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Barrow AFC- Employee Handbook 

Statement of Intent 

Barrow AFC are back in the Football League after many long years. After our enforced exile 

and the hard work of everyone on and off the pitch, we have returned to where we deserve 

to be.  

Ray Wilkie said, “no one deserves it more than them” when talking of supporters after the 

Wembley win in 1990. We believe that should be the case for everyone involved in Barrow 

A.F.C when we work here- we deserve the best.   

This document outlines clearly what we all expect and deserve as colleagues, when working 

for Barrow AFC: 

• Barrow AFC expects all employees to work in positive and respectful manner with 

colleagues, stakeholders and the wider public at all times. 

• Everyone who works at Barrow AFC should understand that their own behaviour, and 

the manner in which they conduct themselves, sets an example and reflects on the 

club 

• Barrow AFC expects that all employees present themselves at work in a manner that 

reflects well on the club and creates a positive and professional impression 

• Employees are expected to act outside work in a manner that reflects well on Barrow 

AFC and does not bring the club into disrepute, including use of social media 

• All employees can expect and deserve proper support to fulfil these responsibilities to 

the best of their ability through positive support and professional development 

• Barrow AFC expects all colleagues to work together as a team, sharing information so 

everyone can do the best job they can 

• Everyone who works at Barrow AFC will be treated with equal respect and kindness, 

regardless of race, religious beliefs, gender or sexuality 

• All employees can expect and deserve to have their overall performance measured 

against clear expectations outlined within their roles and responsibilities 

• Everyone who works at Barrow AFC should understand their own responsibilities with 

regard to the Health, Safety and Safeguarding at work 

• Barrow AFC undertakes to ensure if employees have a grievance there is a process 

to follow, which will be conducted in a fair and transparent manner 

• Barrow AFC employees are bound by confidentiality and will have made a legal 

commitment not to disclose private business information regarding Barrow AFC to 

others 
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Barrow A.F.C- Policies and Procedures 

 

PERSONAL AND PROFESSIONAL DEVELOPMENT  

 
As our club grows, so should the people within. This policy is designed to ensure 
consistency of treatment and fairness, and that we abides by all relevant equality legislation.  
 
Roles and Responsibilities 

1) The Board of Directors of Barrow A.F.C with executive powers have the responsibility 
for the fair appraisal and professional development of the C.E.O, applying the same 
processes and principles as outlined in this handbook. 

2) The C.E.O, Levi Gill, is responsible for the fair appraisal and professional 
development of all non-playing members of staff 

3) All members of staff are responsible for taking part in that process in a positive and 
transparent manner 

4) All members of Barrow A.F.C, including the C.E.O has access to a fair and 
transparent grievance procedure which is outlined in this handbook.  

Process and Procedures 
1) All staff can expect to have clear, measureable and supportive goals to achieve over 

the course of the football season. These will be reviewed every close season and 
new goals will be set. These are underpinned and closely related to both the role 
profile and the statement of intent set out in this handbook. It is also here where any 
discussions regarding pay and conditions will take place. 

2) As the year progresses, staff will have the opportunity at monthly review meetings 
with the C.E.O to discuss their progress, health and well-being. These discussions 
will support both the professional and personal development of the employee. The 
employee will drive the process of self- evaluation. The C.E.O will ensure that proper 
support and training can be accessed by the employee.  

3) The monthly reviews feed into a mid-season appraisal; where both parties will have 
the opportunity to formally feedback how they feel the season is progressing in their 
working-life at Barrow A.F.C. This part of the process will be reviewed by an 
executive director of the club in conjunction with the C.E.O.  

4) All meetings must have at the heart a commitment to the health and well- being of all 
staff. There is a growing appreciation of the benefits and importance of creating 
environments in which people can be more open about both their physical and 
mental well-being.  

5) Tackling the stigma, prejudice and discrimination that can be associated with mental 
health conditions both in sport and wider society is really important and Barrow A.F.C 
supports the Mental Health Charter for Sport and Recreation.  

Staff Training 
Just as footballers need a positive and varied training regime to achieve their best, so do the 
rest of the workforce at a football club. This is a key area of any professional development 
process. This may involve the following areas but approaches will vary to support the 
individual: 

1) Access to statutory health, safety and safeguarding training: mandatory 
2) Opportunity or time to study or review best practice, possibly including visits to other 

football clubs 
3) Access to identified training which will support and improve performance 
4) Identified support, related to physical and mental health and well-being 

 



5 
 

 
 
 

COMPANY HOLIDAY POLICY 
 
Holiday Entitlements 
 
The holiday year runs from 1st June to 31st May. 
 
