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POLICY 1: INDUCTING NEW EMPLOYEES AND DIRECTORS 
 

SECTION 1: PURPOSE OF INDUCTING NEW EMPLOYEES AND DIRECTORS 
 
1.1 All new employees and Directors are to have an induction program scheduled for them 
immediately upon commencement with Scottish Target Shooting. It is critical that all new employees 
and Directors have a good understanding of the company, understanding the key issues surrounding 
their work requirements and the company infrastructure. 
 
1.2 Joining a new company can be quite daunting. There is always a great deal of information for 
new employees and Directors to take in to help them understand the context of their role. The initial 
few months are crucial to ensuring the new person settles in effectively and can performing in the role 
within the shortest possible period of time. 
 
1.3 The aim of the induction programme is to provide new employees and Board members with all 
the relevant information and advice they require, to enable them to settle into their new role quickly. 
It is important that new employees and Directors become familiar with the environment, systems and 
are made aware of the policies and procedures applicable to them including where these can be found. 
 
 

SECTION 2: INDUCTION PACK 
 
The Governing Body 
 
2.1 This induction pack is aimed at providing an overview of the company in order to help and 
support new appointments to Scottish Target Shooting at both employee and Board level.  
 
2.2 This working document is aimed at helping new appointments find your way through a complex 
maze of people, places, politics and plans as you start with the company. 
 
2.3 The induction pack will contain the following documents to help familiarise the new 
appointment with policies, strategies, structure and vision of Scottish Target Shooting: 
 

(a) Articles of Association for the company; 
 

(b) The company’s Working Conduct document outlining code of conduct, health and safety 
policies etc.; 
 

(c) The company’s Business Strategies document outlining IT procedures etc.; 
 
(d) The company’s Sporting Conduct document; 
 
(e) Strategic Plan for 2015-19; 
 
(f) Business Plan for 2016-17; 
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(g) Other relevant plans in operation (e.g. communication, coaching etc.); 
 
(h) The company’s child protection policy and information on Scottish Target Shooting’s Child 

Protection Officer; 
 
(i) Company structure diagram for Scottish Target Shooting; 
 
(j) Remit summaries for the company’s working groups, employees and Directors; 
 
(k) Significant dates which new appointments should be aware; 
 
(l) Summary details of key partner agencies including the present relationship with the 

company and key contacts; 
 
(m) Dates and times scheduled to induct employees - this section should be a detailed week’s 

work programme which includes key meetings.  In addition, there should be a framework 
of key tasks and possible meetings for the initial six week period. 

 
(n) Financial procedures including accounting procedures, annual projected budget, most 

recent budget statement and how to claim expenses; 
 
(o) Details of the training programme and how this can be accessed; and 
 
(p) Programme of meetings for the new post holder to set up IT, meet relevant colleagues and 

partners, further understand the role, set goals and review performance and expectations 
during the probationary period. 

 
Background to Scottish Target Shooting 
 
2.4 Scottish Target Shooting is the marketing name of the governing body for target shooting in 
Scotland. Incorporated in 2015, Scottish Target Shooting recognises the ISSF as the international 
governing body and has responsibility for the promotion and development of all forms of target 
shooting in Scotland. 
 
2.5 The governing body is a non-profit making company. Day-to-day business operations are 
administered by employed team based at the Scottish Target Shooting Office located at Caledonia 
House, 1 Redheughs Rigg, South Gyle, Edinburgh, EH12 9DQ. 
 
2.6 The company is currently working to deliver the 2015-19 Strategic Plan governing the 
development of the sport through each Commonwealth Games cycle. This plan shares the vision of 
sportscotland as the national agency for sport, through embracing the following 3 visions: 
 

(a) Widening Opportunities: By focusing on local partnership development the organisation 
aims to increase the opportunity for all to participate in target shooting by improving facility 
access at local club/community level; 
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(b) Developing Potential: In identifying and providing unique opportunities to become involved 
in target shooting, Scottish Target Shooting aims to attract and retain new participants, and 
develop their potential through the provision of quality programmes; and 

 
(c) Achieving Excellence: To build upon successes on the international stage by supporting elite 

players, coaches and officials, and to create a marketable product capable of attracting and 
maintaining vital investment from key partners. 

 
2.7 The company’s corporate direction embraces the national vision for sport in Scotland, with key 
funding agencies, sponsors and delivery agencies playing integral roles as the governing body works to 
attain the long-term targets as specified within the 2015-19 Strategic Plan. 
 
Board Members and Employees 
 
2.8 The Board of the company, Scottish Target Shooting, consists of the following positions and 
post holders with posts (a)-(e) forming the board executive: 
  

(a) Chair: Angus Loudon  
 

(b) Sport Vice Chair: Ian Thomson 
 

(c) Business Vice Chair: Mike Barlow 
 
(d) Finance Director: Hamish Hunter 
 
(e) Company Secretary: same as COO 

 
2.9 Board members, particularly the Chair, have a key ambassadorial and liaison role with external 
organisations, including sportscotland.  There are on average 6 Board meetings held each year to 
oversee the management of the company. Papers to be considered by the Board require to be 
produced in a standard format and within a specific timescale. The format and due dates for papers 
are communicated to relevant employees by the COO once the Board has agreed its annual meeting 
calendar. 
 
