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SECTION 1: ENGAGING YOU AS AN EMPLOYEE 
 

 

Our aim is to develop a well-planned and executed recruitment and selection process, which is 
timely and merit based.  We believe this will result in the appointment of high quality employees 
who meet the needs of their position, department and the strategic direction of the Company. 

 

We understand that recruitment involves the element of choice, which applies equally both to 
applicants and us.  Whilst we seek to attract high calibre applicants, they will seek employment 
in positions that meet their own personal and professional ambitions and aspirations. 

 

Wherever possible, we will provide applicants with comprehensive information about the post, 
qualifications, experience required and CJ Lang & Son Limited Terms of Employment in order 
that they can make an informed choice about working for us. 

 

Similarly, we expect that all applicants are open and honest about their own merits and abilities 
in order that we can make an equally informed choice. 

 

We are committed to Equal Opportunities and our recruitment and selection process plays an 
important part in achieving this.  The process is both comprehensive and rigorous to ensure that 
all applicants receive fair, equitable and objective treatment. 

 

We seek to promote good recruitment and selection practices and to ensure that the best 
candidate for the position is appointed in all cases.  We will not discriminate on any unfair or 
unlawful grounds such as age, sex, race, disability, marital status, sexual orientation, religion, or 
belief; similarly, part-time, temporary and fixed-term employees, will not be treated any less 
favourably. 

 

The recruitment process is managed by the HR Department, which aims to provide both 
Applicants and Managers with a confidential and professional service.  The recruitment process 
itself involves a cross section of staff, who are each responsible for: 

 

 Maintaining professional standards whether recruits are easy or difficult to find 

 Ensuring their recruitment and selection practices are consistent with the principles of our 
Recruitment and Selection and Equal Opportunities Policies.   

 

A full copy of our Equal Opportunities Policy can be found in the Appendices of this Handbook, 
the Company Operating Manual and the Company Intranet. 

 

1 OFFER OF EMPLOYMENT 
 

In most cases, it is desirable to make a verbal offer shortly after the selection process is 
complete.  Verbal offers will normally be made by the recruiting Manager and will be conditional 
upon: 

 

 Satisfactory evidence of your right to work in the UK 

 Clearance of satisfactory references within your probationary period 

 Medical examination, where applicable 

 

2 RIGHT TO WORK IN THE UK 

 
CJ Lang & Son Limited is, by law, required to check all employees’ eligibility to work in the UK for 
the purpose of preventing illegal working. 
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Therefore, during our Selection Process, you will be required to provide evidence of your Right to 
Work in the UK.  Similarly, if your employment is transferred to us through TUPE Regulations, 
you will be required to provide evidence of your Right to Work in the UK. 
 
Your ongoing employment with us is dependent upon your continued right to work in the UK.  
Where this is time-limited, you will be required to evidence your entitlement to work in the UK 
every 12 months. 
 
A full copy of our Right to Work Policy can be found in the Appendices of this Handbook, the 
Company Operating Manual and the Company Intranet.  
 

3 EMPLOYMENT REFERENCE CLEARING 
 
When you verbally accept our Offer of Employment, we will begin seeking employment 
references for you – one from your current employer and one from your previous employer.  
Where you are not currently employed, we will seek references from your most recent employers. 
 
Ideally, we will receive satisfactory employment references for you within your first 12 weeks of 
employment.   
 

4 MEDICAL REFERENCE CLEARING 
 
In some cases, we may need to seek advice on your health and fitness to carry out the job we 
have offered you. 
 
Again, we prefer to receive satisfactory medical clearance for you within your first 12 weeks of 
employment. 
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SECTION 2: WORKING WITH CJ LANG & SON LIMITED 
 

1 PROBATION 

 
Your first 12 weeks of employment are probationary and, during this period, your Line Manager 
will monitor your ongoing performance and suitability for continued employment.  Where you 
hold a more senior, technical or specialist position, your period of probation may be longer; 
should this be the case, it will be clearly specified in your Letter of Appointment. 

 

We will discuss any concerns we have with you and manage your development in accordance 
with our Probationary Procedure, full details of which can be found in the Appendices of this 
Handbook, the Company Operating Manual and the Company Intranet. 

 
2 APPOINTMENT 
 

We will confirm the terms of your offer of appointment, in writing, within 8 weeks.  Our written 
confirmation will include the following: 

 

 Letter of appointment / written statement of terms and conditions of employment 

 Employee Handbook 

 Current year pay dates and pay periods 

 Company Car Handbook, where applicable 

 Information on Drivers’ Hours Scheme, where applicable 

 Information on Measured Time Scheme, where applicable 

 

3 CONTRACTS OF EMPLOYMENT 

 
Your Terms and Conditions of Employment form the basis of your contract with CJ Lang & Son 
Limited and we recognise that indefinite contracts are the general form of relationship between 
employers and employees.  However, there may be times when we need to use both Temporary 
and Fixed Term employment contracts: 

 

3.1 TEMPORARY EMPLOYMENT 

 

Where we have a temporary need, such as the need to cover an absence, then we will use a 
temporary contract of employment, or temporary variation of terms and conditions. 

 

Subject to earlier determination, we will, wherever possible, give full notice of the end of the 
contract or variation.  Where notice is not possible, we reserve the right to make a payment to 
you in lieu of notice. 

 
3.2 FIXED TERM EMPLOYMENT 

 
Where your right to work in the UK is restricted, we will offer you employment on a fixed-term 
basis.  Where you are unable to prove your ongoing right to work in the UK, your fixed-term 
appointment will not be renewed.   
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3.3 FIXED HOURS EMPLOYMENT 

 
Similarly, you may also be restricted in the number of hours per week you are allowed to lawfully 
work.  Where this is the case, we will offer you Fixed Hours Employment only; you will not be 
eligible to payment for any extra hours work and must ensure that you do not exceed your 
contracted hours. 