You will be entitled to 20 paid holiday per year, in addition to paid time off over the 
Christmas break. Holiday entitlement will be calculated pro rata on the basis of the hours 
you work. In the event of termination of your contract, the Company reserves the right to 
deduct from your final salary an amount equal to any payments made to you in respect of 
holidays taken in excess of your entitlement. 
 
Holiday entitlement unused at the end of the holiday year cannot be carried over into the 
next holiday year, except at the absolute discretion of the Company. 
 
The Company reserves the right to request you to take holidays during your notice 
period. 
 
Holiday Requests 
 
Holiday must be taken at times convenient to the Company. 
 
Any request for holidays must be made to Levi Gill. You must give as much notice 
as possible of your intention to take holidays. At the very least, you should give the 
Company advance notice equal to twice the amount of time you are proposing to take off 
as holiday. 
 
You are not entitled to take more than 10 working days off at any one time without the 
express authority of Levi Gill. 
 
Probationary Employees 
 
Holidays (excepting Bank Holidays) may not be taken during your probationary period 
without the express permission of the Company. However, entitlement to holiday 
accrues as normal throughout the probationary period. At the conclusion of your 
probationary period, the Company will decide whether or not to offer you permanent 
employment. If you are offered permanent employment, then you will be entitled to take 
holidays in accordance with this policy, including any holiday entitlement accrued during 
the probationary period 
 
If you are not offered permanent employment, then you will be paid for any holiday 
entitlement accrued during the probationary period. 
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GRIEVANCE PROCEDURE 
 
General Policy 
 
The Company makes every effort to provide a working environment in which complaints and 
problems are resolved quickly and fairly. Any Employee is entitled to the benefit of the 
following procedure if they feel they have a problem with any aspect of their employment. 
You are entitled to be accompanied or represented by a fellow Employee or Trade Union 
Representative of your choice if your grievance necessitates a formal meeting. 
 
You are also entitled to call witnesses or refer to documentary evidence at a grievance 
meeting. 
 
Grievance Process 
 
Stage One 
 
If you have any grievance or problem connected with your employment, you should raise the 
matter with Levi Gill. You should put your grievance in writing, explaining the basis for 
your complaints and detailing what action you would like us to take to deal with your 
grievance. Levi Gill will deal with your grievance as quickly and efficiently as possible 
and will convene a formal meeting with you in order to discuss your grievance. 
 
Stage Two 
 
Following receipt of your written grievance, you will be invited to a meeting to discuss the 
Issues; You should make every effort to ensure that you attend the meeting. If you or your 
representative cannot attend please let Levi Gill know as soon as possible so that the 
meeting can be re-arranged. 
 
At the conclusion of the meeting, you will receive a written response to your grievance, 
detailing any action to be taken as appropriate. Wherever possible, you will receive the 
written response within 7 days of the grievance meeting. 
 
Stage Three 
 
If you are still not satisfied that your grievance has been resolved, you are entitled to appeal. 
You should put your appeal in writing, stating the grounds of appeal and the reasons why 
you are dissatisfied with the outcome of your grievance. Within 7 days of receipt of your 
appeal, a further meeting will be convened to discuss your appeal. Wherever possible, your 
appeal will be heard by a different Manager to the Manager who dealt with your original 
grievance. 
 
Within 7 days of the appeal meeting, you will receive a written response to your appeal, 
detailing any action to be taken as appropriate. 
 
This is the last stage of the internal Grievance Procedure and there is no right of appeal 
beyond this stage. 
 
For the avoidance of doubt this policy is non-contractual. 
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EOUAL OPPORTUNITIES POLICY 
 

Commitment to Equal Opportunities 
 
The Company is committed to the principle of equal opportunities in employment and in 
equal pay for work of the same or similar nature or work of equal value. The Company is 
opposed to any form of less favourable treatment or financial rewards, whether through 
direct or indirect discrimination, harassment, victimisation or segregation accorded to 
Employees or job applicants, on the grounds of their race, religious beliefs, political opinions, 
creed, colour, ethnic origin, nationality, marital parental status, sex, sexual orientation, age 
or physical or mental disabilities. 
 
