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2.  INTRODUCTION 

 

2.1  This Staff Handbook sets out the main policies and procedures that you will need to be aware of while 

working for Best4ecigs. You should familiarise yourself with it and comply with it at all times. Any 

questions you may have with regard to contents of the Handbook or what you have to do to comply 

with it should be referred to your Line Manager or Personnel Manager. 

 

2.2 The policies and procedures set out in this handbook apply to all employees. 

 

2.3  Everyone should ensure that they take the time to read and understand the content of this handbook 

and act in accordance with its aims and objectives. All staff must ensure that they are familiar with and 

comply with its policies and procedures. 
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 3. STAFF UNIFORM & EXPECTED STANDARD OF DRESS 

 

3.1  Please always remember as a person seen by our customers, whenever wearing Company uniform you 

are looked upon as an ambassador of Best4ecigs. Your appearance becomes the first and last thing 

seen by all our customers who judge Best4ecigs on both your appearance and personality in equal 

measure. 

 

3.2  We require everyone to maintain an appropriate smart standard of dress and personal appearance at 

work and to conduct themselves in a professional manner. 

 

3.3  The purpose of our dress code is to establish basic guidelines on appropriate clothing and appearance 

when representing Best4ecigs, so that we:  
 

(a) Promote a positive image and ensure a look of professionalism at all times;  

(b) Respect any religious, racial and gender-specific clothing requirements;  

(c) Take account of any health and safety requirements 

 

3.4 All Retail Staff are provided with a uniform and are required to wear this at all times, when employed 

on site or out on company business. Other members of the company will be required to adhere to a 

smart standard of dress and/or clothing that meets the demands of their job role.  

3.5 Retail staff will be provided with an adequate supply of uniform clothing, so you have enough supply 

for your working week. Periodically new replacement uniforms will be supplied, but it is your 

responsibility to look after your uniform and should your uniform get lost or damaged, it will need to 

be replaced by you. On these occasions the company will be prepared to buy uniform replacements at 

cost price and the cost of same will be deducted directly from payroll. Please be aware for Retail staff 

it is a disciplinary offence to not wear uniform and keep to the smart standard of dress code. The 

shops are the primary point where customers make their first impressions of the Company and this is 

the reason why the standards of dress and appearance are so important. 

3.6  Uniform Protocols are as follows: 

a) Please ensure that you wear your uniforms at all times. 

b) Ensure that you only wear black matching trousers/skirts, shoes (& if needed T-Shirts underneath 

your uniform). 

c) Please do not wear blue or ripped jeans. 

d) Please ensure that your uniforms are kept smart and clean at all times. 

e) Should you wish to purchase any additional items any additional items (which are all at subsidised 

cost prices) please contact your Line Manager. 

f) Hair and beards should always be groomed. 

g) For all staff with an existing piercing, we strongly recommend that they are kept discreet and 

never made bigger. All new employees are recommended to never wear a facial piercing in front 

of customers. 

h) Please remember, uniforms saves us all from having to wear our going out clothes to work and 

makes dressing for work very simple every day. 

i) Anyone at work without their uniform may be asked to return home to get changed. 
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 4.  HOLIDAY ENTITLEMENT 

 

4.1  The company's holiday year runs from 6th April to 5th April each year ("the Holiday Year").  

4.2 At the commencement of your employment or at the start of each Holiday Year you will be provided 

with your holiday entitlement for the year ahead.  

4.3 Employees are provided with a minimum of 5.6 weeks holiday per annum (inclusive of bank holidays).  

4.4 Bank Holidays 
Please note as a growing Retail Company, as most other Retail establishments we will remain open for 

most Bank Holidays during the Year (with the exception of Christmas Day). For Retail Staff bank 

holidays are normally Sunday hours and will incur an overtime premium paid at time and a half. For 

other Administration staff there is no requirement to work Bank Holidays unless you are asked to do 

so by your Line Manager. Should there not be a business need for a shop to be open on a particular 

bank holiday staff will be informed in advance and will not be required to work and the day will simply 

be taken as part of your holiday entitlement. 

 

4.5 Holiday Requests 
Before booking a holiday you need to fill in the Company’s holiday form and include on that form the 

days being requested and the date of return to work. This should be handed to your Line Manager, so 

that adequate cover can be organised. Only when you receive the holiday form back as ‘authorised’ 

should you book your holiday. The Company cannot be held responsible should the employee not 

follow this protocol. 

 
4.6 The company will make every effort to honour the holiday periods requested. If you wish to take more 

than 2 consecutive weeks holiday you would be required to give 6 months’ notice to the Company 

(where reasonably practicable). 

4.7 Please note although holiday requests will be dealt with on an individual first come first served basis, 

the Company will also try to make sure that fairness prevails, especially at times of peak holiday 

periods, for example, parents with school age children etc.  All such cases will be considered on an 

individual basis, if the need arises. You must also have sufficient holiday entitlement available in the 

holiday year.  

4.8 Please note, all employees are required as part of their job to offer flexibility to cover colleagues 

during holiday times. 

4.9 If you leave the Company, you are not usually granted leave during the period of your notice. This will 

be at the discretion of the Company. If this is the case any outstanding holiday would be paid to you in 

your final pay. Likewise, if at the time of leaving, you have taken more holidays than you have accrued, 

any amount overpaid will be recovered from your final payment(s). You hereby consent to such a 

deduction from your pay. If, upon termination of your employment, the amount to be deducted 

exceeds the amount to be paid, you agree to repay the outstanding amount within 4 weeks of your 

employment terminating.  

4.10 If during the period of a holiday you are incapacitated through sickness or injury, you will not be 

entitled to additional days of holiday for the period of such incapacity. If you want to cancel a holiday 

please use the Holiday Cancellation Form as an appendix to this document and return to your Line 

Manager ASAP. 
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 4.11 Holiday entitlement will differ for staff members who work different number of days a week. At the 

start of every holiday year, Payroll will supply you with a copy of your holiday request forms for the 

year ahead and also your individual holiday entitlement. If your employment with the Company 

commences part way through a year, your holiday entitlement will be calculated pro-rata. 
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 5. SICKNESS & ABSENCE POLICY  

5.1 This policy sets out our procedures for reporting sickness absence and for the management of sickness 

absence in a fair and consistent way. It is important that all employees disclose any existing health 

problems with the Company at the interview stage. This is important to ensure that the employee is 

not suffering with symptoms that may prevent them from undertaking their job to the existing 

company rules and can allow the Company to make any adjustments possible to assist the employee if 

practicable and possible. The Company does not offer paid Sick Leave, however Statutory Sick Pay may 

apply (see below details). 