2.10 At present, Scottish Target Shooting also employs the following positions: 
 

(a) COO (full time): Post to be filled 
 

(b) Office Manager (full time): Post to be filled 
 
2.11 Headed up by the COO, employees, volunteers serving on working groups are responsible for 
implementing the policies and delivering the strategies of the Board, complying with the objectives of 
the company, ensuring the efficient and economical running of the company in delivering the set 
objectives and representing Scottish Target Shooting. Employees hold overall responsibility for the 
management of day-to-day operations through delivering the Business Plan. 
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SECTION 3: TIMESCALES OF ACTIVITIES 
 
Pre-Appointment 
 
3.1 Before a new employee or Director starts with Scottish Target Shooting, they must first be 
issued with the following information (where appropriate): 
 

(a) Letter of appointment (employees only); 
 

(b) Contract of employment (employees only); 
 

(c) Working Conduct document; 
 
(d) Business Strategies document; 

 
(e) Bank details form; 

 
(f) Pensions information (employees only); and 

 
(g) Disclosure Scotland forms (if required). 

 
3.2 In addition to the above, the Office Manager will also need to arrange the following prior to 
the new appointment’s first day: 
 

(a) Order the necessary electronic equipment e.g. computer, laptop and/or mobile phone 
(where appropriate); 

 
(b) Set up the new appointment on the company’s IT systems including email address, 

distribution lists and HR profile; 
 

(c) Advertise appointment on the company’s electronic communication including website and 
social media; 

  
(d) Order business cards (where appropriate); 

 
(e) Order branding clothing/kit (where appropriate); and 
 
(f) Schedule induction meetings to address the induction needs of the new appointment. 

 
First Days in Post 
 
3.3 The new employee and Director will be allocated a mentor to ensure a point of contact for 
guidance, advice and support as required. The COO will take new employees on a tour of Caledonia 
House (and, where applicable, Doges) explaining the fire plan, showing the employee where the 
assembly point is. Security arrangements will also be made for employees to ensure a pass is created 
to provide access to the building. 
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3.4 A meeting with new employees and Directors will be arranged to discuss their role and 
responsibilities and to identify any immediate training and development requirements. This is an 
opportunity to set out key expectations during a Directors first term or a new employee’s probationary 
period. The post holders will be assessed against these expectations throughout the first term or 
probationary period. 
 
3.5 New appointments will be asked by the COO to sign to confirm they have read and agree with 
the company’s Working Conduct, Sporting Conduct and Business Strategies documents. This signed 
sheet will be kept with each person’s HR file. 
 
3.6 In addition, during the first few days, new appointments will be asked to complete the Interests 
Register and Statement (Appendix A) to declare any relevant interests as well as a Skills Audit 
document (Appendix B) to help identify training needs and skills gaps both individually and across the 
company. 
 
First Weeks in Post 
 
3.7 Meetings will be organised with relevant staff and directors associated to the role to discuss 
working in partnership and areas of responsibility. 
 
3.8 A meeting will be held with Scottish Target Shooting’s Child Protection Officer to explain the 
company’s child protection policies and requirements. 
 
3.9 After the first 4 – 6 weeks an informal meeting will be scheduled away from the office to review 
progress and expectation. This discussion will include: 
 

(a) The suitability of the induction process; 
 

(b) Progress to date; and 
 

(c) Review of any additional training needs. 
 
3.10 Questions to be considered at these meetings include: 
 

(a) What areas of the role do you feel most confident with? 
 

(b) Are any areas of the role presenting the new appointment with difficulties? 
 

(c) Have there been opportunities to develop new skills? 
 

(d) Is further training required and how easily can this be accessed? 
 

(e) Have colleagues provided adequate support during your first few weeks in the role? 
 

(f) Future learning areas? 
 

(g) Any additional points that need to be addressed or raised? 
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End of Initial Period 
 
3.11 At the end of the induction period (3 months) for employees and first year for directors the 
following should be in place: 
 

(a) The post holder understands and can effectively carry out the role within the company; 
 

(b) The post holder is aware of the key points from the 2015-19 strategic plan and the areas 
where they contribute towards achieving the plan; 

 
(c) The post holder understands how they contribute to the successful running of the 

company; 
 

(d) The post holders understands the terms and conditions of their appointment; 
 

(e) The post holder is aware of the company’s Working Conduct document, including the: 
 

(i) Health and Safety Policy; 
 

(ii) Equal Opportunities Policy; and 
 

(iii) Discipline rules and Code of Conduct. 
 

(f) The post holder is aware of the training and development opportunities available. 
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POLICY 2: CODE OF CONDUCT FOR STS REPRESENTATIVES 
 

SECTION 1: EXPECTATIONS, RESPONSIBILITIES AND GUIDANCE 
 
1.1 The membership has a high expectation of those who represent Scottish Target Shooting (i.e. 
employees, Directors, athletes, contractors and volunteers) and the way in which they should conduct 
themselves in undertaking their duties for Scottish Target Shooting. All representatives must meet 
those expectations by ensuring that their conduct is above reproach. 
 
1.2 It is your responsibility to make sure that you are familiar with, and that your actions comply 
with, the provisions of this Code of Conduct.  
 
Guidance on the Code of Conduct 
 
1.3 You must observe the rules of conduct contained in this Code. It is your personal responsibility 
to comply with these and review regularly your personal circumstances with this in mind, particularly 
when your circumstances change. You must not at any time advocate or encourage any action contrary 
to the Code of Conduct. 
 
1.4 No Code can provide for all circumstances and if you are uncertain about how the rules apply, 
you should seek advice from the COO. You may also choose to consult your own legal advisers and, on 
detailed financial and commercial matters, seek advice from other relevant professionals. 
 
 

SECTION 2: KEY PRINCIPLES OF THE CODE OF CONDUCT 
 
2.1 The general principles upon which this Code of Conduct is based are: 
 

(a) Selflessness: You have a duty to take decisions solely in terms of the interests of Scottish 
Target Shooting.  You must not act in order to gain financial or other material benefit for 
yourself, family or friends. 
 