 
The Company recognises its obligations under anti-discrimination legislation including the 
Equality Act 2010, the Equal Pay Act and the spirit and intent of the Codes of Practice 
published by the Equal Opportunities Commission (EOC) and Commission for Racial 
Equality (CRE) and European Commission. 
 
Employment Practices 
 
The Company will actively promote equal opportunities throughout the organisation through 
the application of employment policies which will ensure that individuals receive treatment 
that is fair and equitable and consistent with their relevant aptitudes, potential, skills and 
abilities. All Managers and Supervisors will seek to ensure that all Employees comply with 
these principles. 
 
The Company will ensure that individuals are recruited and selected, promoted and trained 
on objective criteria having regard to the relevant aptitudes, potential, skills and abilities. In 
particular, no applicant will be placed at a disadvantage by requirements or conditions which 
are not necessary to the performance of the job or which constitute indirect unfair 
discrimination. 
 
The Company recognises the problems that sexual, racial and other forms of harassment 
may cause at work and is committed to ensure that such unacceptable behaviour does not 
take place. All forms of harassment are unacceptable and will not be tolerated by the 
Company. 
 
Harassment on the grounds of sex, race, disability, age, sexual orientation or any other 
protected characteristic is regarded as unlawful discrimination. All forms of harassment are 
regarded as contrary to Company Policy and all such cases will be dealt with under the 
harassment and/or Disciplinary Procedure. 
 
Harassment. Grievance and Disciplinary Procedures 
 
The Company operates an anti-harassment policy and any Employee who feels that they 
have been subjected to harassment or discrimination of any sort should raise the issue in 
accordance with the anti-harassment policy. The Company will make every effort to secure a 
satisfactory resolution of any such issue. In addition the Company will ensure that any 
Employee making a complaint of unfair discrimination will be protected from any 
victimisation in any form. 
 
The Company will continue to treat unfair discriminatory conduct by any member of staff as a 
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disciplinary offence. 
 
 
Rehabilitation of Offenders 
 
It is the Company's Policy not to discriminate against anyone who has had a 'spent' 
conviction under the Rehabilitation of Offenders Act 1974. Under that Act it is unlawful to 
refuse to engage or to dismiss on the grounds of a spent conviction. 
 
The Act only applies to terms of imprisonment of 30 months or less and certain fines and 
other charges. In addition certain criminal offences and offences in contravention of the 
Companies Acts and Insider Trading Regulations, under the Financial Services Act, are also 
excluded from the Act. 
 
References given by the Company or obtained on new recruits must not refer to spent 
convictions and should be ignored if disclosed in error. The Data Protection Act makes it 
obligatory that all references to 'spent' convictions in any computerised records be wiped off. 
It is the Company's policy that this applies to manual records also. 
 
Disability 
The Equality Act makes it unlawful to refuse to recruit, to refuse employment benefits or 
opportunities or to dismiss because a person is physically or mentally disabled (as defined in 
the Act). We will make every effort to make reasonable adjustments to the workplace and to 
working arrangements where the current conditions are disadvantageous to disabled people. 
 

DISCIPLINARY PROCEDURE 
 

Disciplinary Procedure 
 
In the interest of the Company and its Employees, it is important that satisfactory standards 
of conduct are maintained. This Disciplinary Procedure clarifies the rights and 
responsibilities of Employer and Employee in order to achieve fairness and consistency of 
treatment. 
 
No formal disciplinary action will be taken against any Employee without a full investigation 
of the facts and circumstances of each case by the Employer. 
 
Breaches of General Discipline 
 
Disciplinary action may be necessary for any breach of general rules. Examples include:- 

- Persistent lateness 
- Irregular attendance 
- Unauthorised absences 
- Sub-standard work 
- Failure to use your best endeavours at all times to promote the interest and 

well- being of the Company 
- Discourtesy to clients or other Employees 
- Or any conduct which may be detrimental to the harmonious running or reputation of 

the Company 
 
NB: This list is not exhaustive and simply sets out some examples of actions that would 
warrant disciplinary proceedings. 
 
Right of Suspension 
The Company reserves the right to suspend any Employee on full pay pending investigation 
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and resolution of any disciplinary matter. 
 
 
Progressive Disciplinary Procedure 
 
Stage One 
For a first breach of discipline, you will normally be given a VERBAL WARNING outlining 
the nature of the breach and any corrective action required. The verbal warning will be 
confirmed in writing. The verbal warning will remain in force for a period of 12 months, 
after which time it will be disregarded subject to continued satisfactory conduct and 
performance. 
 