 

3.4 JOB DESCRIPTIONS 

 

Your job title will be outlined in your Letter of Appointment and your Manager will provide you 
with a copy of your role profile / job description during your induction period, which will outline 
the full range of your duties and responsibilities. 

 
3.5 HOURS AND PLACE OF WORK 

 

We need a variety of hours and patterns of work to cover our entire operation, which runs 7 days 
per week.  Some departments operate 24 hours per day and it is critical to our success that you 
are as flexible as possible with the hours you can work.  

 

CJ Lang & Son Limited reserves the right to vary your hours of work for the purpose of Business, 
Economic, Legal, Operational and / or Technical needs.  We will consult you fully and, wherever 
possible, give you 4 weeks written notice of the agreed changes. 

 

Similarly, we reserve the right to transfer Management, as necessary, throughout all Company 
Divisions, but particularly between Company Owned Stores. 

 

3.6 WORKING TIME REGULATIONS 

 

Your working hours must not exceed an average of 48 hours per week, calculated over a 17 
week reference period, unless you have signed an individual voluntary agreement to opt out of 
this limit as imposed by the Working Time Regulations.  Should you wish to opt out, you can get 
an opt-out agreement form directly from the HR Department or the Company Intranet.  You can 
terminate this agreement at any time, so long as you give us 3 months’ written notice. 

 

If there is a possibility that you may exceed an average of 48 hours per week, we will monitor 
your hours of work.  If you are in danger of exceeding the limit and have not voluntarily opted 
out, we will restrict your ability to work additional hours. 

 

You will not be required to work longer than 13 hours in any 24-hour period and you are 
entitled to a minimum of 2 days off each fortnight. 

 

LGV drivers’ average hours are calculated over a rolling 26-week period with no provision to opt 
out given under the Road Transport Working Time Regulations. 

 

3.7 REST PERIODS 

 

You are entitled to the following rest periods: 

 

Under 18’s  Over 18’s 

 

Per shift of more than 4.5 hours 30 minutes unpaid  nil 

Per shift of more than 6 hours 30 minutes unpaid  20 minutes unpaid 

Per week    2 days   1 day  
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3.8 VARYING YOUR CONTRACT 
 
Where you wish to request a change to your agreed Terms and Conditions of Employment, 
please put this in writing to the HR Department, who will forward it to the appropriate level of 
Management for their fullest consideration. 
 

3.9 FLEXIBLE WORKING 
 
We will seriously consider any request for more flexible working arrangements from all eligible 
employees.  If you wish to request a change under the Flexible Working legislation, please 
contact the HR Department for an application form. 
 
Please refer to our Flexible Working Policy, contained in the Appendices of this Handbook, for 
further details. 
 

3.10 CONFIDENTIALITY 
 
During the course of your employment with us, you may be privy to confidential information 
about any aspect of our Business. 
 
In accepting employment with us you agree, at all times, whether in our employ or not, except 
where such information is in the public domain: 
 
 To maintain the strictest secrecy with regard to the business affairs of CJ Lang & Son 

Limited and its customers, products and product lists, except to the extent that you may be 
authorised to disclose them by the Board of Directors, a Court of Law, or any authorised or 
enforcement agency such as the Police, a Regulatory Body given powers under the Financial 
Services Act, HM Revenue & Customs, etc  

 
 To refrain from revealing or using confidential information regarding systems and 

programme design and data for personal gain 
 
 To familiarise yourself with the data protection procedures set down by CJ Lang as a result 

of the Data Protection Act 1998 and understand that CJ Lang will view any breach of these 
procedures as a serious matter of discipline 

 
 To understand that any breach could result in CJ Lang's sensitive and confidential data 

being disclosed to competitive or other interested parties and any such conduct on your 
part may render you liable to summary dismissal under the disciplinary procedure 

 
As such, you agree that CJ Lang may monitor all electronic communications using equipment 
provided by it, including desktop PCs, laptops, mobile and fixed-line telephones [to secure 
compliance with this agreement/for the purposes of regulatory compliance]. 
 

3.11 RIGHT TO SEARCH 
 
You may be required to submit to a personal search and search of all baggage, personal items, 
lockers and car, etc when requested to do so by an authorised member of the Security 
Department or Manager. A body search will be carried out only in a private room and in the 
presence of another member of Management and an Employee Representative.  Employees may 
request that a personal search is carried out by a person of the same sex in the presence of 
individuals of the same sex. 
 
Anyone caught in unauthorised possession of Company property, or property belonging to 
another employee or other third party will be suspended with pay and subject to further 
investigation, which may lead to serious disciplinary action; we may also report our findings to 
the police. 
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An employee who unreasonably refuses to submit to a search in accordance with these rules may 
be subject to disciplinary action. 

 

3.12 COMPANY VEHICLES 

 

All Company Vehicle drivers will have an appropriate valid licence for the vehicle(s) they may be 
required to drive.   

 

Rules for the use of Company Vehicles are contained in a separate booklet that will be issued to 
you if you are allocated or require the use of a Company Vehicle.  All employees who drive 
Company Vehicles must familiarise themselves and comply with any restrictions and 
recommendations contained within these rules. 

 

NB 

Smoking is not permitted in any Company Vehicle. 