(b) Integrity: You must not place yourself under any financial, or other, obligation to any 
individual or company that might reasonably be thought to influence you in the 
performance of your duties. 
 

(c) Objectivity: You must make decisions solely on merit when carrying out Scottish Target 
Shooting business. 
 

(d) Accountability and Stewardship: You are accountable for your decisions and actions to the 
membership.  You have a duty to consider issues on their merits, taking account of the 
views of others and must ensure that Scottish Target Shooting uses its resources prudently 
and in accordance with the law. 
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(e) Openness: You have a duty to be as open as possible about your decisions and actions, 
giving reasons for your decisions and restricting information only when the wider interests 
of Scottish Target Shooting clearly demands. 
 

(f) Honesty: You have a duty to act honestly.  You must declare any interests relating to your 
Scottish Target Shooting duties and take steps to resolve any conflicts arising in a way that 
protects the public interest. 
 

(g) Leadership: You have a duty to promote and support these principles by leadership and 
example, to maintain and strengthen the membership’s trust and confidence in the 
integrity of Scottish Target Shooting and its members in conducting business on behalf of 
Scottish Target Shooting. 
 

(h) Respect: You must respect all Scottish Target Shooting members, volunteers and 
employees and the role they play, treating them with courtesy at all times. 

 
2.2 You should apply the principles of this code to your dealings with all Scottish Target Shooting 
members, partners and Scottish Target Shooting employees. 
 
 

SECTION 3: GENERAL CONDUCT  
 
Relationship with Employees of Scottish Target Shooting 
 
3.1 You will treat employees employed by Scottish Target Shooting with courtesy and respect. It is 
expected that employees will show you the same consideration in return. 
 
3.2 Scottish Target Shooting recognises that employees have the right to complain if bullied or 
harassed by colleagues or external personnel. External personnel may include members, Board 
Members, representatives of partner agencies and other associated companies. 
 
Emails 
 
3.3 E-mail tends to be used in a more informal way than many other forms of communication. 
Directors and working group members should ensure that when representing Scottish Target Shooting 
this informality does not lead to a lack of standards or a breach of confidentiality. As a rule, directors 
and working group members should not transmit anything by e-mail that they are not comfortable 
writing in a letter or memorandum when communicating on behalf of Scottish Target Shooting. It 
should never be assumed that e-mails are completely private and confidential, even if marked as such. 
Matters of a sensitive or personal nature should not be transmitted by e-mail unless totally 
unavoidable. Directors and working group members should note that electronic messages are 
admissible as evidence in legal proceedings and have also been successfully used in libel cases. 
 
3.4 Directors and working group members are reminded that the same laws apply to e-mail as any 
other written document and accordingly directors and working group members must avoid sending 
inaccurate or defamatory statements or inappropriate material when representing Scottish Target 
Shooting, irrespective of the status of the intended recipient or their relationship to the sender. 
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Social Media 
 
3.5 As per emails, Directors and working group members are reminded that regardless of privacy 
settings, social media comments can find their way into the public domain and therefore directors and 
working group members should avoid any inaccurate or defamatory statements or sending any 
inappropriate material. 
 
Allowances 
 
3.6 You must comply with any rules of Scottish Target Shooting regarding remuneration, 
allowances and expenses.  
 
Gifts and Hospitality 
 
3.7 You must never canvass or seek gifts or hospitality. 
 
3.8 You are responsible for your decisions connected with the offer or acceptance of gifts or 
hospitality and for avoiding the risk of damage to members’ confidence in Scottish Target Shooting.  
As a general guide, it is usually appropriate to refuse offers except: 
 

(a) Isolated gifts of a trivial character or inexpensive seasonal gifts such as a calendar or diary, 
or other simple items of office equipment of modest value;  

 
(b) Normal hospitality associated with your duties and which would reasonably be regarded as 

inappropriate to refuse; or 
 

(c) Gifts received on behalf of Scottish Target Shooting. 
 

3.9 You must not accept any offer by way of gift or hospitality which could give rise to a reasonable 
suspicion of influence on your part to show favour, or disadvantage, to any individual or company. You 
should also consider whether there may be any reasonable perception that any gift received by your 
spouse or cohabitee or by any company in which you have a controlling interest, or by a partnership 
of which you are a partner, can or would influence your judgement.  The term “gift” includes benefits 
such as relief from indebtedness, loan concessions, or provision of services at a cost below that 
generally charged to members of the public.   
 
3.10 You must not accept repeated hospitality from the same source. You must report details of any 
gifts and hospitality received over the value of £50 to the Office Manager so this can be recorded and 
kept on file for future reference. 
 
3.11 You must not accept any offer of a gift or hospitality from any individual or company which 
stands to gain or benefit from a decision your body may be involved in determining, or who is seeking 
to do business with your company, and which a person might reasonably consider could have a bearing 
on your judgement. 
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Confidentiality Requirements  
 
3.12  There may be times when you will be required to treat discussions, documents or other 
information relating to the work of the body in a confidential manner. You will often receive 
information of a private nature which is not yet public, or which perhaps would not be intended to be 
public. 
 
3.13 It is unacceptable to disclose any information to which you have privileged access, for example 
derived from a confidential document, either orally or in writing. In the case of other documents and 
information, you are requested to exercise your judgement as to what should or should not be made 
available to outside bodies or individuals.  In any event, such information should never be used for the 
purpose of personal or financial gain, or used in such as way as to bring Scottish Target Shooting into 
disrepute. 
 
Appointment to Partner Companies 
 
3.14 You may be appointed, or nominated by Scottish Target Shooting, as a member of another 
body or company. If so, you are bound by the rules of conduct of these companies and should observe 
the rules of this Code in carrying out the duties of that body.  
 