Stage Two 
If the breach is more serious, OR, if a further breach occurs during the lifetime of an existing 
verbal warning, you will normally be given a WRITTEN WARNING detailing the nature of 
the breach and any corrective action required. A written warning will be confirmed in writing 
and will remain in force for a period of 12 months. The written warning will then be 
disregarded subject to continued satisfactory conduct and performance. 
 
Stage Three 
If the breach is serious, but not sufficiently serious to justify a dismissal, OR if a further 
breach occurs during the lifetime of an existing verbal or written warning, you may be given a 
FINAL WRITTEN WARNING. The final written warning will detail the nature of the breach 
and any corrective action required. A final written warning will be confirmed in writing and will 
remain in force for a period of 12 months. The final written warning will then be disregarded 
subject to satisfactory conduct and performance. 
 
Dismissal will be the usual sanction if there is a further breach or if there is no satisfactory 
Improvement 
 
Stage Four 
If the breach is very serious, OR if a further breach occurs during the lifetime of an existing 
verbal or written warning, OR if conduct or performance remains unsatisfactory within the 
period of the FINAL WRITTEN WARNING, you will be dismissed with appropriate notice. 
 
Notice periods are set out in your Employment contract. 
 
Gross Misconduct 
In cases involving gross misconduct, you may be suspended on full pay while the nature of 
the breach is being investigated. Should disciplinary action be necessary, you will be 
dismissed summarily (without notice). 
 
Examples of Gross Misconduct:- 
 

- Sexual, racial or other harassment 
- Disclosing confidential information without authority 
- Fighting 
- Theft and fraud (including Theft of Company time) 
- Being under the influence of alcohol or drugs at work 
- Refusal to follow reasonable instructions or regulations 
- Deliberate damage to Company property or equipment 
-  

NB: This list is not exhaustive 
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General 
 
All breaches of discipline will be dealt with by way of a Disciplinary Hearing. You will be 
given at least 48 hours written notice of a Disciplinary Hearing, together with the reason(s) 
as to why the Disciplinary Hearing has been called. You have the right to be accompanied 
and/or represented by a fellow Employee or Trade Union Representative of your choice at all 
meetings, throughout all stages of this procedure. You will be given the opportunity to put 
forward your version of events at a Disciplinary Hearing and you will also be allowed to call 
witnesses if you wish. 
 
Results of Disciplinary Hearings will be confirmed in writing within 48 hours of a decision 
being taken by the Company. 
 
Appeals against Disciplinary Action 
 
If you wish to appeal against any disciplinary action taken against you, you should write to a 
Director within 7 days of the action being taken, setting out the grounds for the appeal. You 
will then be invited to attend an Appeal Hearing, which will take place as soon as is 
practicable after receipt of your Appeal letter. A fellow Employee or Trade Union 
Representative of your choice may accompany/represent you at an appeal hearing. 
 
Wherever possible, your appeal will be heard by a different individual to the Manager who 
imposed the disciplinary sanction. 
 
For the avoidance of doubt this policy is non-contractual. 
 

SICKNESS ABSENCE POLICY 
 
Sickness or Injury Absence 
 
The efficient running of the Company depends upon Employees regularly attending work. 
Long term or persistent short term absence jeopardises the ability of the Company to carry 
out its functions. In such circumstances your future employment with the Company may 
become an issue or the Company may have to consider altering your job functions or 
conditions or adjusting your working environment to accommodate your needs. Fraudulent 
sickness absence may be seen as a disciplinary matter and will be dealt with in accordance 
with the Company Disciplinary Procedure. 
 
Long term sickness absence is defined as 60 days at any one time during the calendar year. 
Persistent sickness absence is defined as 14 days of absence which may be separate 
at one time during the calendar year. 
 
Fraudulent sickness absence is defined as any absence, ostensibly for sickness, which in 
the view of the Company is unfounded. 
 
Notification 
 
If for any reason you are unexpectedly unable to attend work due to sickness or an accident, 
you must personally inform Levi Gill by telephone before 9.00am or as close as possible to 
the time your working day was due to start. If he is unavailable, then you must contact Paul 
Hornby in the same manner. 
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Whilst absence due to sickness or accident, you are to keep Levi Gill informed of the place 
where you are living and can be contacted. 
 