 

4 ATTENDANCE STANDARDS 
 

CJ Lang reasonably expects that any absences you may have, for any reason, will not exceed 3% 
or 3 occasions in any rolling 26-week period.  However, we are a reasonable Company and, 
where you do not meet this standard, we will give you the opportunity to explain why and, where 
appropriate, we will normally give latitude. 

 

Regular, punctual attendance is a required term of your Contract of Employment and we expect 
you to take responsibility for achieving and maintaining good attendance. 

 

You can do this by ensuring that, as far as possible, you protect yourself and other employees 
from injury and undue stress at work and out with.  Where you are unwell, you should take every 
reasonable measure to recuperate in as short a time as possible. 

 

Where your absence from work cannot be avoided, we ask that you phone your Line Manager at 
your place of work as soon as possible so that he or she knows the reason for your absence and 
can make alternative arrangements to cover your duties; we will not accept text messages. 

 

In return, providing that you follow this notification procedure, provisions are in place to make 
payment to you when you are unable to attend work due to sickness so long as you meet the 
conditions to qualify for Statutory and / or Company Sick Pay.   

 

5 ABSENCE PROCEDURES 
 

5.1 NOTIFICATION 

 

When you are absent from work, we may try to cover your shift or re-assign your duties to a 
colleague in order to maintain service provision.  Therefore, we need to know when you will be 
off, why you will be off and when you will return. 

 

Where you work “shifts”, we ask that you phone your Line Manager to inform him/her of your 
absence no less than 2 hours before your shift is due to start.  Where your shift is due to start as 
your place of work opens, we ask that you inform your Manager within 2 hours of the time you 
are due to start. 
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We expect you to call your Manager personally because we will need to ask you for the following 
information in order to minimise the impact of your absence on your colleagues: 

 

 Why you are absent 

 What your illness / injury / emergency is 

 What your plans to resolve it are 

 When you intend to return to work 

 

As such, messages via answer machine, text, email or colleagues, are not acceptable.  We accept 
that you may not know when you will be able to return to work, so we expect you to maintain 
similar contact throughout your period of absence as follows: 

 

 At least once per week for the duration of your absence or as directed by your Manager e.g. 
daily 

 At least one working day before any medical certificate is due to expire 

 At least one working day before you intend to return to work 

 

5.2 NON-NOTIFICATION 
 

Where you do not contact your Manager personally on the first day of your absence, we will call 
you at home to understand why you are off work and remind you of our Notification Procedure. 

 

Should we be unable to make contact with you during the first 3 calendar days of your absence, 
we will have no reasonable alternative but to consider that you are absent without leave and the 
HR Department may write to you and request that you contact your Manager by a specified date 
and time. 

 

If you make contact as requested, we will remind you of our Notification Procedure and agree the 
frequency of any future contact with you.  Where we are unhappy with your reasons for not 
contacting your Manager, we may instigate our Disciplinary Procedure on your return to work. 

 

If you do not make contact with your Manager as requested or fail to maintain the frequency of 
contact agreed with us, we may instigate our Disciplinary Procedure before you return to work. 

 

5.3 SELF CERTIFICATION 
 

You may self-certify that you are unable to attend work due to sickness or injury for the first 7 
calendar days of any period of absence.   

 

When you return to work, your Manager will require you to complete a self-certification form 
during your Return to Work Interview. 

 

5.4 MEDICAL CERTIFICATION 
 

Where your absence continues for more than 7 calendar days, we ask that you attend your GP 
and that he or she certifies your continued absence on a medical certificate / fit for work note 
from the 8th calendar day.   

 

We also ask that you make the appointment with your GP no later than your 10th calendar day of 
absence and, while you are there, you can collect a self-certification form.   

 

We expect to receive both your self-certificate and medical certificate no later than the 10th 
calendar day of your absence and, if we don’t, we will consider you to be absent without leave 
and your entitlement to both Statutory Sick Pay (SSP) and Company Sick Pay (CSP) may be 
affected. 
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5.5 LONG TERM ABSENCE 

 

Where you are absent due to sickness for a continuous period of 28 calendar days or more, we 
will view your absence as long term and instigate our Capability Policy, which you will find in the 
Appendices of this Handbook. 

 

5.6 RETURNING TO WORK 

 

When you are ready to return to work, you must phone your Manager as explained above.  If you 
are ready to return to work, but not to full hours or duties, you must not start back at work 
without first meeting with us so that we can consider whether we can accommodate your 
return on reduced hours / duties, or any other alternative. 

 

We will normally seek medical advice before accommodating your return on alternative 
arrangements and, where agreed, this will be for a temporary period only.   

 

5.6.1 Return to Work Interviews 

On your return to work, we will meet with you before you recommence duties in order to ensure 
that you are fit to work and to update you on any key changes that have happened during your 
absence. 

 

If you are returning on alternative arrangements such as a Phased Return to Work Programme or 
on a temporary reduction in your hours / duties, we will review this with you at your Return to 
Work Interview. 

 

We will also advise you of your overall absence history and %, which may require to be discussed 
at an Attendance Review Meeting.  Should this be the case, the Attendance Review Meeting will 
either follow on directly from your Return to Work Interview, or be arranged for a later date and 
time. 

 

5.7 MAXIMISING ATTENDANCE – TRIGGER POINTS  

 

As previously mentioned, we will review your overall attendance over a rolling 26-week period 
and, if you have had more than 3% or 3 occasions of any kind of absence in 26 weeks, we may 
wish to discuss this with you at an Attendance Review.   