5.2 Sickness absence reporting procedure  

 

If you cannot attend work because you are ill or injured you should telephone your line manager as 

early as possible and no later than one hour before the start of your shift, on each day of absence. 

Only in exceptional circumstances should someone do this on your behalf. The following details should 

be provided:  

(a) The nature of your illness;  

(b) The expected length of your absence from work;  

(c) Daily updates 

(c) Any outstanding or urgent work that requires attention (in your absence).  

5.3 Evidence of incapacity 

a) For sickness absence of up to 7 calendar days you must complete a self-certification form. This 
must be completed upon your return to work and given to your line manager.  

b) For absence of more than 7 days you must obtain a ‘fit note’ certificate from your GP stating that 

you are not fit for work and the reason(s) why. This should be forwarded to your Line Manager as 

soon as possible. If your absence continues, further medical certificates must be provided to cover 

the whole period of absence.  

c) If your doctor provides a certificate stating that you "may be fit for work" you should inform your 

Line Manager immediately. We will discuss with you any additional measures that may need to be 

taken in order to facilitate your return to work, taking account of your doctor's advice. This may 

take place at a return to work interview (detailed below). If appropriate measures cannot be 

taken, you will remain on sick leave and we will set a date to review the situation.  

d) Where we are concerned about the reason or frequency of your absence, we may require a 

medical certificate for each absence regardless of duration.  

5.4 Unauthorised absence  

a) Cases of unauthorised absence will be dealt with under our Disciplinary Procedure.  

b) Absence that has not been notified according to the sickness absence reporting procedure will be 

treated as unauthorised absence. 

5.5 Keeping in contact during sickness absence 

If you are absent on sick leave you should expect to be contacted from time to time by your line 

manager in order to discuss your wellbeing, expected length of continued absence from work and any 

of your work that requires attention. Such contact is intended to provide reassurance and will be kept 

to a reasonable minimum.  
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 5.6 Medical examinations 

a)  We may, at any time in operating this policy, ask you to consent to a medical examination by a 

doctor nominated by us (at our expense) for example, to get a better understanding of the timescales 

for your recovery.  

 

b) You will be asked to agree that any report produced in connection with any such examination may 

be disclosed to us and that we may discuss the contents of the report with our advisers and the 

relevant doctor.  

5.7 Return-to-work interviews 

a) Where you have been absent on sick leave we will arrange for you to have a return-to-work 

interview with your line manager or Personnel Manager. 

b) If you are absent from work you are entitled to Statutory Sick Pay (SSP) provided the relevant 

requirements are satisfied. Qualifying days for SSP purposes are Monday to Friday. 

5.8 Statutory Sick Pay (SSP) 

a) The current weekly rate of SSP is £88.48 

To qualify for SSP employees must: 

 

- Have an employment contract 

- Have been sick for 4 or more days in a row (including any non-working days) – known asa ‘period 

of incapacity for work’ 

- Earn at least £112 a week 

- Give the Company the correct notice (as above) 

- Give proof of your illness after 7 days 

b)  Your period of incapacity for work is not interrupted if you take annual leave during this time. 

Exceptions: 
 

You do not qualify for SSP if you: 

 

- Have received the maximum amount of SSP (eg. 28 weeks). 

- Are getting SMP (Statutory Maternity Pay) or Maternity Allowance  

- Are off work for a pregnancy-related illness in the 4 weeks before the week that the baby is due 

(Sunday to Saturday) 

- Were in custody or on strike on the first day of sickness  

- Received Employment Support Allowance within 12 weeks of starting or returning to work. 

c) Linked Periods of Sickness 

If you have regular periods of sickness absence they may be classed as ‘linked’. To be linked the 

periods must: 

- Qualify for SSP by lasting 4 or more days each 

- Be 8 weeks apart or less 

You are no longer eligible for SSP if you have a continuous series of linked periods that last more than 

3 years. 



 

8
 If you do not qualify for SSP, the company can provide you with Form SSP1 and you can apply for 

Employment and Support Allowance (ESA) instead. Please contact your Line Manager or Payroll for 

further details. 
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 6.  ANTI-HARASSMENT AND BULLYING POLICY  

 

6.1  The purpose of this policy is to ensure that all staff are treated and treat others with dignity and 

respect, free from harassment and bullying. All staff should ensure they understand what types of 

behaviour are unacceptable under this policy. 

 

6.2  This policy covers harassment or bullying which occurs both in and out of the workplace, such as on 

business trips or at events or work-related social functions. It covers bullying and harassment by staff 

and also by third parties such as customers or visitors to our premises.  

 

6.3  Staff must treat colleagues and others with dignity and respect, and should always consider whether 

their words or conduct could be offensive. Even unintentional harassment or bullying is unacceptable.  

 

6.4  We will take allegations of harassment or bullying seriously and address them promptly and 

confidentially where possible. Harassment or bullying by an employee will be treated as misconduct 

under our Disciplinary Procedure. In some cases it may amount to gross misconduct leading to 

summary dismissal.  

 

What the law says  

 

6.5  The Equality Act 2010 prohibits harassment related to age, disability, gender reassignment, marital or 

civil partner status, pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion 

or belief, sex or sexual orientation. For more information see our Equal Opportunities Policy.  

 

6.6  The Protection from Harassment Act 1997 also makes it unlawful to pursue a course of conduct which 

you know or ought to know would be harassment, which includes causing someone alarm or distress.  