If your sickness lasts longer than a day, you must continue to notify the Company in the 
same manner as described above in respect of each day of sickness absence. 
 
Notification of your sickness via any other method than described above (for example via 
text message or via a colleague), is not acceptable and will be regarded as a failure to notify 
absence. 
 
lf your sickness is likely to continue for more than 7 days then a Medical Certificate signed 
by a Doctor must be forwarded to Levi Gill as soon as possible. 
 
If you are in hospital, a Hospital Certificate must be obtained and forwarded to Levi Gill as 
soon as possible. 
 
Failure to follow the correct notification procedures as set out in this section may be 
regarded as an act of misconduct.  
 
Failure to notify absence at all may, in the absence of a good reason, result in you being 
regarded as AWOL, the penalty for which may be summary dismissal. 
 
Failure to provide appropriate evidence of sickness may result in disciplinary action and/or in 
the refusal of sick pay. 
 
Return to Work 
 
When you return to work, however long the absence, you are likely to be required to attend a 
Return to Work meeting with Levi Gill. On return to work, you must report to 
your Line Manager who will inform you when and where any Return to Work meeting will 
take place. 
 
On you return to work, you may also be required to complete an Employee Sickness Self 
Certification Form giving details of the first and last date of your sickness. This form must be 
signed by yourself and your Line Manager and will be kept on your personnel record file. 
 
Information gathered at Return to Work meetings will be used to monitor your attendance 
record and will also be used so as to ensure that the Company is able to offer appropriate 
assistance to support you in your job. 
 
Sick Pav 
 
You will be entitled to Statutory Sick Pay (SSP) if you satisfy the minimum eligibility criteria. 
After receiving 28 weeks of SSP in any tax year, you may be transferred to state sickness 
benefits, which will be paid by the DWP in accordance with its standard procedure. Any CSP 
paid will be deemed to include any SSP which would otherwise have been payable for that 
period. 
 
Disabled Employees 
 
The Company is aware of its obligations to disabled employees and will ensure that any 
action taken under this policy reflects those obligations. Specifically, the Company is aware 
of its obligation to make reasonable adjustments in the workplace to accommodate disabled 
employees. Any employee who believes themselves to be disabled and who requires 
adjustments to be made should contact Levi Gill. 
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Routine Medical Appointments 
 
You are expected to make all reasonable efforts to arrange routine medical or dental 
appointments outside your normal working hours. If this is not possible, you must seek 
approval from Levi Gill to take time off work to attend appointments. At the 
discretion of the Company, you may be granted unpaid time off work to attend an 
appointment or you may be asked to make up the time at a later date.  
 
Otherwise, you may be required to take holiday leave to allow you to attend the appointment. 
As a general rule, the Company is likely to look more favourably on requests for time off 
where the appointment has been made close to the start or the end of the working day 
where there will be minimal disruption. You may be required to produce evidence of a 
medical or dental appointment either before or after the appointment. 
 
Disciplinary Procedure for Absence Due to Sickness 
 
The Company reserves the right to require any Employee who is absent due to long term or 
persistent sickness absence to be examined by a medical practitioner appointed by the 
Company. If the Company wishes you to attend an examination it will nominate a medical 
practitioner and an appointment will be made that is convenient for you. 
 
You are not obliged to give your consent to be examined by a medical practitioner if you do 
not wish to do so. In addition, you are not obliged to give permission for the Company to 
speak to your GP/medical professional or to obtain disclosure of your medical notes. You 
will not be made subject to any sanction if you refuse consent, but you should be aware that 
where consent is refused, the Company will be entitled to make such decisions as it sees fit 
in the absence of medical evidence. 
 
Upon receipt of a medical report/ medical notes (where a report or notes have been 
requested) or otherwise (where no such request has been made), the Company may 
arrange a meeting with you to consider your future employment with the Company, which 
may lead to:- 
 

(a) disciplinary sanctions, up to and including your employment being terminated 
 with notice; 

(b) the terms and conditions of your employment being altered: 
 
Persistent sickness absence will usually be dealt with in accordance with the progressive 
disciplinary procedure, although one or more stages of that procedure may be bypassed if 
the circumstances of the case warrant it. 
 
The progressive disciplinary procedure will usually not be relevant in cases of long term 
sickness absence. In such cases, the Company will consider all alternatives, but if no 
alternatives can be identified, your employment may be terminated. 
 