 

The following calculation will be used to establish your absence percentage: 

 

No. days absence  

    X 100 

 

     No. working days in 26 weeks 

 

For example, Distribution 

Number of days absent (sick and unexcused) = 8 

Number of working days = 5 per week x 26 weeks 

Calculation = (8 ÷ 130) X 100 = 6.2% 

 

For example, Retail 

Number of days absent (sick and unexcused) = 10 

Number of working days = 3 per week x 26 weeks 

Calculation = (10 ÷ 78) x 100 = 12.8%
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5.7.1 Attendance Reviews 
The purpose of the Attendance Review Meeting is to formally review your overall attendance 
history and we will focus on the following issues: 

 

 Total % absence 

 Total occasions of absence 

 Any trends in your absence history, such as recurring days / reasons / non-notifications 
etc. 

 Any history of intermittent, unconnected and short-term absences 

 

There will be one of 3 possible outcomes to your Attendance Review Meeting: 

 

1. No Further Action 

2. Next Steps - Where you will agree what steps you will take to improve your absence 

3. Disciplinary meeting - Where your attendance has not improved or you have declined to 
follow the notification procedure on more than one occasion, your Manager may instigate 
the disciplinary procedure 

 

6 TYPES OF ABSENCE 
 

6.1 BEREAVEMENT LEAVE 

 
We are sympathetic in the case of bereavement and, in the case of the death of a spouse, 
partner, son, daughter, brother, sister, mother, father, grandparent, grandchild, will normally 
allow up to 3 days’ paid leave for a 5-day worker.  Up to one day’s paid leave will normally be 
allowed for any other close family member.  Paid leave will be pro-rated in line with your normal 
working days per week. 

 

In deciding the number of days leave to authorise, we will normally take account of the closeness 
of the relationship, any travel involved and any time you require to make the necessary funeral 
arrangements.  Please discuss any further absence, not due to sickness, with your Manager, who 
may authorise a period of Annual Leave for you. 

 

Should you wish to attend a funeral of a non-family member, up to one day’s unpaid leave will 
normally be allowed; alternatively, you may wish to use Annual Leave. 

 

6.2 SEVERE WEATHER CONDITIONS 

 
Similarly, where you are prevented from attending work due to severe weather conditions such 
as snow storms, we will normally allow unpaid leave until such times as public transport 
resumes.  

 

6.3 MEDICAL / DENTAL /FINANCIAL / LEGAL APPOINTMENTS 

 
As far as possible, we ask that you endeavour to make such appointments out with your normal 
hours of work.  However, we appreciate that this can be difficult when you work Monday to 
Friday, 8.30am to 5.00pm.  In such cases, we will normally allow sufficient unpaid time to enable 
you to attend. 

 

6.4 HOSPITAL APPOINTMENTS 

 
We understand the need to be able to attend planned hospital appointments as and when invited 
to do so and, on receipt of a copy of your letter of invitation or appointment card, we will 
normally allow sufficient unpaid time off work to enable this. 
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6.5 ABSENCE WITHOUT LEAVE 
 
Where you are absent for 3 or more calendar days without medical certification, authorisation or 
notification, we will be inclined to view the matter as Gross Misconduct and may instigate the 
Disciplinary Procedure.  
 

6.6 ABSENCE DURING AND/OR FOLLOWING A DISCIPLINARY PROCEDURE 
 
We understand that any involvement in a Disciplinary or Grievance Procedure can be difficult, 
however, delaying the process may not always be in your best interests because the thought of it 
resuming on your return to work may be equally difficult. 
 
Where you become unfit for work after a Disciplinary or Grievance Procedure has started, we will 
expect you to continue with that procedure - being unfit to attend work does not automatically 
make you unfit to meet with us.   
 
However, we accept that there may be times when you are unfit to continue with the Procedure 
because doing so would be detrimental to your health.  In such circumstances, we will normally 
invite you to meet with us with a view to seeking medical advice about your health situation.   
 
Where this is the case, we will normally suspend any Disciplinary or Grievance Procedure until 
your health improves or you are fit to return to work, whichever is the soonest.  During such 
times, this Attendance Policy and Procedure applies in full. 
 

6.7 LATENESS 
 
We understand that there may be times when you are unavoidably late for work.  However, where 
we believe there is a continuing trend of lateness, or we are unhappy with your reasons for being 
late, we may invite you to an Attendance Review Meeting. 
 

6.8 SICKNESS ABSENCE 
 
For the purpose of this Policy, there are two types of sickness absence:   
 
 Short-term sickness absence –  any single period of sickness absence, which lasts less than 

28 calendar days 
 Long-term sickness absence – any single period of sickness absence, which lasts 28 

calendar days or more    
 
Please familiarise yourself with our Attendance and Capability Policies, which you will find in the 
Appendices of this Handbook for a full explanation of how we will support you to achieve 
maximum attendance. 
 

6.9 SICKNESS ABSENCE AND ANNUAL LEAVE 
 
For clarity, your holiday starts when you stop working.  For example, if you work Monday to 
Friday, 8.30am to 5.00pm, and have booked Friday as a holiday, your holiday starts at the end of 
your shift on the Thursday. 
 
When you are sick prior to the start of a period of annual leave, your period of annual leave will 
be cancelled in order that you can re-arrange this on your return to work.  However, when your 
period of sickness begins after your holiday has started, your holiday will continue and we will 
pay your normal rate of holiday pay subject to the following conditions: 
 
1. The Company reserves the right to be provided with the appropriate self-certification and / 

or medical certification to cover such eventuality.  Failure to provide these documents on a 
timely basis may render the flexibility of this arrangement inapplicable 



 

 12

2. The Company reserves the right to cancel these arrangements if your Line Manager has 
doubts about the genuineness of the sickness situation following your return to work 
interview 

 
3. The Company reserves the right to pay Statutory Sick Pay only during such periods of 

sickness where we consider the sickness episode to be dubious 
 
Therefore, if you are absent from work due to long-term sickness, you will continue to accrue 
holidays throughout your absence.  We will use this accrued annual leave to phase you back to 
work on your agreed Phased Return to Work Programme.  You will then be free to book your 
remaining balance of annual leave on your return. 
 