 

6.7  Under the Health and Safety at Work Act 1974, staff are entitled to a safe place and system of work.  

 

6.8  Individual members of staff may in some cases be legally liable for harassment of colleagues or third 

parties including customers, and may be ordered to pay compensation by a court or Employment 

Tribunal.  

 

What is harassment?  

 

6.9  Harassment is any unwanted physical, verbal or non-verbal conduct which has the purpose or effect of 

violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive 

environment for them. A single incident can amount to harassment.  

 

6.10  It also includes treating someone less favourably because they have submitted or refused to submit to 

such behaviour in the past.  

 

6.11  Unlawful harassment may involve conduct of a sexual nature (sexual harassment), or it may be related 

to age, disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race, 

colour, nationality, ethnic or national origin, religion or belief, sex or sexual orientation. Harassment is 

unacceptable even if it does not fall within any of these categories.  
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 What is bullying?  

 

6.12 Bullying is offensive, intimidating, malicious or insulting behaviour involving the misuse of power that 

can make a person feel vulnerable, upset, humiliated, undermined or threatened. Power does not 

always mean being in a position of authority, but can include both personal strength and the power to 

coerce through fear or intimidation.  

 

6.13 Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may include, by way of 

example:  

 

(a) Shouting at, being sarcastic towards, ridiculing or demeaning others;  

(b) Physical or psychological threats;  

(c) Overbearing and intimidating levels of supervision;  

(d) Inappropriate and derogatory remarks about someone's performance; or  

(e) Deliberately excluding someone without good reason.  

 

6.14 Legitimate, reasonable and constructive criticism of a worker's performance or behaviour, or 

reasonable instructions given to workers in the course of their employment, will not amount to 

bullying on their own.  

 

6.15 Staff should disclose any instances of harassment or bullying of which they become aware to the 

Personnel Manager or your line manager. 

 

Informal steps  

 

6.16 If you are being bullied or harassed, you should initially consider raising the problem informally with 

the person responsible, if you feel able. You should explain clearly to them that their behaviour is not 

welcome or makes you uncomfortable. If this is too difficult or embarrassing, you should speak to your 

line manager, who can provide confidential advice and assistance in resolving the issue formally or 

informally.  

 

6.17 If you are not certain whether an incident or series of incidents amount to bullying or harassment, you 

should initially contact your line manager informally for confidential advice. If informal steps have not 

been successful or are not possible or appropriate, you should follow the formal procedure set out 

below.  

 

Formal Complaint & Investigation  

 

6.18 If you wish to make a formal complaint about bullying or harassment, you should submit it in writing 

to your Personnel Manager, whose role is to investigate the matter in a timely and confidential 

manner, meet with you and those concerned and ultimately prepare a report of the findings for 

consideration by the Managing Director. You will then receive confirmation of the outcome in 

writing. The overall aim is to achieve a solution wherever possible and to respect the confidentiality 

of all concerned.  

 

6.19 Your written complaint should set out full details of the conduct in question, including the name of 

the harasser or bully, the nature of the harassment or bullying, the date(s) and time(s) at which it 

occurred, the names of any witnesses and any action that has been taken so far to attempt to stop it 

from occurring.  
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 Appeals  

 

6.20 If you are not satisfied with the outcome you may appeal in writing to the Managing Director, stating 

your full grounds of appeal, within one week of the date on which the decision was sent or given to 

you.  

 

6.21 We will hold an appeal meeting, normally within one week of receiving your written appeal. This will 

be dealt with by a more senior manager who has not previously been involved in the case (although 

they may ask anyone previously involved to be present). You may bring a colleague to the meeting. 

 

6.22 We will confirm our final decision in writing, usually within one week of the appeal hearing. This is 

the end of the procedure and there is no further appeal.  

 

Confidentiality and data protection  

 

6.23 Confidentiality is an important part of the procedures provided under this policy. Everyone involved 

in the operation of the policy, whether making a complaint or involved in any investigation, is 

responsible for observing the high level of confidentiality that is required. Details of the investigation 

and the names of the person making the complaint and the person accused must only be disclosed 

on a "need to know" basis.  

 

6.24 Information about a complaint by or about an employee will be placed on the employee's personnel 

file, along with a record of the outcome and of any notes or other documents compiled during the 

process.  

 

6.25 Breach of confidentiality may give rise to disciplinary action under our Disciplinary Procedure. 
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 7 HEALTH & SAFETY POLICY 

7.1  It is our aim to prevent accidents and cases of work-related ill health, as well as to provide adequate 

control of health and safety risks arising from work activities. We will achieve this by undertaking 

relevant risk assessments and ensuring action required to remove/control risks will be carried out. We 

will check that the implemented actions have removed/reduced the risks and will report the findings of 

the risk assessments to all relevant employees. We will review assessments annually or when the work 

activity changes, whichever is soonest.  

 

7.2  It is the responsibility of all employees to keep their working areas tidy and risk free from any accidents 

which can occur. Including but not limited to the following: 

 

a) Co-operating with people who are responsible for health and safety.  

b) Using safety equipment when it is necessary.  

c) Taking care of their own health and safety as well as their employees.  

d) Reporting health and safety concerns to the Personnel department. 
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 8.  CONFIDENTIAL REPORTING 

 

8.1  Any employee who becomes aware or thinks that they have become aware of any deficiencies in any 

part of the business, or breaches of any Company policies or procedures, or any other impropriety 

must report the matter to the Personnel Manager, line manager or another Senior Manager. 

 

8.2  There are certain kinds of disclosures that are known as qualifying disclosures. Qualifying are 

disclosures are disclosures of information which you may reasonably believe tend to show one or 

more of the following matters is either happening now or took place in the past, or is likely to happen 

in the future: 

 

a) A criminal offence 

b) The breach of a legal obligation 

c) A miscarriage of justice 

d) A danger to the health or safety of any individual 

e) Damage to the environment 

f) Deliberate covering up of information tending to show any of the above five matters. 

 

You should note that in making a disclosure you must have a reasonable belief that the information 

disclosed tends to show one or more of the offences or breaches listed above. The belief need not be 

correct. It might be discovered subsequently that you were in fact wrong, but you must show that 

you held the belief, and that it was a reasonable belief in the circumstances at the time of disclosure. 