Any meeting will be conducted in accordance with the Company Disciplinary Procedure, 
which is set out in full elsewhere in this Handbook. No disciplinary sanction will be imposed 
without a full investigation of the facts. 
 
Suspension on Medical Grounds 
The Company has the right to suspend you from work on medical grounds under Section 64 
of the Employment Rights Act 1996. It will endeavour to find you suitable alternative work 
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but if no such alternative work is available you will be paid during the period of suspension in 
accordance with the provisions of Sections 64 and 65 of the Employment Rights Act 1996 for 
a period of up to 26 weeks. 
 
 
DEDUCTIONS FROM WAGES POLICY 
 
The Company reserves the right to require you to repay to the Company, either by 
deduction from salary or any other means: 
 

(a)  any losses sustained during the course of your employment by the 
 Company or by any employee of the Company, caused through your 
 carelessness, negligence, recklessness or through any breach of 
 Company rules, including any act of misconduct; 
 

(b) any monies paid or payable by the Company to any third party for any 
 act or omission for which the Company may be deemed liable on your 
 behalf; 
 

(c)  any remuneration, expenses or other payments which are overpaid to 
 you for any reason; and 
 

(d) any other sums owed to the Company by you, such as outstanding loans, 
 advances on wages or excess holiday 
 
       (e)  the cost of training courses and materials in accordance with employees' 
 terms and conditions of employment and the Training policy set out in the Employee 
 Handbook. 
 
This policy is intended to have contractual effect and forms part of your terms and 
conditions of employment. 
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NON-DISCLOSURE AGREEMENT (NDA) 

This Non- disclosure Agreement (the "Agreement") is entered into by and between Barrow 

Bluebirds Ltd with its principal location at  Holker St, Wilkie Rd, Barrow-in-Furness LA14 

5UW_______________, located at _____________________________ ("Receiving Party") 

for the purpose ofpreventing the unauthorised disclosure of Confidential Information as 

defined below. The parties agree to enter into a confidential relationship concerning the 

disclosure of certain proprietary and confidential information ("Confidential Information"). 

 

1. Definition of Confidential Information: For purposes of this Agreement, "Confidential 

Information" shall include all information or material that has or could have commercial value 

or other utility in the business in which Disclosing Party is engaged. If Confidential 

Information is inwritten form, the Disclosing Party shall label or stamp the materials with the 

word "Confidential" or some similar warning. If Confidential Information is transmitted orally, 

the Disclosing Party shall promptly provide writing indicating that such oral communication 

constituted Confidential 

Information. 

2. Exclusions from Confidential Information: Receiving Party's obligations under this 

Agreement do not extend to information that is: (a) publicly known at the time of disclosure 

or subsequently becomes publicly known through no fault of the Receiving Party; (b) 

discovered or created by the Receiving Party before disclosure by Disclosing Party; (c) 

learned by the Receiving Party through legitimate means other than from the Disclosing 

Party or Disclosing Party's representatives; or (d) is disclosed by Receiving Party with 

Disclosing Party's prior written approval. 

3. Obligations of Receiving Party: Receiving Party shall hold and maintain the Confidential 

Information in strictest confidence for the sole and exclusive benefit of the Disclosing Party. 

Receiving Party shall carefully restrict access to Confidential Information to 

employees,contractors and third parties as is reasonably required and shall require those 

persons to sign nondisclosure restrictions at least as protective as those in this Agreement. 

Receiving Party shall not, without the prior written approval of Disclosing Party, use for 

Receiving Party's benefit,publish, copy, or otherwise disclose to others, or permit the use by 

others for their benefit or to the detriment of Disclosing Party, any Confidential Information. 

Receiving Party shall return to Disclosing Party any and all records, notes, and other written, 

printed, or tangible materials in its possession pertaining to Confidential Information 

immediately if Disclosing Party requests it in writing. 

 

 

4. Time Periods. The nondisclosure provisions of this Agreement shall survive the 

termination of this Agreement and Receiving Party's duty to hold Confidential Information in 

confidence shall remain in effect until the Confidential Information no longer qualifies as a 

trade secret oruntil Disclosing Party sends Receiving Party written notice releasing 

Receiving Party from this Agreement, whichever occurs first.  