Where we cannot accommodate your request to book annual leave, we will offer you alternative 
dates when you can take your holidays. 
 

6.10 HOLIDAYS 

 
In real terms we have customer and operational requirements every day of the year.  Therefore, 
except for Christmas Day and New Year’s Day, the Business does not close down.   
 
Your holiday year will run from 1 May to 30 April each year and all currently accrued holidays will 
be taken during that period.  There is no overlap to the first month of the next year and holidays 
which have not been used within the holiday year will not be paid or carried over, unless 
otherwise required by law.  
 
Each employee will accrue 6 weeks’ holidays in a holiday year, which will be pro-rated against 
the number of days per week you are contracted to work and number of full months in the 
holiday year that you are employed to work.  Your accrual will be inclusive of Statutory, Public 
and Local Holiday allowances. 
 
From figure 1, new employees and those leaving us, will be able to estimate their holiday 
accrual in any holiday year.  However, for a definitive figure, please speak with your Payroll 
Assistant. 
 
Where you leave our employment and have taken more holidays than you are entitled to by the 
date you leave, we will deduct any overpayment from your final pay.  Similarly, if you leave 
without working your full notice, or are dismissed for Gross Misconduct, or where there are 
other grounds for Summary Dismissal, we will calculate your holiday accrual based on your 
Working Time Regulation Entitlement.  Where this results in an overpayment of holidays taken 
earlier in the holiday year, we will deduct the overpayment from your final pay. 
 
6.11.1 Booking Holidays 
 
As a bare minimum, we reasonably expect you to use your holiday accrual as follows within each 
holiday year: 
 

Between 1 May to 30 September 2 week’s holiday 
Between 1 October to 31 January 1 week’s holiday 
Between 1 February to 30 April  1 week’s holiday 

 
You should request your preferred holidays, in writing, from your Line Manager, giving at least 
twice as much notice as you wish to take off.  For example, if you wish to book two working days 
holiday, you must request this at least 4 working days before you wish your holiday to start. 
 
Your Manager will assess your request in line with Business needs and overall department / store 
/ depot plans.  Where we are unable to accommodate your request, your Manager will advise you 
directly and offer you alternative dates to consider. 



 

 13

Therefore, you must ensure that you do not make travel arrangements until your holiday has 
been confirmed. 

 

On exception, you may request to take 3 weeks’ holiday between 1 May and 30 September, 
where it is operationally viable.  This and similarly unusual requests must be submitted in 
writing to your Divisional Director, for their formal approval. 

 

Given that Christmas and New Year are very busy times for us, we will not normally permit you 
to take annual leave during these periods.  Final decisions on holiday issues will lie with CJ Lang 
Management. 

 

Figure 1 

 

 

7 WORK LIFE BALANCE 
 

Typically, Work Life Balance Legislation and Regulations are complex and changeable.  As such, 
we would ask you to familiarise yourself with our full Policies, which can be found in the 
Appendices of this Handbook. 

 

7.1 ADOPTION 
 

The right to Adoption Leave is available to any member of staff who has been personally 
matched with a child for adoption or who has been matched jointly with their partner or spouse.  
It is up to the adoptive parents to decide who will take Adoption Leave and who will take 
Paternity Leave. 

 

The key stage in assessing your eligibility for Statutory Adoption Leave is the point at which you 
received official notification from the relevant domestic authority.  

 

For further details, please refer to our Adoption Policy, which can be found in the Appendices of 
this Handbook. 

 

7.2 EMERGENCY LEAVE 

 

Complete Months 
of Service 

Number of contracted days per week 

6 days 5 days 4 days 3 days 2 days 1 day 

12 36 30 24 18 12 6 

11 33 27½ 22 16½ 11 5½ 

10 30 25 20 15 10 5 

9 27 22½ 18 13½ 9 4½ 

8 24 20 16 12 8 4 

7 21 17½ 14 10½ 7 3½ 

6 18 15 12 9 6 3 

5 15 12½ 10 7½ 5 2½ 

4 12 10 8 6 4 2 

3 9 7½ 6 4½ 3 1½ 

2 6 5 4 3 2 1 

1 3 2½ 2 1½ 1 ½ 
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Where you are prevented from attending work as a result of the needs of one of your 
dependents, we will normally allow reasonable unpaid time off.  This time off will be for the 
purpose of resolving the emergency at hand by putting in place suitable alternative care 
arrangements.  
 
7.3 MATERNITY ENTITLEMENTS 
 
As soon as you know you are pregnant, you should advise your Manager in writing because there 
are important Health and Safety Issues that we will need to discuss with you. 
 
Thereafter, when you receive your MatB1 you must send this to the HR Department along with a 
letter stating when you wish your Maternity Leave to start.  On receipt, we will confirm your 
Leave and Pay entitlements in writing within 28 days. 
 
Until then, we will not be able to estimate your entitlements, but as a rule, regardless of your 
length of service, you will be entitled to take up to 52 weeks’ maternity leave as follows:  26 
weeks Ordinary Maternity Leave (OML) + 26 weeks’ Additional Maternity Leave (AML).   
 
However, your entitlement to Statutory Maternity Pay (SMP) will depend upon your average 
earnings and length of service by your Qualifying Week, which is 15 weeks before your Expected 
Week of Childbirth (EWC). 
 