3.15 Members who become directors of companies as nominees of Scottish Target Shooting will 
assume personal responsibilities under the Companies Acts.  It is possible that conflicts of interest can 
arise for such members between the company and Scottish Target Shooting. It is your responsibility to 
take advice on your responsibilities to Scottish Target Shooting and to the company.  This will include 
questions of declarations of interest. 
 
 

SECTION 4: DRESS AND APPEARANCE 
 
4.1  High standards of both dress and general appearance play an important part in promoting a 
company’s good public image and Scottish Target Shooting considers that all employees should dress 
in a professional way to reflect this. 
 
4.2 As well as ensuring that Scottish Target Shooting projects a professional image to members, 
partners and other stakeholders, Scottish Target Shooting also considers that a dress and appearance 
policy will further provide the following benefits: 
 

(a) Create a team atmosphere; 
 

(b) Engender standards of professionalism among colleagues; and 
 

(c) Create a corporate Scottish Target Shooting image. 
 
4.3  Although this policy defines acceptable and unacceptable dress and appearance standards for 
company employees, as far as possible, employees must also use a degree of common sense in 
adhering to the underpinning principles of the guidelines. 
 



STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 13 of 121 

 

Scottish Target Shooting is supported by 

 

4.4  This policy applies to all employees.  In addition, this policy also applies to directors, volunteers, 
student placements, agency workers and contractors when working with Scottish Target Shooting. 
 
4.5 Scottish Target Shooting will not discriminate on any grounds (including gender, race, disability, 
age, sexual orientation or religion or belief) in dealing with any issues relating to Scottish Target 
Shooting corporate wear. 
 
4.6 Employees are responsible for their own personal presentation, appearance and hygiene at 
work and are required to be neat, tidy, clean and well-groomed at all times. This is regardless of 
whether working on Scottish Target Shooting premises or representing the organisation elsewhere.  
 
4.7 Employees also have a responsibility to understand how these standards apply to their own 
role/duties, any health and safety implications and to consider how their appearance may be perceived 
by others (e.g. members, partners, colleagues). In addition to abiding by the dress and appearance 
guidelines personally, Line Managers are also responsible for ensuring that their employees also 
adhere to these at all times. New employees should be made aware of the standards required as part 
of their induction with Scottish Target Shooting. 
 
4.8 Employees attending work in unsuitable clothing or with unacceptable appearance will firstly 
be reminded of the dress and appearance guidelines. However, if these are persistently disregarded, 
disciplinary action will be considered. 
 
Dress Code 
 
4.9 Regardless of role, all employees should always dress professionally and wear clothing 
appropriate to the type of work they are undertaking. 
 
4.10 The office is accessible to members and partners, therefore, all employees must be aware that 
they are “on show” to external visitors reinforcing the need for everyone to present a smart and 
professional image. 
 
4.11 All employees who are not required to wear either a specific uniform, sports specialist clothing 
or safety clothing when undertaking the duties of their role, should wear smart business dress.   
 
4.12 Examples of acceptable business clothing include a combination of: 
 

(a) Male employees: business suits, trousers, jackets, shirts with collars (not polo shirts).  Ties 
are not necessarily required but may be appropriate at more formal meetings or events. 
 

(b) Female employees: business suits, skirts, trousers, dresses, jackets, smart blouses or tops. 
 
4.13 Business clothing should not be made of jeans/denim type or cord material.  Footwear should 
be safe, sensible and smart and take account of general health and safety considerations. 
 
4.14 Examples of unsuitable items for wearing within the office or when representing Scottish 
Target Shooting include miniskirts; low cut, cropped, see through or revealing tops; ripped/torn 
clothing; jeans, denims or cords; flip flops; political badges or emblems; clothing featuring 
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slogans/logos/graphics which may cause offence and club affiliated football strips. This list is not 
exhaustive and employees should speak to their Line Manager for guidance if they have any queries 
or concerns.     
 
4.15 Sportswear (including tracksuits, polo shirts, shorts, trainers etc.) is obviously appropriate for 
certain roles and work environments at Scottish Target Shooting and is only considered acceptable for 
office-based employees on days when no meetings are scheduled. 
 
Personal Appearance 
 
4.16 Hair should be kept neat and tidy at all times and a good standard of personal hygiene must be 
maintained. 
 
4.17 Jewellery and piercings should be discreet and appropriate for work, and in addition, should 
not cause offence to others or be a health and safety hazard. Employees should also give similar 
consideration to any visible tattoos and cover them if appropriate. 
  
Uniforms 
 
4.18 Scottish Target Shooting branded clothing will be provided for certain roles.  Employees in such 
roles must ensure that they take good care of the items supplied and are clean and presentable at all 
times.   
 
4.19 Employees who are involved in coaching or instructing members or partners should wear 
clothing appropriate to the activity and the environment they are working in. Employees should speak 
to their Line Manager for guidance if they have any queries or concerns. 
 
Casual or “Dress Down” Days 
 
4.20 There are no permanent arrangements in place within Scottish Target Shooting for “dress 
down” days. Employees are expected to adhere to the corporate or uniform dress guidelines 
appropriate to their post at all times. 
 
4.21 There may be certain occasions (e.g. charitable days/events such as “Jeans for Genes Day”, 
teambuilding events) where this rule may be relaxed and employees will be advised of these, as 
appropriate. 
 
Cultural or Religious Belief  
 
4.22 Scottish Target Shooting welcomes the variety of appearance brought by individual style and 
choices and recognises the impact diversity may have on appearance. A sensitive approach will be 
taken where an employee’s culture, religion, belief or disability may affect their dress or appearance 
requirements (e.g. wearing items of a particular cultural/religious requirement). 
 