5. Relationships. Nothing contained in this Agreement shall be deemed to constitute either 

party a partner, joint venture or employee of the other party for any purpose. 
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6. Severability. If a court finds any provision of this Agreement invalid or unenforceable, the 

remainder of this Agreement shall be interpreted so as best to affect the intent of the parties. 

7. Integration. This Agreement expresses the complete understanding of the parties with 

respect to the subject matter and supersedes all prior proposals, agreements, 

representations,and understandings. This Agreement may not be amended except in writing 

signed by both 

parties. 

8. Waiver. The failure to exercise any right provided in this Agreement shall not be a waiver 

of prior or subsequent rights. 

 

 

Party Name Signature Role 

Disclosing Party    

Receiving Party    
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WRITTEN STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT  
  
  
B E T W E E N: Barrow Bluebirds Limited, Holker Street Stadium, Wilkie Road, Barrow in 

Furness LA14 5UW (“the Employer”)   
  
  
A N D: Mr xxxx (“the Employee”)  
  
  
IMPORTANT:  This statement sets out particulars of your employment with the 

Employer as at xxxxx, which the Employer is required to give you 
by law.   The Employer reserves the right to make minor changes 
and alterations to your terms and conditions of employment as 
may be necessary from time to time.  

  
  
1:Job title  
You will be employed as xxx from xxx continuing your previous employment from xxx.  Your 
continuous employment with the Employer shall be calculated 
from 26th November 2018.  Your usual place of work will be Holker Street Stadium, Barrow-in-
Furness, LA14 5UW.  You will be issued with a job description setting out your main areas of 
responsibility, although you are expected to be flexible as regards carrying out tasks that are 
given to you except with the prior written consent of the Employer, you must devote your whole 
time and attention to the Employers business.  
 

2: Probationary Period  
Your employment with the Employer is subject to an initial thirteen week probationary period, 
after which your continued employment will be confirmed at the discretion of the Employer.   
  
3: Pay  
You will be paid xxx.  Your salary will be paid fortnightly, in arrears, by credit transfer into your 
nominated Bank or Building Society account.  The Employer reserves the right to deduct 
monies paid by you by way of an overpayment.    
  
The Employee shall be entitled to be reimbursed for any expenses which in the view of the 
Employer being reasonably and properly incurred in the discharge of the Employee’s duties.  
  
The Employer will also subsidies training courses and training materials subject to the 
deductions from wage policy.    
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4: Hours of Work  
  
Your average hours of work will be xxx hours per week worked according to the shift pattern 
allocated by your manager.  Your hours of work/shift pattern may change from time to time to 
ensure that they remain in line with the needs of the business.  
  
Travel to away games constitutes a full days hours (currently 7.00), where hours exceed the 
contracted 35 per week the employee is entitled to take time in lieu but only 
after authorisation with the manager. Any additional hours must be authorised in line with the 
overtime policy within this contract.   
  
Overtime may be available from time to time but must be authorised with your Manager.    
  
Any training that you are required to undertake as part of your job will be treated as paid leave 
and you will be entitled to payment of reasonable expenses incurred at the discretion of the 
Employer.    
 

5: Holiday Entitlement  
  
You are entitled to 5.6 weeks/28 days inclusive of Bank Holidays (calculated pro rata based 
on the hours you work). Employees may be required to work on Bank Holidays if the needs of 
the business require this.  
  
Holidays must be taken at times convenient to the Employer and you must give reasonable 
notice to the Employer of any proposed holiday leave.  Please see the Employer’s holiday 
policy for more details.  
  
The Employer reserves the right to request that Employees take holidays during their notice 
period.  
  
6: Sickness and Sick Pay  
If you are sick you should notify your Manager as close to 9.00 a.m. as possible on the first 
day of absence.  If you are ill for more than three days but less than seven days you will need 
to complete a self-certification form and lodge it with the Employer on your return to work.  If 
you are ill for more than seven days, then you will need to produce a signed doctor’s 
certificate.   
  
You will be entitled to statutory sick pay during periods of absence due to ill health.    
  
Please see the Employer’s Sickness Absence Policy for more details regarding statutory sick 
pay.   
 

7: Pension Scheme  
The Employer operates an auto enrollment pension scheme which you will be enrolled into 
once you are an eligible job holder.   
  