Please refer to our full Maternity Policy, which can be found in the Appendices of this Handbook.  
Should you have any further queries, please contact the HR Department in the first instance. 
 
7.3.1 Ante-natal care 
 
Whilst you are pregnant, if you have made an appointment with your GP or midwife, you are 
entitled to time off for ante-natal care. 
 
If you haven’t already done so, we will need you to confirm your pregnancy in writing to us 
before we will accommodate the request; we will also need to see your appointment card or 
letter.  Time off will be paid and include reasonable travelling time. 
 
However, we expect you to make every effort to avoid unnecessary disruption to your working 
hours.  Therefore, please note that where you can conveniently attend an evening appointment 
or arrange your appointments for the start / end of the working day, time off may be refused. 
 
7.3.2 Pregnancy Related Sickness 
 
Where you are unable to attend work due to ill-health, which results from your pregnancy, in the 
four weeks leading up to your EWC, we will force the start of your OML and confirm your new 
return to work date in writing within 28 days. 
 
7.4 PARENTAL LEAVE ENTITLEMENTS 
 
Time off for Parental Leave must be taken in full weeks and no more than 4 weeks’ leave can be 
taken each year.  To understand if you qualify to request Parental Leave, please refer to our full 
Policy which you will find in the Appendices of this Handbook. 
 
Whilst we will endeavour to accommodate all eligible requests, we may have to postpone your 
leave if it is not operationally viable to allow you leave when requested.  Should this be the case, 
we confirm this to you in writing and offer you suitable alternative leave dates. 
 
7.5 PATERNITY LEAVE ENTITLEMENTS 
 
To qualify for Paternity Leave, you must have been continuously employed by us for no less than 
26 weeks by the end of the 15th week before the child’s expected week of childbirth; and be the 
child’s biological father (or spouse / partner of the mother) and have, or expect to have, 
responsibility for the child’s upbringing.   
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Rules for Paternity Leave when adopting a child differ slightly, so please refer to our full Policy, 
which can be found in the Appendices of this Handbook. 

 

If you wish to take Paternity Leave, you should contact the HR Department for the relevant form 
and return it to them by the end of the 15th week before the mother’s EWC or, in the case of 
adoption, within 7 days of formal notification that you have been matched with a child. 

 

You may choose to begin your period of leave from the date the child is born, or placed for 
adoption, or from a later date so long as your take your leave within 56 days of the date the 
child is born or placed for adoption.  If you wish to change your mind about the date you wish to 
start your leave, you must give at least 28 days’ written notice to the HR Department. 

 

During your period of Paternity Leave, you are entitled to the benefit of all your Terms and 
Conditions of Employment as if you had not taken the leave. 

 

8 COMPANY PAY AND BENEFITS 

 
We will clarify your rate of pay during the recruitment process and confirm this in your Letter of 
Appointment.   

 

All pay rates will be reviewed annually on or around 1st June, however, the Company reserve the 
right to vary the timings of such reviews where necessary; it is important to remember that all 
payment levels and reviews are dependent on the ongoing success of the Business. 

 

Company Owned Store employees are paid 4 weekly in arrears directly into their bank accounts.  
All other employees are paid monthly in arrears directly into their bank account.  Any payment 
queries should be channelled through your Line Manager in the first instance. 

 

8.1 DEDUCTIONS FROM WAGES 
 

The Company reserve the right to recover the value of cash or stock deficiencies, which result 
from negligence or misconduct.  Before making any deductions, we will confirm your total 
liability in writing and the amount we deduct will not exceed 10% of your total gross pay in the 
relevant pay period.   

 

8.2 OVERTIME 

 
Below management level, overtime payment will normally be available against the basic pay rate; 
however, this should not become excessive for you, your Department, Store, or Depot. 

 

If you are eligible to receive overtime payments for extra hours worked, we will advise you of 
this in your letter of appointment.  However, where the hours you are available to work are 
lawfully restricted, you are responsible for ensuring you do not work overtime hours; payment in 
excess of your basic hours will not be made available to you. 

 

Where you are employed on part-time hours, overtime will be paid at basic rate until full time 
hours for your job are exceeded. 

 
8.3 PENSIONS 
 

You will become eligible to join our Group Personal Pension Plan after 5 years’ continuous 
service with CJ Lang.  Your period of continuous service must be completed by the scheme 
annual renewal date of 1st June and when you are first eligible, you will receive a written 
invitation direct from the pension provider. 
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If you elect not to join on your eligible date, we will not re-invite you.  Therefore, if you wish to 
join at a later date, please advise the HR Department, in writing, before 1st April.  Please be 
advised that if you do elect to join at a later date, your application may be subject to a medical 
examination for the benefit of our insurers. 
 
Death in service cover is entirely dependent upon contributing membership of one of our 
Pension Schemes.  If you elect to suspend or cancel your contributions to the Pension Scheme, 
we will suspend or cancel our contributions accordingly and you may lose this cover.  Please 
advise the HR Department, in writing, if you wish to suspend or cancel your contributions. 
 
We reserve the right to vary employee pension provision and death in service cover in order to 
maintain best options for both you and us. 
 

8.4 COMPANY SICK PAY (CSP) 
 
With effect from 6 April 2006, you must have one year’s service before you will qualify for CSP. 
 
Once you have a full year’s service with CJ Lang, you will benefit from 2 weeks’ CSP (pro rata), 
per year of service, less any CSP already paid in your employment.  Your benefit will be renewed 
on the anniversary of your start date with CJ Lang unless you are absent from work at that time, 
when it will be renewed on your return to work.  The maximum accrual is 52 weeks. 
 