4.23 If an employee feels that they may have difficulty complying with Scottish Target Shooting’s 
Dress and Appearance Policy for any reason, e.g. because they feel there is a conflict with their religion 
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or belief then this should be raised with their Line Manager and the company will endeavour to work 
with them to find a satisfactory compromise. 
 
4.24 Employees who do not support this policy and procedure may be subject to disciplinary action. 
 
 

SECTION 5: ALCOHOL, SMOKING AND DRUGS 
 
5.1 This policy deals with difficulties at work caused as a result of an employee’s misuse or 
dependency upon alcohol or drugs. 
 
5.2 The abuse of alcohol or drugs may lead to or contribute to a number of problems at work 
including: 
 

(a) An increased risk of accidents; 
 

(b) Poor timekeeping; 
 

(c) Poor absence record; and 
 

(d) Sub-standard quality/quantity of work. 
 
Referrals 
 
5.3 Scottish Target Shooting recognises that dependency on alcohol or drugs should be treated 
sympathetically and fairly. Accordingly, Scottish Target Shooting will encourage employees with such 
problems to seek early voluntary help and assistance, where such problems have been drawn to the 
attention of Scottish Target Shooting. 
 
5.4 In some circumstances, Scottish Target Shooting may hold off taking disciplinary proceedings 
against employees who have a dependency on drugs or alcohol to allow them to seek medical help or 
counselling. Where medical help/counselling is obtained as an alternative to disciplinary proceedings, 
failure to make satisfactory progress in addressing the problem, may result in the re-instatement of 
disciplinary proceedings. 
 
Rules Relating to Alcohol 
 
5.5 Notwithstanding the above, all employees are expected to comply with the following rules, 
breach of which will be considered as gross misconduct by Scottish Target Shooting and may result in 
summary dismissal for an employee: 
 

(a) Alcohol is not permitted during working hours. Any employee who, in Scottish Target 
Shooting’s opinion, is unfit to work due to alcohol will be sent home and disciplinary action 
may be taken; and 
 

(b) Where alcohol is provided at a works function, employees are expected to drink sensibly.  
Alcohol will not be viewed as a mitigating factor in any misconduct. 
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Rules Relating to Smoking 
 
5.6 Employees must comply with the smoking regulations for the building they are working in and 
only smoke in designated areas. Failure to comply with the smoking regulations for any given office in 
which they are working may lead to disciplinary proceedings. 
 
5.7 For buildings without an e-cigarettes policy, employees must only use e-cigarettes in areas 
designated for smoking. 
 
5.8 It is also expected that employees will be respectful of others in their smoking habits. 
 
Drugs Misuse 
 
5.9 The misuse of drugs includes the use of any illegal drugs and the misuse of any prescribed drugs 
or other substances such as glue or other solvents. 
 
5.10 It is a criminal offence to use, possess or deal in any controlled substances and anyone caught 
during working hours involved in these activities may be summarily dismissed for gross misconduct.  
Similarly, anyone attending work whilst under the influence of drugs may be dismissed for gross 
misconduct. 
 
 

SECTION 6: BULLYING AND HARASSMENT  
 
6.1 Scottish Target Shooting has a continuing responsibility to maintain, as far as reasonably 
practical, the health, safety and welfare of all employees whilst at work.  In accordance with this, 
Scottish Target Shooting seeks to ensure that employees are treated with dignity and respect during 
the course of their duties. This includes providing a work place that is free from bullying and 
harassment. Employees must also note that harassing or bullying behaviour outside working hours at 
social events or events connected to work and the workplace will not be tolerated. Legally, it is possible 
to define work related social functions as an extension of employment. 
 
6.2 The following are designed to inform employees of the types of behaviour which Scottish 
Target Shooting deems unacceptable and provide them with a recognised, structured means of 
resolving the problem should they be involved in bullying or harassment. 
 
6.3 Should anything of the nature described in the section occur, then employees and Directors 
should refer to Scottish Target Shooting’s complaints procedure. 
 
Definition of Bullying and Harassment 
 

6.4 Bullying can be defined as offensive, abusive, intimidating, malicious or insulting behaviour, 
which makes the recipient feel upset, threatened, humiliated or vulnerable, undermines their self-
confidence and may cause them to suffer stress. Bullying can arise from a one off incident or may 
happen repeatedly. 
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6.5 Examples of bullying behaviour, which Scottish Target Shooting considers to be unacceptable, 
are listed below. However, please note that bullying has many forms and this list is not exhaustive: 
 

(a) Shouting at a colleague; 
 
(b) Persistent negative attacks on a colleague’s personal or professional performance; 
 
(c) Belittling or unprofessional criticism of a colleague and more so if in front of others; 
 
(d) Spreading malicious rumours or allegations; 
 
(e) Threatening behaviour or attack, both verbal and physical; 
 
(f) Isolating employees by treating them as non-existent; 
 
(g) Undervaluing a colleague’s work, withholding significant information, constantly changing 

work targets or setting unattainable targets in order to cause a colleague to fail; 
 
(h) Imposing unfair sanctions or intrusively monitoring a colleague’s work; and 
 
(i) Deliberately blocking a colleague’s training or promotion opportunities. 

 
6.6 Harassment can be defined as any behaviour or conduct, which is inappropriate or unsolicited, 
unwanted and unacceptable to the recipient making them feel upset, embarrassed, offended, isolated, 
threatened or humiliated.  This may be one serious incident or a series of incidents. 
 