There is a need for you to act in good faith. 

 

8.3  Any such disclosure that you give will be treated with confidentiality, and the Company will take 

necessary steps to ensure that you do not suffer any detriment as a result. 
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 9.  DISCIPLINARY RULES  

 

9.1  These Disciplinary Rules should be read in conjunction with our Disciplinary Procedure. The aim of the 

Disciplinary Rules and Disciplinary Procedure is to set out the standards of conduct expected of all 

staff. 

 

9.2  It is our policy to ensure that any disciplinary matter is dealt with fairly and in accordance with the 

Disciplinary Procedure.  

 

9.3  If you are in any doubt as to your responsibilities or the standards of conduct expected you should 

speak to your line manager or the Personnel Manager.  

 

Rules of Conduct  

 

9.4  While working for us you should at all times maintain professional and responsible standards of 

conduct. In particular you should:  

 

(a) Observe the terms and conditions of your contract;  

(b) Ensure that you understand and observe all our policies, procedures and regulations which are 

included in this Staff Handbook; 

(c) Take reasonable care in respect of the health and safety of colleagues;  

(d) Comply with all reasonable instructions given by managers; and  

(e) Act at all times in good faith and in the best interests of the company, its customers and staff.  

 

9.5  Failure to maintain satisfactory standards of conduct may result in action being taken under our 

Disciplinary Procedure.  

 

Misconduct  

 

9.6  The following are examples of matters that will normally be regarded as misconduct and will be dealt 

with under our Disciplinary Procedure:  

 

(a) Minor breaches of our policies;  

(b) Minor breaches of your contract;  

(c) Damage to, or unauthorised use of, our property;  

(d) Poor timekeeping;  

(e) Time wasting;  

(f) Refusal to follow instructions;  

(g) Excessive use of our telephones for personal calls;  

(h) Excessive personal e-mail or internet usage;  

(i) Obscene language or other offensive behaviour;  

(j) Negligence in the performance of your duties, as highlighted in your Job Description. 
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 Gross misconduct  

 

9.7  Gross misconduct is a serious breach of contract and includes misconduct which, in our opinion, is 

likely to prejudice our business or reputation or irreparably damage the working relationship and 

trust between employer and employee. Gross misconduct will be dealt with under our Disciplinary 

Procedure and may lead to dismissal without notice or pay in lieu of notice (summary dismissal).  

 

9.8  The following are examples of matters that are normally regarded as gross misconduct. This list is 

intended as a guide and is not exhaustive:  

 

(a)  Theft or fraud;  

(b)  Physical or threatened violence or bullying;  

(c)  Deliberate and serious damage to property and/or  

(d)  Serious misuse of our property or name;  

(e)  Repeated or serious failure to obey instructions, or any other serious act of insubordination;  

(f)  Unauthorised absence from work;  

(g)  Inability to account for your whereabouts for the duration of your working day;  

(h)  Incorrect use or abuse of allotted rest breaks (including taking excessive rest breaks during 

working hours);  

(i)  Unlawful discrimination or harassment;  

(j)  Bringing the organisation into serious disrepute;  

(k)  Being under the influence of, or being found in possession of alcohol, illegal drugs or other 

substances during working hours;  

(l)  Causing loss, damage or injury through serious negligence;  

(m)  Serious or repeated breach of health and safety rules;  

(n)  Failure to report an accident at work or accident in a company vehicle;  

(o)  Unauthorised use or disclosure of confidential information or failure to ensure that 

confidential information in your possession is kept secure;  

(p)  Acceptance of bribes or other secret payments;  

(q)  Conviction for a criminal offence that in our opinion may affect our reputation or our 

relationships with our staff, customers or the public, or otherwise affects your suitability to 

continue to work for us (including drink driving and speeding offences);  

(r)  Serious neglect of duties, or a serious or deliberate breach of your contract, our policy and 

procedures or our operating procedures. 

(s)  Knowing breach of statutory rules affecting your work;  

(t)  Any breach of our Equal Opportunities Policy or our Anti-harassment and Bullying Policy;  

(u)  Refusal to disclose any of the information required by your employment or any other 

information that may have a bearing on the performance of your duties;  

(v)  Knowingly taking parental, paternity or adoption leave when not eligible to do so or for a 

purpose other than supporting a child;  

(w)  Victimising a colleague who has raised concerns, made a complaint or given evidence 

information under any of our policies;  

(x)  Undertaking unauthorised paid or unpaid employment during your working hours;  

(y)  Unauthorised entry into an area of the premises to which access is prohibited.  
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 10. Conflict of Interest  

10.1 All persons employed by the Company owe a duty of loyalty to the Company. Employees must never 

place themselves in a position where their self-interest may conflict with this duty. 

10.2 Any employee who breaches this policy is subject to disciplinary action. 

Code of Conduct 

10.3 All employees of the Company are expected to comply with the following Code of Conduct: 

Duty of Loyalty 

10.4 Employees owe a duty of loyalty to the Company. Employees are expected to perform their duties on 

behalf of the Company faithfully, diligently and to the best of their abilities. 

Conflict of Interest 

10.5 Employees must never allow themselves to be placed in a position where their personal interests are 

in conflict (or could be in conflict) with the interests or business of the Company. 

10.6 Employees must avoid any situation or activity that compromises, or may compromise, their 

judgement or ability to act in the best interest of the Company. 

Disclosure of Potential Conflicts 

10.7 Employees must promptly disclose to the Company material information regarding any relationship, 

ownership or business interest (other than non-controlling investments in publicly-traded corporations), 

whether direct or indirect, that the employee or a member of his/her immediate family has with any person, 

or in any business or enterprise, that: 

competes with the Company; or 

purchases or sells, or seeks to purchase or sell, goods or services to or from the Company. 