CSP is updated each time you are off sick and will be inclusive of any statutory sick pay or social 
security benefits that you may be entitled to. 
 
That said there may be cases where we withhold Company Sick Pay: 
 
 If you do not follow the Company Attendance Policy and Procedure 
 If your absence is not covered by any form of authorised certification 
 If we view your absence as self-inflicted or resulting from your participation in a hazardous 

activity out-with working time 
 If we view that your absence is caused by a misconduct on your part 
 If your absence has been caused by any other employment you may have 
 If you are absent without permission 
 
In addition, if you are on a Disciplinary Warning for absence related issues, you will not be 
eligible to receive CSP as follows: 
 

Warning  Exclusion Period 
 
Verbal  6 months 
Written  9 Months 
Final Written 12 months 

 
For those employed on or after 6 April 2006 
If you were employed on or after 6 April 2006, we will treat the first 3 days of any period of 
sickness absence as “waiting days” and you will not receive CSP for these days, regardless of 
your length of service. 
 
Provided your absence is authorised by a Self Certificate, Medical Certificate, or Fit Note, we may 
pay CSP from the 4th day of your sickness until your benefit is exhausted. 
 
Neither this CSP Policy nor the more detailed Attendance Policy affects the Company’s right to 
end your Contract of Employment.   
 
For full details, please refer to our Attendance Policy, which you will find in the Appendices of 
this Handbook. 
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9 STATUTORY PAYMENTS 
 

In addition to these contractual benefits, you may also be eligible to receive the following 
Statutory Benefits: 

 

9.1 STATUTORY SICK PAY (SSP) 

 

The first 3 days in a period of sickness are “waiting days” and do not qualify for SSP.  However, 
in two or more linked periods (2 occasions of sickness, each of at least 4 days long, which are no 
more than 8 weeks apart) the “waiting days” rule only applies to the first period. 

 

Again, provided your absence is covered by authorised certification and you comply with the 
procedures laid out in the Company Attendance Policy, you may receive SSP for up to 28 weeks 
or until you return to work, whichever is earlier. 

 

NB 

If you are sick for more than 7 calendar days, you are required to submit a Medical Certificate or 
Fit Note by the 10th calendar day of your absence. 

 
9.2 STATUTORY MATERNITY PAY (SMP) 

 

To qualify for SMP, you must notify us of the date you wish your maternity leave to start and 
provide us with your MAT B1 by your Qualifying Week, which is the 15th week before your 
Expected Week of Childbirth (EWC).   

 

In addition, you must have a minimum of 26 weeks’ service up to and including the 15th week 
before your Expected Week of Childbirth (EWC) and your average earnings must not fall below 
the Lower Earnings Limit.   

 

Where you meet these conditions, you will qualify for up to 39 weeks’ SMP during your Maternity 
Leave.  The first 6 weeks will be paid at 90% of your average earnings and the remainder will be 
paid at either the same rate or the standard rate of SMP, whichever is lower. 

 

Once you return to work, your SMP will stop; if you return before all your SMP entitlement has 
been paid, you will not be able to resume your maternity leave in order to benefit from the 
remaining balance. 

 

If you do not qualify for SMP, we will advise you in writing and provide you with an SMP1 form 
because you may still qualify for Maternity Allowance. 

 

9.3 STATUTORY PATERNITY PAY (SPP) 

 

To qualify for SPP, you must give 28 days’ notice of your wish to take Paternity Leave, the 
expected week of childbirth (or placement in the case of adoption) and confirm that you will 
have responsibility for the child’s care.  You can do this by completing SC3, which is available 
from the HR Department. 

 

In addition, you must have average weekly earnings at, or above, the lower earning limit for 
National Insurance.   

 

We will confirm your entitlement to pay and leave in writing within 28 days of receiving 
notification from you.  Where you do not qualify for SPP, you may be able to get some other 
benefit and we will complete an SPP1 form for this purpose: additional financial support may be 
available through Housing Benefit, Council Tax Benefit, Tax Credits etc.
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9.4 STATUTORY ADOPTION PAY (SAP) 
 
If your average weekly earnings are equal to or greater than the lower earnings limit (LEL) for 
National Insurance contributions, you will qualify for up to 39 weeks’ (SAP) during your adoption 
leave.   
 
SAP is paid at the current rate of Statutory Maternity Pay or 90% of your average earnings, 
whichever is the lower. 
 

10 STOCKTAKING 
 
We have regular stocktaking commitments and it is conditional that you are available, as 
required, for the hours necessary to complete stocktaking duties.   

 
11 EMPLOYEE RELATIONS 

 
CJ Lang & Son Limited recognise that our current success and ability to meet the challenges of 
the future largely depend on the quality and commitment of our most valuable resource: our 
people. 
 
The pace of change and need for greater flexibility mean that we must work within a climate of 
openness and participation.  We aim to achieve this through open communications at all levels 
across the organisation, developing personal ownership of our own objectives and performance 
and consulting over the strategic planning and management of the Organisation. 
 
We operate within a culture that recognises personal achievements and values the contributions 
of individuals and teams.  We encourage social interaction whilst acknowledging your rights to 
privacy and the need to find a balance between your work and personal life. 
 
Our aim is to provide clear standards in terms of conduct and performance and to keep you fully 
informed of both your statutory and contractual entitlements.  Line Managers are empowered to 
respond to individual situations and to address issues at the lowest level so it is important that 
you raise any queries or suggestions for improvement with your Manager as soon as possible in 
order that we can resolve any problems and implement change quickly.   
 
