
DAYS 

STILL DUE 

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

      

 
 

FOR OFFICE USE ONLY 
ABSENCE CARD 
COMPLETED (please tick) 
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 SICKNESS/INJURY PAYMENTS AND CONDITIONS 
 
A) NOTIFICATION OF INCAPACITY FOR WORK 

1. You must notify us by telephone on the first day of incapacity and at the earliest possible 
opportunity by 10.00 am.  Notification should be made personally (or if you are unable to do 
so, then by a relative, neighbour or friend), to the Administrator.  You should try to give some 
indication of your expected return date and notify us as soon as possible if this date changes. 

2. If your incapacity extends to more than seven days you are required to notify us of your 
continued incapacity once a week thereafter, unless otherwise agreed. 

B) EVIDENCE OF INCAPACITY 

1. Doctors’ certificates are not issued for short-term incapacity.  In these cases of incapacity (up 
to and including seven calendar days) you must sign a self-certification absence form on your 
return to work. 

2. If your sickness has been (or you know that it will be) for longer than seven days (whether or 
not they are working days) you should see your doctor and make sure he/she gives you a 
medical certificate and forward this to us without delay.  Subsequently you must supply us 
with consecutive doctors’ medical certificates to cover the whole of your absence. 

C) PAYMENTS 

1. You are entitled to statutory sick pay (SSP) if you are absent because of sickness or injury 
provided you meet the criteria in the current SSP regulations.  When you are absent for four 
or more consecutive days you will be paid SSP by us if you are eligible.  This is treated as 
pay and is subject to normal deductions. 

2. Qualifying days are the only days for which you are entitled to SSP.  These days are normally 
your working days unless otherwise notified to you.  The first three qualifying days of absence 
are waiting days for which SSP is not payable.  Where a second or subsequent period of 
incapacity (of four days or more) occurs within 56 days of a previous period of incapacity, 
waiting days are not served again. 

3. Any contractual sickness/injury payments are shown in your individual Statement of Main 
Terms of Employment. 

4. Any days of contractual sickness/injury payments which qualify for SSP will be offset against 
SSP on a day-to-day basis.  A deduction will be made for any other state benefits received if 
you are excluded or transferred from SSP. 

5. If you are entitled to any payments in excess of SSP and your entitlement expires, full or part 
payment may be allowed at our discretion where it is considered that there are special 
circumstances warranting it. 

6. Where the circumstances of your incapacity are such that you receive or are awarded any 
sum by way of compensation or damages in respect of the incapacity from a third party, then 
any payments which we may have made to you because of the absence (including SSP) shall 
be repaid by you to us up to an amount not exceeding the amount of the compensation or 
damages paid by the third party and up to, but not exceeding, any amount paid by us. 

 
D) RETURN TO WORK 

1. You should notify the Head of Administration as soon as you know on which day you will be 
returning to work, if this differs from a date of return previously notified. 
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 SICKNESS SELF-CERTIFICATION ABSENCE Form SCA 

 
This form should be completed on your return to work following any period of sickness. 
 
If you are returning to work after a period of sickness of more than 7 calendar days a medical 
certificate or certificates should already have been provided to cover the period of absence in 
excess of these first seven days. 
 

 NAME: 
 

 

 

Dates of sickness 
                      FROM                      (Including non-working days)         TO 
 

________________________  am/pm                        ________________________   am/pm 
________________________  day                             ________________________   day  
________________________  date                            ________________________   date  

 

Dates of absence 
                      FROM                                                                                TO 
 

________________________  am/pm                          ________________________   am/pm 
________________________  day                               ________________________   day  
________________________  date                              ________________________   date  

 

Details of sickness or injury 
 
 
 

 

Did you consult a Doctor?  YES/NO.  If YES please give details of: Doctor's name, 
address, date of visit, treatment received and any current treatment.  If NO please state 
why not. 

 
 
 
 
 
 
 
 

Declaration 
 
I certify that I was incapable of work because of my sickness/injury on the dates shown 
above and that this information is true and accurate. 
 
I acknowledge that false information will result in disciplinary action. 
 
I hereby give my employer permission to verify the above information. 
 
 
Signed _________________________      Acknowledged ____________________________ 
(employee)                                                  (for employer) 
 
Date     __________________________ 
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 HEALTH, SAFETY, WELFARE AND HYGIENE 
 
A) SAFETY 

1. You should make yourself familiar with our Health and Safety Policy. 

2. You must not take any action that could threaten the health or safety of yourself, other 
employees, customers or members of the public. 