 

Protective Steps 

10.8 Upon disclosure of the information described above, the Company will take appropriate steps to 

protect against any actual or potential conflict of interest. Such steps may include: 

requiring the employee to refrain from being involved in any decisions made by the Company regarding its 
dealings with such person, business or enterprise; or 

requiring the employee to refrain from being involved in any dealings on behalf of the Company with such 
person, business or enterprise; or 

requiring the employee to dispose of his/her interest in such business or enterprise if he/she wishes to remain 
in the Company’s employ. 
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 Harm to Business or Reputation 

10.9 Employees must refrain from engaging in conduct that could adversely affect the Company’s business 

or reputation. Such conduct includes, but is not limited to: 

Publicly criticizing the Company, its management or its employees; or 

Engaging in criminal conduct or other behaviour that could harm the Company’s business or reputation. 

Reselling products to customers or potential customers that conflict with the products already sold by The 
Company. 

Promoting other brands and products that the Company does not sell. 

 

Gifts or 'Kickbacks' 

10.10 Employees must never accept any 'kickbacks', loans, gifts or personal payments of any kind, from any 

person or business that: 

competes with the Company; or 

purchases or sells, or seeks to purchase or sell, goods or services to, or from, the Company. 

 

Company Funds and Property 

10.11 Employees must be conscientious and scrupulous in their handling of funds and property belonging to 

the Company, and must always avoid any form of financial impropriety. 

10.12 Employees must not use, or permit the use of, Company property or resources for anything other than 

approved Company business or activities. Examples of unauthorized use would include using Company 

computers or photocopiers for personal purposes. 

Confidential Information 

10.13 Confidential information (printed, electronic or otherwise) relating to the Company’s past, present, 

future and contemplated assets, operations, products or services, industrial designs, inventions, production 

methods, marketing strategies and objectives, personnel, facilities, equipment, finances, pricing, interest rates, 

sales, customers, routines, policies, and business procedures must never be disclosed to anyone outside the 

Company’s organization, without the Company’s express written authorisation. 

Outside Employment or Business Activity 

10.14 During working hours, employees are expected to devote their full time and attention to the business 

and the affairs of the Company. 

10.15 If an employee wishes to engage in employment or business activity outside his/her employment with 

the Company, the employee must first disclose to the Company the nature and extent of the proposed 

employment or business activity, and obtain the Company’s written approval. Approval will only be withheld if 

the Company reasonably determines that the employee’s proposed outside employment or business activity 

could conflict or compete with the interests of the Company, or could negatively affect the employee's job 

performance or attendance. 
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 11.  DISCIPLINARY PROCEDURE  

 

11.1  It is our policy to ensure that any disciplinary matter is dealt with fairly and that steps are taken to 

establish the facts and to give employees the opportunity to respond before taking any formal action.  

 

11.2  Minor conduct issues can often be resolved informally between you and your line manager, at which 

point a verbal warning may be given. These discussions should be held in private and without undue 

delay whenever there is cause for concern. Where appropriate, a note of any such informal discussions 

may be placed on your personnel file but will be ignored for the purposes of any future disciplinary 

hearings.  

 

11.3  You will not normally be dismissed for a first act of misconduct, unless we decide it amounts to gross 

misconduct.  

 

Confidentiality  

 

11.4  Our aim is to deal with disciplinary matters sensitively and with due respect for the privacy of any 

individuals involved. All employees must treat as confidential any information communicated to them in 

connection with an investigation or disciplinary matter.  

 

11.5  You, and anyone accompanying you (including witnesses), must not make electronic recordings of any 

meetings or hearings conducted under this procedure.  

 

Investigations  

 

11.6  The purpose of an investigation is for us to establish a fair and balanced view of the facts relating to any 

disciplinary allegations against you, before deciding whether to proceed with a disciplinary hearing. The 

amount of investigation required will depend on the nature of the allegations and will vary from case to 

case. It may involve interviewing and taking statements from you and any witnesses, and/or reviewing 

relevant documents.  

 

11.7  Investigative interviews are solely for the purpose of fact-finding and no decision on disciplinary action 

will be taken until after a disciplinary hearing has been held.  

 

11.8  You must co-operate fully and promptly in any investigation. This will include informing us of the names 

of any relevant witnesses, disclosing any relevant documents to us and attending investigative 

interviews if required.  

 

Suspension  

 

11.9  In some circumstances we may need to suspend you from work. The suspension will be for no longer 

than is necessary to investigate the allegations and we will confirm the arrangements to you in writing. 

While suspended you should not visit our premises or contact any of our customers, or staff, unless you 

have been authorised to do so by your line manager/Personnel Manager.  

11.10  Suspension of this kind is not a disciplinary penalty and does not imply that any decision has already 

been made about the allegations. You will continue to receive your full basic salary and benefits during 

the period of suspension.  
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 Notification of a hearing  

 

11.11  Following any investigation, if we consider there are grounds for disciplinary action, you will be required 

to attend a disciplinary hearing. We will inform you in writing of the allegations against you, the basis for 

those allegations, and what the likely range of consequences will be if we decide after the hearing that 

the allegations are true. We will also include the following where appropriate:  

 

(a)  A summary of relevant information gathered during the investigation;  

(b)  A copy of any relevant documents which will be used at the disciplinary hearing; and  

(c)  A copy of any relevant witness statements, except where a witness's identity is to be kept 

confidential, in which case we will give you as much information as possible while maintaining 

confidentiality.  

 

11.12  We will give you written notice of the date, time and place of the disciplinary hearing. The hearing will 

be held as soon as reasonably practicable, but you will be given a reasonable amount of time, usually 

two days, to prepare your case based on the information we have given you.  

 

The right to be accompanied  

 

11.13  You may bring a companion to any disciplinary hearing or appeal hearing under this procedure. The 

companion may be a colleague. You must tell the Personnel Manager who your chosen companion is, in 

good time before the hearing. 

 

11.14  If your choice of companion is unreasonable we may require you to choose someone else if, for 

example, in our opinion your companion may have a conflict of interest or may prejudice the hearing.  

 

Procedure at disciplinary hearings  

 

11.15  You must make every effort to attend the hearing, and failure to attend without good reason may be 

treated as misconduct in itself. If you fail to attend without good reason, or are persistently unable to do 

so (for example for health reasons), we may have to take a decision based on the available evidence.  