We also provide support mechanisms, ensure appropriate rights of appeal and promote the use 
of recognised procedures to resolve grievances and other problems within the workplace. 
 
To continue raising our standards of service delivery, we need to maintain operational resilience 
whilst developing the ability to respond quickly and creatively to changing business needs.   
 
We are committed to implementing simple and effective procedures to achieve greater flexibility 
within the Organisation.  As such, we recognise the need to critically assess our performance, 
plan for change and be proactive in our efforts to continuously improve all aspects of the 
Business. 
 
Full copies of our Probation, Attendance, Capability, Discipline and Grievance Policies can be 
found in the Appendices of this Handbook, the Company Operating Manual and the Company 
Intranet. 
 

12 SMOKING 
 
Where we can, we have designated smoking areas on our premises; smoking out with these is 
not permitted and is a clear breach of Company Policy.  Smoking in Company Vehicles is not 
permitted under any circumstances. 
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13 DRESS CODE AND APPEARANCE 

 
Although CJ Lang and Son operate in a variety of different work settings; we have an equal 
responsibility to be aware of our manner and appearance in order to maintain the professional 
image we project to our customers and suppliers. 
 
Therefore, we ask that you make yourself aware of and adhere to the following guidelines at all 
times: 
 
 Where uniforms and safety equipment are required, they will be provided free of charge.  

You must be in your uniform and ready to work by the start of your shift. 
 
 All basic-issue uniforms remain the property of the Company and must be returned if you 

leave or require a replacement.  Should you purchase additional items, these will belong to 
you. 

 
 Safety wear, if provided, must be worn.  If you feel additional safety equipment is required 

for your role, it is your responsibility to raise this with your Line Manager.  It is your 
responsibility, as part of Health and Safety to highlight to your Manager, any defect in your 
safety clothing or equipment. 

 
 A very important factor in projecting the Company’s image is the attention paid to personal 

hygiene.  It is important that employees maintain a high level of personal hygiene and 
present a clean, neat and tidy appearance at work.  E.g. where appropriate, hair should be 
tied back and hands and nails should be clean.   

 
 Extremes in fashion, hairstyles and colours should be avoided.  To avoid offending others, 

it is important that body piercings are appropriate and, where practical, tattoos are covered. 
 
 Name badges should be worn at all times and footwear should be sensible and comply with 

H&S requirements within your area. 
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SECTION 3: LEAVING CJ LANG & SON LIMITED 
 

1 RESIGNATION 
 

Should you wish to leave us at any point, we would prefer that you submit your resignation in 
writing to your Line Manager, who will forward it to the HR Department without undue delay. 

 

1.1 NOTICE PERIODS 

 
Unless stated otherwise in your letter of appointment, notice from us will operate as follows: 

 

Service     Notice 

 

Less than 4 weeks’ service   Nil 

4 weeks but less than 2 years’ service  1 week 

2 years but less than 12 years’ service  1 week for each full year of service 

More than 12 years’ service   12 weeks 

 

We will expect you to give equivalent notice up to a maximum of 4 weeks unless otherwise 
stated in your Letter of Appointment and / or Statement of Terms and Conditions of 
Employment. 

 

In addition, we would prefer you to work your full period of notice and we are unlikely to accept 
your notice period being reduced by absence or annual leave.  Equally, we will always honour 
proper notice payment in relation to your length of service. 

 

However, we are not obliged to provide you with work during your notice period and we may, at 
any time during your notice period, suspend you with pay.  We further reserve the right to make 
a payment to you in lieu of notice if we terminate your employment. 

 

Employees who leave without giving full notice, or who are dismissed for Gross Misconduct, will 
forfeit their right to accrued contractual holiday allowance although they will receive payment for 
accrued Working Time Regulation Holiday Entitlement. 

 

In all cases, where there may be an outstanding overpayment of wages or holiday pay, we will 
seek to recover this from your final pay.  Similarly, we may seek to recover any advances of 
wages, loans, training agreement amounts, or any other amounts that may be lawfully deducted. 

 

2 RETIREMENT  
 

In accordance with the Employment Equality (Age) Regulations 2006, CJ Lang operates a 
Company retirement age of 65 years for all employees. 

 

That said, the same legal statute gives you the right to request to continue working beyond any 
Company Retirement Age set by us. 

 

Therefore, we will formally advise you of your intended retirement date in good time for you to 
make any request to work beyond it and for us to give due consideration to any such request 
that you may make. 
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3 PAY IN LIEU OF NOTICE 
 
Should the Company reach the decision to dismiss, on conclusion of one or more of our 
Company Procedures, as laid down in the Policies that you can find in the Appendices of this 
Handbook; this will normally be with notice or payment in lieu of notice as per your Contract of 
Employment.  However, depending on the seriousness of the circumstances, the Company may, 
at its discretion, dismiss without notice or payment in lieu of notice. 
 

4 FINAL PAY  
 
Where the Payroll Department are notified of the end of your employment in good time, they will 
endeavour to pay any outstanding moneys due to you along with your normal salary payment. 
 
However, where they are notified after the payroll run, they may have no reasonable alternative 
but to stop your pay in order to avoid an overpayment.  Should this be the case, there may be no 
time to notify you. 
 
Where they are notified after you have received your normal salary, the Payroll Department will 
calculate any outstanding moneys due to you in time for your next normal pay date; payments 
will not be made on any other dates. 
 
Therefore, we ask that you give due notice of your resignation. 
 

5 P45 
 
P45s are now generated automatically – the Company do not issue manual P45s.  Therefore, if 
your last date of employment is later than your normal pay date, or we are notified after the 
payroll has run, you may not receive your P45 until the next normal pay date. 