3. Protective clothing and other equipment which may be issued for your protection because of 
the nature of your job must be worn and used at all appropriate times.  Failure to do so could 
be a contravention of your health and safety responsibilities.  Once issued, this protective 
wear/equipment is your responsibility. 

 
 
 

 GENERAL TERMS OF EMPLOYMENT, INFORMATION AND PROCEDURES 
 
A) CHANGES IN PERSONAL DETAILS 

 You must notify us of any change of name, address, telephone number, etc., so that we can 
maintain accurate information on our records and make contact with you in an emergency, if 
necessary, outside normal working hours. 

B) OTHER EMPLOYMENT 

 If you already have any other employment or are considering any additional employment you 
must notify us so that we can discuss any implications arising from the current working time 
legislation. 

C) TIME OFF 

Circumstances may arise where you need time off for medical/dental appointments, or for 
other reasons.  Where possible, such appointments should be made outside normal working 
hours.  If this is not possible, time off required for these purposes may be granted at the 
discretion of the Administrator. 

 
 
D) EMPLOYEES' PROPERTY 

 We do not accept liability for any loss of, or damage to, property that you bring onto the 
premises.  You are requested not to bring personal items of value onto the premises 

E) PARKING 

 To avoid congestion, all vehicles must be parked only in the designated parking areas if 
available.  No liability is accepted for damage to private vehicles, however it may be caused. 

 
F) TELEPHONE CALLS/MOBILE PHONES 

 Personal telephone calls and the use of mobile phones are not allowed. 

G) BUYING OR SELLING OF GOODS 

 You are not allowed to buy or sell goods on your own behalf on our premises or during your 
working hours. 
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H) COLLECTIONS FROM EMPLOYEES OR PUBLIC 

 Unless specific authorisation is given by the Administrator, no collections of any kind are 
allowed on our premises. 

I) FRIENDS AND RELATIVES CONTACT 

 You should discourage your friends and relatives from either calling on you in person or by 
telephone except in an emergency. 

J) POLICIES 

 All policies must be adhered to by staff. Copies of policies are available from head office.  

 K) RULES FOR TEACHERS 

 In addition to the above teachers must also adhere to the following rules:  

 All teachers must arrive on time, 4.45pm on weekdays and 9.15 am on weekends.  

The syllabus, and books approved by the headteacher are to be used to teach the children. 
No other material is allowed to be use, and you must keep to the schedule of teaching 
provided by the headteahcer.  

Do not bring your own or visiting children to class.  
 
Children in class are not to be left unattended  
 
Please ensure that your class do not make too much noise especially at prayer times. 
 
Please ensure that the children do not touch, lean or write on the walls. 
 
Please ensure that children do not write on the benches. 
 
Please ensure that benches are kept away from the wall. 
 
Please ensure that all children take their belongings with them before leaving class (bag, 
coats etc). 
 
All teachers are responsible for their classroom. Kindly ensure that your class is clean and 
tidy after the children have left. 
 
No food or drink is allowed on the premises. 
 
Please try to avoid sweets and chocolates when rewarding children for good behaviour and 
work. An alternative is dry fruits. 
 
Please do not speak to any parents, if there are any concerns or issues please bring it to the 
attention of the headteacher.  
 
At home time each teacher is responsible for their class. Please ensure that each child goes 
with the correct adult. Teachers are allowed to leave once ALL the children have gone from 
ALL the classes. 
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 DISCIPLINARY  PROCEDURES 
 

A) INTRODUCTION 

1. It is necessary to have a minimum number of rules in the interests of the whole organisation. 

2. The rules set standards of performance and behaviour whilst the procedures are designed to 
help promote fairness and order in the treatment of individuals.  It is our aim that the rules and 
procedures should emphasise and encourage improvement in the conduct of individuals, 
where they are failing to meet the required standards, and not be seen merely as a means of 
punishment.  We reserve the right to amend these rules and procedures where appropriate. 

3. Every effort will be made to ensure that any action taken under this procedure is fair, with you 
being given the opportunity to state your case and appeal against any decision that you 
consider to be unjust. 