 

11.16  The hearing will usually be chaired by your line manager. The Personnel Manager may also be present.  

 

11.17  At the disciplinary hearing we will go through the allegations against you and the evidence that has been 

gathered. You will be able to respond and present any evidence of your own. Your companion may 

make representations to us and ask questions, but should not answer questions on your behalf. You 

may confer privately with your companion at any time during the hearing.  

11.18  We will inform you in writing of our decision and our reasons for it, usually within one week of the 

disciplinary hearing. Where possible we will also explain this information to you in person.  

 

Disciplinary penalties  

 

11.19  The usual penalties for misconduct are set out below. No penalty other than a verbal warning may be 

imposed without a hearing. We aim to treat all employees fairly and consistently, and a penalty imposed 

on another employee for similar misconduct will usually be taken into account but should not be treated 

as a precedent. Each case will be assessed on its own merits.  

 



 

2
0

 11.20  Stage 1 - First written warning. A first written warning (which will remain active on your personnel file 

for 6 months) will usually be appropriate for a first act of misconduct where there are no other active 

written warnings on your disciplinary record or where a verbal warning for misconduct has already been 

given.  

 

11.21  Stage 2 - Final written warning. A final written warning (which will remain active on your personnel file 

for 12 months) will usually be appropriate for:  

(a) Misconduct where there is already an active written warning on your record; or  

(b) Misconduct that we consider sufficiently serious to warrant a final written warning even though 

there are no other active warnings on your record.  

 

11.22  Stage 3 - Dismissal. Dismissal will usually only be appropriate for:  

(a) Any misconduct during your probationary period;  

(b) Further misconduct where there is an active final written warning on your record; or  

(c) Any gross misconduct regardless of whether there are active warnings on your record. Gross 

misconduct may result in immediate dismissal without notice or payment in lieu of notice (summary 

dismissal).  

 

11.23  Alternatives to dismissal. In some cases we may at our discretion consider alternatives to dismissal 

which will usually be accompanied by a final written warning. Examples include:  

(a) Demotion;  

(b) Transfer to another department or job;  

(c) A period of suspension without pay;  

(d) Loss of seniority;  

(e) Reduction in pay;  

(f) Loss of future pay increment or bonus; and/or  

(g) Loss of overtime.  

 

Appeals against disciplinary action  

 

11.24  If you feel that a decision about a disciplinary sanction under this procedure is wrong or unjust you 

should appeal in writing, stating your full grounds of appeal, to the Managing Director within one week 

of the date on which you were informed in writing of the decision.  

 

11.25  If you raise any new matters in your appeal, we may need to carry out further investigation. If any new 

information comes to light we will provide you with a summary including, where appropriate, copies of 

additional relevant documents and witness statements. You will have a reasonable opportunity to 

consider this information before the hearing.  

 

11.26  We will give you written notice of the date, time and place of the appeal hearing. This will normally be 

two to seven days after you receive the written notice. You will also be told who shall conduct the 

appeal hearing.  

 

11.27  Where possible, the appeal hearing will be conducted by a more senior manager who has not been 

previously involved in the case. The Legal Officer may also be present. You may bring a companion with 

you to the appeal hearing (see paragraph 15.13 to paragraph 15.14).  

 

11.28  Following the appeal hearing we may:  
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(a) Confirm the original decision;  

(b) Revoke the original decision; or  

(c) Substitute a different penalty.  

 

11.29  We will inform you in writing of our final decision as soon as possible, usually within one week of the 

appeal hearing. Where possible we will also explain this to you in person. There will be no further right 

of appeal.  
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 12.  GRIEVANCE PROCEDURE  

12.1  Most grievances can be resolved quickly and informally through discussion with your line manager. If 

this does not resolve the problem you should initiate the formal procedure below reasonably promptly.  

 

Step 1: Written Grievance  

12.2  You should put your grievance in writing and submit it to your line manager. If your grievance concerns 

your line manager you may submit it to the Personnel Manager.  

 

12.3  The written grievance should set out the nature of the complaint, including any relevant facts, dates, 

and names of individuals involved so that we can investigate it. It is also important for the grievance to 

state what objectives you may have in raising the grievance.  

 

Step 2: Meeting  

 

12.4  We will arrange a grievance meeting, normally within one week of receiving your written grievance. You 

should make every effort to attend.  

 

12.5  You may bring a companion to the grievance meeting if you make a reasonable request in advance and 

tell us the name of your chosen companion. The companion should be a colleague.  

 

12.6  If you or your companion cannot attend at the time specified you should let us know as soon as possible 

and we will try, within reason, to agree an alternative time.  

 

12.7  We will write to you, usually within one week of the last grievance meeting, to confirm our decision and 

notify of you of any further action that we intend to take to resolve the grievance. We will also advise 

you of your right of appeal.  

 

Step 3: Appeals  

 

12.8  If the grievance has not been resolved to your satisfaction you may appeal in writing to the Managing 

Director, stating your full grounds of appeal, within one week of the date on which the decision was sent 

or given to you.  

 

12.9  We will hold an appeal meeting, normally within two weeks of receiving the appeal. This will be dealt 

with impartially by a more senior manager who has not previously been involved in the case. You will 

have a right to bring a companion (see paragraph 16.5).  

 

12.10  We will confirm our final decision in writing, usually within one week of the appeal hearing. There is no 

further right of appeal. 
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 13.  EQUAL OPPORTUNITIES POLICY  

 

13.1  We are committed to promoting equality of opportunity for all staff and job applicants. We aim to 

create a working environment in which all individuals are able to make best use of their skills, free from 

discrimination or harassment, and in which all decisions are based on merit.  

 

13.2  We do not discriminate against staff on the basis of age, disability, gender reassignment, marital or civil 

partner status, pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or 

belief, sex or sexual orientation (protected characteristics).  

 

13.3  The principles of non-discrimination and equality of opportunity also apply to the way in which staff 

treat visitors, customers, and former staff members.  

 

13.4  All staff have a duty to act in accordance with this policy and treat colleagues with dignity at all times, 

and not to discriminate against or harass other members of staff, regardless of their status.  