6.7 Forms of harassment can range from the use of offensive language to extreme violence.  In 
whatever form, it is unwanted, unwelcome and unpleasant.  People can be subjected to harassment 
on a variety of grounds including: 
 

(a) Race, ethnic origin, nationality or skin colour; 
 
(b) Gender or sexual orientation; 
 
(c) Religious, political or personal beliefs and convictions; 
 
(d) Physical characteristics; 
 
(e) Willingness to challenge harassment (may lead to victimisation); 
 
(f) Membership, or non-membership, of a trade union; 
 
(g) Disabilities, sensory impairments or learning difficulties; 
 
(h) Ex-offenders; 
 
(i) Age; and 
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(j) Real or suspected infection with AIDS/HIV and other diseases. 

 
6.8 It is important to note, that it is not the intention of the perpetrator but the behaviour or 
actions and their impact upon the recipient that constitutes harassment. Examples of harassment 
include: 

 
(a) Unwelcome physical contact, ranging from touching to serious assault; 
 
(b) Inappropriate jokes or gossip, offensive language or e-mails, slander or sectarian songs (in 

verbal or written form); 
 
(c) Display of offensive posters, emblems or graffiti; 
 
(d) Obscene gestures; 
 
(e) Isolation or non-cooperation at work; 
 
(f) Exclusion from social activities otherwise open to all in a work group; 
 
(g) Coercion for sexual favours or pressure to participate in political/religious groups; and 
 
(h) Intrusion by pestering, spying, stalking. 

 
Consequences of Bullying and Harassment 
 

6.9 Anyone can be a victim of bullying or harassment and it can occur at any level within the 
company hierarchy.  Although the bully or harasser may hold a position of power or authority, bullying 
or harassment can also happen at peer group level or be instigated by subordinates or external 
customers and partners.  Bullying and harassment are not only unacceptable on moral grounds but 
may, if unchecked or badly handled, cause serious problems for both employers and employees. 

 
6.10 Consequences for the individual may include:  
 

(a) Loss of confidence and self-esteem; 
 
(b) Demotivation; 
 
(c) Poor work quality and reduced output; 
 
(d) Stress or anxiety related ill-health; 
 
(e) Stress and strain in personal or family life; 
 
(f) Resignation from work; and 
 
(g) Potential tribunal or court cases. 
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6.11 Consequences for the company may include: 

 
(a) Increased absenteeism; 
 
(b) Increased employee turnover; 
 
(c) Decline in employee’s relations, loss of team spirit or possible industrial unrest; 
 
(d) Lack of motivation within the workforce; 
 
(e) Decline in productivity or profit; 
 
(f) Damage to the company’s reputation as an employer; and 
 
(g) Potential tribunal or court cases. 

 
6.12 Achieving high levels of performance from people at work is essential for a company to be 
successful and employees cannot contribute their best or work well when under fear of harassment, 
bullying or abuse.  Scottish Target Shooting will not tolerate such behaviour and accordingly 
encourages an open and trusting culture where employees have the confidence to report bullying or 
harassment without fear of the consequences. 
 
Sexual Harassment 
 
6.13 It is the policy of Scottish Target Shooting to provide a safe working environment, free from 
sexual harassment and intimidation of employees, volunteers and partners. 
 
6.14 Sexual Harassment is a serious issue and Scottish Target Shooting recognises it as such and that 
it may affect male or female employees equally. Scottish Target Shooting also recognises that 
harassment may also involve external contacts. 
 
6.15 Sexual harassment is a disciplinary offence and will be grounds for disciplinary action. If the 
alleged harasser is not an employee of Scottish Target Shooting, the circumstances should be discussed 
with the COO who will take appropriate action necessary to protect the employee. This may involve 
the police as appropriate. 
 
6.16 Sexual harassment can be defined as behaviour of a sexual nature, which is unwelcome and 
offensive to the individual and which, may adversely affect the individual’s health and performance at 
work, particularly if this behaviour is persistent. 
 
6.17 Examples of sexual harassment: 
 

(a) Suggestive remarks, jokes or insulting language; 
 

(b) Sexual innuendo; 
 



STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 20 of 121 

 

Scottish Target Shooting is supported by 

 

(c) Unwelcome comments about dress or appearance; 
 

(d) The display of “pin-ups” or pornographic pictures; 
 

(e) Unwelcome physical contact; and 
 

(f) Demands for sexual favours. 
 
6.18 Sexual harassment is not sexual flirtation based on mutual consent. Sexual harassment is 
frequently a display of power, which is intended to intimidate, coerce, embarrass or degrade another 
employee or client. 
 
6.19 Sexual harassment is unwelcome and unreciprocated. Because of the nature of the problem 
and the likelihood that incidents may not come to light through the reluctance of the employees to 
complain, Scottish Target Shooting has devised procedures which have as their main aim the 
prevention and cessation of sexual harassment in the workplace. 
 
6.20 It is difficult to create lists of acceptable and unacceptable behaviour or to classify according to 
degrees of seriousness because behaviour which one person finds acceptable may cause annoyance 
or outrage to another. 
 
6.21 All allegations of sexual harassment will be treated as serious however, if such allegations are 
made maliciously the person making the allegation may be subject to disciplinary action. 
 
6.22 Certain kinds of sexual harassment such as assault, physical contact or demands for sexual 
favours will be treated as gross misconduct and could result in dismissal. 
 
6.23 Offences such as displaying posters and making suggestive remarks may be treated as 
unsatisfactory conduct, but repeated offences under this category could lead to dismissal. 
 
 

SECTION 7: REGISTRATION OF INTERESTS 
 
7.1 The following paragraphs set out the kinds of interests, financial and otherwise which you have 
to register. These are called “Declarable Interests”. You must at all times ensure that these interests 
are declared, when you are appointed and whenever your circumstances change in such a way as to 
require change or an addition to your entry in Scottish Target Shooting’s Register.  
 