B) DISCIPLINARY RULES 

 It is not practicable to specify all disciplinary rules or offences that may result in disciplinary 
action, as they may vary depending on the nature of the work.  In addition to the specific 
examples of unsatisfactory conduct, misconduct and gross misconduct shown in this 
handbook, a breach of other specific conditions, procedures, rules etc. that are contained 
within this handbook or that have otherwise been made known to you, will also result in this 
procedure being used to deal with such matters. 
 

C) RULES COVERING UNSATISFACTORY CONDUCT AND MISCONDUCT 

 (These are examples only and not an exhaustive list.) 

 You will be liable to disciplinary action if you are found to have acted in any of the following 
ways:- 

a. failure to abide by the general health and safety rules and procedures; 

d. persistent absenteeism and/or lateness; 

e. unsatisfactory standards or output of work; 

f. rudeness towards customers, members of the public or other employees, 
objectionable or insulting behaviour, harassment, bullying or bad language; 

g. failure to devote the whole of your time, attention and abilities to our business and its 
affairs during your normal working hours; 

h. unauthorised use of the Internet; 

i. failure to carry out all reasonable instructions or follow our rules and procedures; 

j. unauthorised use or negligent damage or loss of our property; 

k. failure to report immediately any damage to property or premises caused by you; 

 
D) SERIOUS MISCONDUCT 

1. Where one of the unsatisfactory conduct or misconduct rules has been broken and if, upon 
investigation, it is shown to be due to your extreme carelessness or has a serious or 
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substantial effect upon our operation or reputation; you may be issued with a final written 
warning in the first instance. 

2. You may receive a final written warning as the first course of action, if, in an alleged gross 
misconduct disciplinary matter, upon investigation, there is shown to be some level of 
mitigation resulting in it being treated as an offence just short of dismissal. 

E) RULES COVERING GROSS MISCONDUCT 

 Occurrences of gross misconduct are very rare because the penalty is dismissal without 
notice and without any previous warning being issued.  It is not possible to provide an 
exhaustive list of examples of gross misconduct.  However, any behaviour or negligence 
resulting in a fundamental breach of contractual terms that irrevocably destroys the trust and 
confidence necessary to continue the employment relationship will constitute gross 
misconduct.  Examples of offences that will normally be deemed as gross misconduct include 
serious instances of:- 

a. theft or fraud; 

b. physical violence or bullying;  

c. deliberate damage to property; 

d. deliberate acts of unlawful discrimination or harassment;  

e. breach of health and safety rules that endangers the lives of, or may cause serious 
injury to, employees or any other person. 

(The above examples are illustrative and do not form an exhaustive list.) 

F) DISCIPLINARY PROCEDURE 
 
1. Disciplinary action taken against you will be based on the following procedure:- 
 

 
 

OFFENCE 

 
FIRST 
OCCASION 

 
SECOND 
OCCASION 

 
THIRD 
OCCASION 

 
FOURTH 
OCCASION 

 
UNSATISFACTORY 
CONDUCT 

 
Formal verbal 
warning 

 
Written 
warning 

 
Final written 
warning 

 
Dismissal 

 
MISCONDUCT 

 
Written 
warning 

 
Final written 
warning 

 
Dismissal 

 
 

 
SERIOUS 
MISCONDUCT 

 
Final written 
warning 

 
Dismissal 

 
 

 
 

 
GROSS 
MISCONDUCT 

 
Dismissal 
 
 

 
 

 
 

 
 

 
 

 TERMINATION OF EMPLOYMENT 
 
 

A) TERMINATING EMPLOYMENT: 
 
Either party can terminate the contract by giving one month notice prior to the termination 
date of service. 
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       B) TERMINATING EMPLOYMENT WITHOUT GIVING NOTICE 

 If you terminate your employment without giving or working the required period of notice, as 
indicated in your individual statement of main terms of employment, you will have an amount 
equal to any additional cost of covering your duties during the notice period not worked 
deducted from any termination pay due to you.  This is an express written term of your 
contract of employment.  You will also forfeit any contractual accrued holiday pay due to you 
over and above your statutory holiday pay, if you fail to give or work the required period of 
notice. 

      C) RETURN OF OUR PROPERTY 

 On the termination of your employment you must return all of our property which is in your 
possession or for which you have responsibility.  Failure to return such items will result in the 
cost of the items being deducted from any monies outstanding to you.  This is an express 
written term of your contract of employment. 