8: Termination of Employment by Employer  
You are entitled to two weeks’ notice of termination of your employment until you have been 
continuously employed by the Employer for a period of one month. Your notice entitlement will 
increase to five weeks once you have been continuously employed by the Employer for a 
period of five years and by one week thereafter for each year of continuous employment, up 
to a maximum of twelve weeks.    
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The Employer reserves the right to pay you in lieu of all or part of your notice period.  In 
addition, the Employer reserves the right to place you on garden leave during all or part of 
your notice period, which means that you will not be required to attend work, but will otherwise 
remain bound by the terms and conditions of your contract of employment.  The Employer 
further reserves the right to require you to work from home and/or to carry out exceptional 
duties or special projects outside the normal scope of your duties and responsibilities during 
your notice period.      
  
9: Termination of Employment by Employee  
 

In the event of you terminating your employment at any time after the first month of your 
continuous service, you must give the Employer one month’s written notice.    
  
The Employer reserves the right to pay you in lieu of all or part of your notice period.  In 
addition, the Employer reserves the right to place you on garden leave during all or part of 
your notice period, which means that you will not be required to attend work, but will otherwise 
remain bound by the terms and conditions of your contract of employment.  The Employer 
further reserves the right to require you to work from home and/or to carry out exceptional 
duties or special projects outside the normal scope of your duties and responsibilities during 
your notice period.      
  
10: Health and Safety  
We take our responsibilities for health and safety very seriously and must ensure that you 
work in such a way to protect yourself and others around you.  Please ensure you have read 
and fully understand the safety rules applicable to your employment.  
  
11: Disciplinary Procedure  
The disciplinary rules and procedures applicable to your employment accompany this 
statement of terms and conditions.  
  
12: Grievance Procedure  
If you have a grievance regarding your employment, you should follow 
the Employer’s grievance procedure, which accompanies this statement of terms and 
conditions.    
  
13: Family Friendly” Policies   
Detailed policies setting out your statutory rights and obligations with regard to maternity leave, 
maternity pay, paternity leave, paternity pay, parental leave and the right to request flexible 
working patterns are available to you at any time from the Employer.  These policies are 
subject to amendment from time to time to keep up with changes to legislation.   
  
14: Retirement  
An employer may impose a retirement age in respect of a specific job if to do so is a 
proportionate means of achieving a legitimate aim.  In your case, the employer believes that it 
is necessary to have a retirement age for this position and so your normal retirement age will 
be 65.  Please contact your supervisor for more details  
 

15: Smoking  
To ensure compliance with the provisions of the Health Act 2006, smoking is banned in all 
parts of the Employer’s work premises.  If you wish to smoke during your break times, you will 
be expected to leave site.  Except with the Employer’s permission, you are not entitled to leave 
site at any time other than break times.      
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16: Collective Agreements and Contracting out Certificates  
There are no collective agreements or contracting out certificates applicable to your 
employment.  
  
17: Gifts  
The Employee shall not without prior written consent of the Employer accept any gift 
or favour of any kind from any existing or prospective customer, client or supplier.    
  
18: Confidentiality  
You must not at any time either during or after termination of your contract of employment for 
whatever reason, disclose, divulge, use or communicate to any person for any reason details 
of any trade secret or confidential information concerning the organisation, business, or 
finances of the Employer.  This includes disclosing or divulging details of the Employer’s 
customers, suppliers and processes.  
  
19: Changes to Terms and Conditions  
  
Any minor changes to your terms and conditions will be notified to you within four weeks of 
the change being implemented. No major changes will be implemented without due 
consultation with all potentially affected employees.  
  
Signed on behalf of the Employer by:  
  
Date:  
  
  
  *************************************************************************  
  
  
I have read, understood and accepted this Written Statement of Terms and Conditions 
of Employment.  
  
Signed by Employee:  
  
Date:  
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Progress Review Worksheet 
 

Associate’s Name:  Performance 
Period: 

 

Manager’s Name:  
 

Meeting Date:  

  
Role Profile Areas Meeting and Exceeding Expectations: 
 

Associate’s comments -  
 
 
 

Manager’s comments -  
 
 
 
 

 
Role Profile Areas Identified for Improvement: 
 

Associate’s comments –  
 
 
 
 

Manager’s comments –  
 
 
 
 
 

 
Additional Discussion Items (e.g: behavioral traits, competencies and values, project 
updates, progress on priorities, training and professional development, employees concerns) 
 

Associate’s comments –  
 
 

Manager’s comments – 
 
 

Next Steps: 

Associate’s comments –  
 
 
 

Manager’s comments – 
 
 
  

 