 

13.5  This policy applies to all aspects of our relationship with staff and to relations between staff members at 

all levels.  

 

Forms of discrimination  

 

13.6  Discrimination by or against an employee is generally prohibited unless there is a specific legal 

exemption. Discrimination may be direct or indirect and it may occur intentionally or unintentionally.  

 

13.7  Direct discrimination occurs where someone is treated less favourably because of one or more of the 

protected characteristics set out above. For example, rejecting an applicant on the grounds of their race 

because they would not "fit in" would be direct discrimination.  

 

13.8  Indirect discrimination occurs where someone is disadvantaged by an unjustified provision, criterion or 

practice that also puts other people with the same protected characteristic at a particular disadvantage.  

 

13.9  Harassment related to any of the protected characteristics is prohibited. Harassment is unwanted 

conduct that has the purpose or effect of violating someone's dignity, or creating an intimidating, 

hostile, humiliating or offensive environment for them.  

 

13.10  Victimisation is also prohibited. This is less favourable treatment of someone who has complained or 

given information about discrimination or harassment, or supported someone else's complaint. 
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 14.  DRUGS AND ALCOHOL POLICY  

 

14.1  We are committed to providing a safe, healthy and productive working environment for all our staff, 

customers and visitors. This includes ensuring that all staff are fit to carry out their jobs safely and 

effectively in a working environment which is free from alcohol and drug misuse.  

 

14.2  This policy is principally intended to deal with alcohol and drug problems which, in the context of this 

policy are any drinking or taking of drugs, whether intermittent or continual, which interferes with work 

performance in relation to attendance, efficiency, productivity or safety. You will be deemed to be 

under the influence of alcohol or drugs where that is the reasonable opinion of a Manager.  

 

14.3  You should not drink alcohol during the normal working day, at lunchtime, at other official breaks and at 

official work-based meetings and events, unless with the prior authorisation of the Managing Director. 

Drinking alcohol while at work without authorisation or working under the influence of alcohol may be 

considered serious misconduct.  

 

14.4  Where the consumption of alcohol has been authorised at work-related functions or social events, we 

expect you to demonstrate responsible behaviour and to act in a way that will not have a detrimental 

effect on our reputation. If you represent us at external events where alcohol is served, you are 

considered to be "at work" regardless of whether you do so outside normal working hours. 

Consequently, we will expect you to remain professional and fit for work at all times. Managers should 

act to prevent excessive consumption of alcohol by any member of staff and should take steps to deal 

with any unacceptable conduct that occurs at such functions. Any such behaviour may lead to 

disciplinary action.  

 

14.5  We expect all our staff to comply with the drink-driving legislation at all times. Our reputation will be 

damaged if you are convicted of a drink-driving.  

 

Confidentiality  

 

14.6 We aim to ensure that the confidentiality of any member of staff experiencing alcohol or drug-related 

problems is maintained appropriately by managers, supervisors and, where it is necessary to inform 

them, colleagues. However, it needs to be recognised that, in supporting staff, some degree of 

information sharing is likely to be necessary.  

 

14.7 If you seek help with an alcohol or drug-related problem without the knowledge of your manager the 

matter will be treated confidentially unless maintaining confidentiality could put you, your colleagues or 

anyone else at risk.  

 

Performance and disciplinary issues  

 

14.8 If, having acknowledged an alcohol or drug related problem, you undertake treatment and/or 

rehabilitation, any related performance or disciplinary action may be suspended pending the outcome 

of the treatment.  
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 14.9 Our intention is to support all staff with alcohol or drug related problems to regain good health. 

Depending on the progress made on the course of treatment, any disciplinary action may be suspended 

for a specified period, discontinued or continued. 

 

14.10  Employees found to be under the influence of alcohol whilst at work can expect disciplinary action 

which may lead to dismissal. 

 

14.11  Employees found to be under the influence of or in the possession of illegal drugs whilst at work can 

expect disciplinary action which may lead to dismissal. 

 

14.12 Should it be found that your work and or performance at work is being affected by use of alcohol or 

drugs, you can expect disciplinary action which may lead to dismissal. 
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 15.  Employee Discounts & Staff Shop Policy 

Personal Benefits 

15.1 All staff at Best4ecigs are entitled to receive 30% Discount off products we sell after one month of 

employment at Best4ecigs. Clearance products (which are already heavily discounted) will attract a 

discount of 10% only. There may also be some products of higher value that will attract a lower discount 

of which you will be advised.  

 

15.2 The Company will always strive to provide its employees with the best possible discounts, but please be 

aware discounts provided to staff may change from time to time, taking account of fluctuating product 

landing costs. 

15.3 Employee discounts are restricted for personal use only and not to be purchased for others. If found to 

be doing this disciplinary action may be imposed. 

15.4 When you are purchasing any e-cigarette product for yourself, please always get another member of 

staff to process the sale for you, and write on the receipt, staff sale & your name, so it can be verified by 

our accountant. 

 

15.5 If you are working on your own, please ring Head Office to get the purchase/s authorised. Mark on 

receipt who from Head office has authorised the purchase/s. 

 

15.6 Please note stock and demo items in the shop are property of the shop only. Regarding the tester board 

filling up liquid. Please note that you need to regard this as shop stock and the e-liquid is only to be used 

for filling up clearomizer's on the tester boards.Please note that under no circumstances can we fill our 

own clearomizer's with tester board liquid. 
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 16.  OTHER DISCOUNTS 

Emergency Services Discount 

 

16.1 Best4ecigs offer a 10% discount for all Emergency Services personnel, Doctors, nurses, fire service 

personnel, police etc. Should a member of the Emergency Services come into store and they are not 

already on the discount, please contact Head Office so that their discount can be awarded. Proof of their 

employment will be required, whether it be uniform/employment swipe cards etc. 

 

Multibuy Discounts 

 

16.2 At Best4ecigs we try to offer the keenest prices we can for our products and as well as competitive RRP’s 

we also offer multibuy’s on many of our products, including eliquids and coils.  

Please be aware of this when offering products/advising customers. 