7.2 This Code sets out the categories of interests which you must register.  Appendix C contains 
key definitions to help you decide what is required when registering your interests under any particular 
category.  These categories are listed below with explanatory notes designed to help you decide what 
is required when declaring your interests under any particular category. 
 
Category One: Remuneration 
 
7.3 You have a Declarable Interest where you receive remuneration by virtue of being: 
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(a) Employed; 
 

(b) Self-employed; 
 

(c) The holder of an office; 
 

(d) A director of an undertaking; 
 

(e) A partner in a firm; or 
 

(f) Undertaking a trade, profession or vocation or any other work. 
 
7.4 In relation to 7.3, the amount of remuneration does not require to be registered and 
remuneration received as a Member does not have to be registered.  
 
7.5 If a position is not remunerated it does not need to be registered under this category.  However, 
unremunerated directorships may need to be registered under category two, “Related Undertakings”. 
 
7.6 If you receive any allowances in relation to membership of any company, the fact that you 
receive such an allowance must be declared. 
 
7.7 When declaring employment, you must give the name of the employer, the nature of its 
business, and the nature of the post held in the company. 
 
7.8 When declaring self-employment, you must provide the name and give details of the nature of 
the business.  When declaring an interest in a partnership, you must give the name of the partnership 
and the nature of its business. 
 
7.9 Where you undertake a trade, profession or vocation, or any other work, the detail to be given 
is the nature of the work and its regularity.  For example, if you write for a newspaper, you must give 
the name of the publication, and the frequency of articles for which you are paid. 
 
7.10 When declaring a directorship, it is necessary to provide the registered name of the 
undertaking in which the directorship is held and the nature of its business. 
 
7.11 Declaration of a pension is not required as this falls outside the scope of the category.  
 
Category Two: Related Undertakings 
 
7.12 You must declare any directorships held which are themselves not remunerated but where the 
company (or other undertaking) in question is a subsidiary of, or a parent of, a company (or other 
undertaking) in which you hold a remunerated directorship. 

 
7.13 You must declare the name of the subsidiary or parent company or other undertaking and the 
nature of its business, and its relationship to the company or other undertaking in which you are a 
director and from which you receive remuneration. 
 



STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 22 of 121 

 

Scottish Target Shooting is supported by 

 

7.14 The situations to which the above paragraphs apply are as follows: 
 

(a) You are a director of a board of an undertaking and receive remuneration - declared under 
Category 1; and 

 
(b) You are a director of a parent or subsidiary undertaking but do not receive remuneration 

in that capacity.  
 

Category Three: Contracts 
 
7.15 You have a declarable interest where you (or a firm in which you are a partner, or an undertaking 
in which you are a director or in which you have shares of a value as described in category 4 below) 
have made a contract with Scottish Target Shooting: 

 
(a) Under which goods or services are to be provided, or works are to be executed; and 

 
(b) Which has not been fully discharged. 
 

Category Four: Shares and Securities 
 

7.16 You have a declarable interest where you have an interest in shares which constitute a holding 
in a company or company which may be significant to, of relevance to, or bear upon, the work and 
operation of Scottish Target Shooting.  You are not required to declare the value of such interests.  
 
7.17 The test to be applied when considering appropriateness of declaration is to ask whether a 
member of Scottish Target Shooting might consider any interests in shares and securities could 
potentially affect your responsibilities to Scottish Target Shooting and to the membership, or could 
influence your actions, speeches or decision-making. If in doubt, you may consult with the Chair of the 
Board. 
 
Category Five: Non-Financial Interests 

 
7.18 You may also have a declarable interest if you have non-financial interests which may be 
significant to, of relevance to, or bear upon, the work and operation of Scottish Target Shooting.  It is 
important that relevant interests such as membership or holding office in other bodies (such as NRA, 
NSRA and SCTA), clubs, societies companies, and voluntary companies, are registered and described.  
 
7.19 The test to be applied when considering appropriateness of declaration is to ask whether a 
member of Scottish Target Shooting might consider any non-financial interest could potentially affect 
your responsibilities to Scottish Target Shooting and to the membership, or could influence your 
actions, speeches or decision-making.  If in doubt, you may consult with the Chair of the Board. 
 
 

Category Six: Target Shooting Interests 
 

7.20 Due to the fact Scottish Target Shooting represents a number of different shooting disciplines, 
it is important that when a matter is discussed there is sufficient representation to ensure an informed 
decision is made, but also appropriate to ensure that the good of the membership is considered and 



STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 23 of 121 

 

Scottish Target Shooting is supported by 

 

not just one specific discipline. As such, all staff and volunteers of Scottish Target Shooting are required, 
for the purposes of transparent decision making, to declare any and all target shooting clubs, bodies 
and disciplines they have been involved in over the past twelve months to ensure this information can 
be captured and referred to during any decision making by the Board. 
 

 
Category Seven: Matters of Interest 

 
7.21 In addition to the previous categories, all employees and volunteers of Scottish Target Shooting 
are required to declare any matters (including unspent convictions) from their circumstances or history 
that be raised with Scottish Target Shooting to call into question the suitability or credibility of the 
individual. Any matters raised will be held in confidence, reviewed by the Board and assessed against 
the relevance of the role. By declaring a matter an individual is not precluding themselves from 
acquiring a role. However, failure to disclose an unspent conviction or matter which is later brought to 
the attention of the Board, by whatever means, and proven to be true, will be viewed as a breach of 
honesty and bringing Scottish Target Shooting in to disrepute and therefore may result in sanctions. 
 
 

SECTION 8: DECLARATION OF INTERESTS 
 

Introduction  
 
8.1  The key principles of the Code of Conduct outlined in 2.1, especially those in relation to 
integrity, honesty and openness, are given further practical effect by the requirement for you to 
declare certain interests in proceedings of Scottish Target Shooting.  Together with the rules on 
registration of interests, this ensures transparency of your interests which might influence, or be 
thought to influence, your actions.  
 