 

Family and Friends 

 

16.3 We offer Family and Friends 10% discount cards, which includes 10% off our already heavily 

discounted clearance ranges. 
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 17.  BEST4ECIGS ‘NO NAME’ POLICY 

 

17.1  At Best4ecigs we have a no name policy, which means that we do not disclose our colleagues full names 

to anyone, whether it be via telephone, face to face or email without their approval. 

 

We can only give out first names of our colleagues. Also, we are not to give out mobile telephone 

numbers etc. 
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 18.  COMPANY CONFIDENTIALITY 

 

18.1 In our industry, competitors are always looking for new ideas to both steal and copy from everyone in 

the industry. Competitor E-liquid suppliers and E-liquid Shops are looking to find out everything they 

can about how well we are doing and what all our future plans and projects are. 

The following information should never be discussed: 

(a). Daily takings/Income figures 

(b). Name of our Suppliers 

(c). Any future company plans/projects  

(d). E-liquid & Mod Tester Board ideas 

(e). Personal issues regarding any fellow staff members 

The company will supply you with our Non-Competition and Confidentiality agreement which will need 

to be signed and adhered to. 
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 19.  INTERNET USE POLICY 

19.1 Use of the internet by employees of Best4ecigs is permitted and encouraged where such use supports 

the goals and objectives of the business. 

19.2 However, Best4ecigs has a policy for the use of the internet whereby employees must ensure that 

they: 

- Comply with current legislation 
- Use the internet in an acceptable way 
- Do not create unnecessary business risk to the company by their misuse of the internet 

 
19.3 Privacy and Personal Use 
 

Skype and emails that are directed to a certain person are not to be forwarded to others without prior 
knowledge of the person who created the message.  
 
Skype and emails are for the named person only and are not to be shared with another member of 
staff. 
 
Please be aware that allowing someone else access to your message may affect privacy of the person 
or situation discussed.  

Unacceptable behaviour 

19.4 In particular the following is deemed unacceptable use or behaviour by employees: 

 visiting internet sites that contain obscene, hateful, pornographic or otherwise illegal material 
 Using the computer to perpetrate any form of fraud, or software, film or music piracy 
 Using the internet to send offensive or harassing material to other users 
 Downloading commercial software or any copyrighted materials belonging to third parties, unless 

this download is covered or permitted under a commercial agreement or other such licence 
 Hacking into unauthorised areas 
 Publishing defamatory and/or knowingly false material about Best4ecigs, your colleagues and/or 

our customers on social networking sites, ‘blogs’ (online journals), ‘wikis’ andany online publishing 
format 

 Revealing confidential information about [business name] in a personal online posting, upload or 
transmission - including financial information and information relating to our customers, business 
plans, policies, staff and/or internal discussions 

 Undertaking deliberate activities that waste staff effort or networked resources 
 Introducing any form of malicious software into the corporate network 

Social Networking Sites 

19.5 The use of personal social networking sites is prohibited during working hours. The use of company 

computers for the purposes of social networking is also prohibited. Any interaction on social media 

sites should only be undertaken during break times and from your personal devices. Social media sites 

include Facebook, Twitter, Linked In, Instagram, etc. 

Company-owned information held on third-party websites  

19.6 If you produce, collect and/or process business-related information in the course of your work, the 

information remains the property of Best4ecigs.  
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 Monitoring 

19.7 Best4ecigs accepts that the use of the internet is a valuable business tool. However, misuse of this 

facility can have a negative impact upon employee productivity and the reputation of the business. 

19.8 In addition, all of the company's internet-related resources are provided for business purposes. 

Therefore, the company maintains the right to monitor the volume of internet and network traffic, 

together with the internet sites visited. The specific content of any transactions will not be monitored 

unless there is a suspicion of improper use. 

Sanctions 

19.9 Where it is believed that an employee has failed to comply with this policy, they will face the 

company's disciplinary procedure. If the employee is found to have breached the policy, they will face 

a disciplinary penalty ranging from a verbal warning to dismissal. The actual penalty applied will 

depend on factors such as the seriousness of the breach and the employee's disciplinary record.   

Agreement 

19.10 All company employees, contractors or temporary staff who have been granted the right to use the 

company's internet access will also be required to sign this agreement confirming their understanding 

and acceptance of this policy. 
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 20.  CLOCKING ‘IN AND OUT’ OF WORK WITH OUR ONLINE TIME MANAGEMENT SYSTEM 

 

20.1 Due to Payroll being undertaken on a weekly basis (rather than monthly like many Companies) the 

administration and constraints involved are obviously more a lot more time sensitive. In this regard 

please try to make sure that you always clock in and out.  

20.2 If you do happen to forget to clock in or out, please send notification of your clocking in or out time as 

soon as possible and by email only, to Payroll (grace.townsend@best4ecigs.uk). Messages in any other 

format (eg. By phone, skype, texts etc) cannot be accepted. Please be aware that there is a deadline of 

11am on Monday morning for Payroll to have this information. 

20.3 Should you have not clocked in or out (and Payroll have not received notification by the 11am 

deadline) that particular shift will be paid to you in the following week’s pay, post receipt of your 

hours. 

20.4 Falsifying clocking in and out details will result in disciplinary action. 
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 21. WAGES, FORMS AND MILEAGE 

 

Payroll 

21.1 You will be paid weekly directly into your bank on a Wednesday. 

 Should there be a reason this is not possible, you will be emailed notification on when the payment 

will be reaching your bank. 

HMRC Forms 

21.2 It is the employee’s responsibility to let payroll have the correct details for payment and enrolment. 

These include P45’s and tax codes. If these are not given, you will be placed on an emergency tax code until 

HMRC write to us with a different code. 

 

Mileage 

21.3 Staff may be able to claim mileage from the company if they have to travel to a place that isn’t on their 

normal rota to be working.  

21.4 If you are on a rota to work between 2 places you will not be paid for mileage because you are 

scheduled to work between 2 places. 

 Mileage payments are worked out at 45p per mile. 

 Mileage is tax free and will be added to your wages each week it is claimed. An email will need to be 

sent to Payroll with the amount of miles, day undertaken and person who has approved miles. 

 