8.2 Scottish Target Shooting will inevitably have dealings with a wide variety of companies and 
individuals and this Code indicates the circumstances in which a business or personal interest must be 
declared.  Members’ confidence in Scottish Target Shooting depends on it being clearly understood 
that decisions are taken in its members’ interests and not for any other reason.  
 
8.3 In considering whether to make a declaration in any proceedings, you must consider not only 
whether you will be influenced but whether any other member of Scottish Target Shooting would think 
that you might be influenced by the interest.  You must keep in mind that the test is whether a member 
of Scottish Target Shooting, acting reasonably, might think that a particular interest could influence 
you. 
 
8.4 If you feel that, in the context of the matter being considered, your involvement is neither 
capable of being viewed as more significant than that of an ordinary member of Scottish Target 
Shooting, nor likely to be perceived by the membership as wrong, you may continue to attend the 
meeting and participate in both discussion and voting.  The relevant interest must however be 
declared.  It is your responsibility to judge whether an interest is sufficiently relevant to particular 
proceedings to require a declaration and you are advised to err on the side of caution.  You may also 
seek advice from the Chair of the Board.  
 
Interests Which Require Declaration 
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8.5 Interests which require to be declared may be financial or non-financial.  This Code is not 
exhaustive and there may be interests which you also wish to register.  Most of the interests to be 
declared will be your personal interests but, on occasion, you will have to consider whether the 
interests of other persons require you to make a declaration.  
 
Shares and Securities  
 
8.6 Any financial interest which is registerable must be declared. You may have to declare interests 
in shares and securities, over and above those registerable under Category Four of this Code. You may, 
for example, in the course of employment or self-employment, be engaged in providing professional 
advice to a person whose interests are a component of a matter to be dealt with by a board. 
 
8.7 You have a declarable interest where an interest becomes of direct relevance to a matter 
before the body on which you serve and you have shares comprised in the share capital of a company 
or other body and the nominal value of the shares is: 
 

(a) Greater than 1% of the issued share capital of the company or other body; or 
 

(b) Greater than £25,000. 
 
8.8 You are required to declare the name of the company only, not the size or nature of the holding.  
 
Non-Financial Interests 
 
8.9 If you have a registered non-financial interest under Category Five or Category Six of this Code 
you have recognised that it is significant.  There is therefore a very strong presumption that this 
interest will be declared where there is any link between a matter which requires your attention as a 
member of Scottish Target Shooting and the registered interest.  Non-financial interests include 
membership or holding office in other bodies, clubs, societies, governing bodies and companies 
including voluntary companies.  They become declarable if and when members of Scottish Target 
Shooting might reasonably think they could influence your actions, speeches or votes in the decisions 
of Scottish Target Shooting. 
 
8.10 You may serve on other bodies as a result of express nomination or appointment by Scottish 
Target Shooting or otherwise by virtue of being a member of Scottish Target Shooting.  You must 
always remember it is in Scottish Target Shooting‘s interest to be transparent in your operations. 
 
8.11 You will also have other private and personal interests and may serve, or be associated with, 
bodies, societies and companies as a result of your private and personal interests and not because of 
your role as a member of Scottish Target Shooting.  In the context of any particular matter you will 
have to decide whether to declare a non-financial interest.  You should declare an interest unless you 
believe that, in the particular circumstances, the interest is irrelevant or without significance.  
 
Interests of Other Persons 
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8.12 You will have to consider whether you should declare an interest in regard to the financial 
interests of your spouse or cohabitee which are known to you.  You will have to give similar 
consideration to any known non-financial interest of a spouse or co-habitee.  You have to ask yourself 
whether a member of Scottish Target Shooting acting reasonably would regard these interests as 
effectively the same as your interests in the sense of potential effect on your responsibilities as a 
member of Scottish Target Shooting. 

 
8.13 The interests known to you, both financial and non-financial, of relatives and close friends may 
have to be declared.  This Code does not attempt the task of defining “relative” or “friend”.  The key 
principle is the need for transparency in regard to any interest which might (regardless of the precise 
description of relationship) be objectively regarded by a member of Scottish Target Shooting, acting 
reasonably, as potentially affecting your responsibilities as a director and working group member of 
Scottish Target Shooting. 
 
Making a Declaration 
 
8.14 You must consider at the earliest stage possible whether you have an interest to declare in 
relation to any matter which is to be considered.  You should consider whether agendas for meetings 
raise any issue of declaration of interest. At the start of any meeting the chair of the meeting should 
ask for any declarations of interests for the forthcoming agenda to provide an opportunity for any one 
present to make a declaration. However, should this not take place, it is your responsibility to make a 
declaration as soon as practicable at a meeting where an interest arises.  If you do identify the need 
for a declaration of interest only when a particular matter is being discussed you must declare the 
interest as soon as you realise it is necessary. 
 
8.15 The oral statement of declaration of interest should identify the item or items of business to 
which it relates.  The statement should begin with the words “I declare an interest”.  The statement 
must be sufficiently informative to enable those at the meeting to understand the nature of your 
interest but need not give a detailed description of the interest. 
 
Effect of Declaration 
 
8.16 Declaring a financial interest has the effect of prohibiting any participation in discussion and 
voting.  A declaration of a non-financial interest involves a further exercise of judgement on your part.  
You must consider the relationship between the interests which have been declared and the particular 
matter to be considered and relevant individual circumstances surrounding the particular matter.  
 
8.17 In the final analysis the conclusive test is whether, in the particular circumstances of the item 
of business, and knowing all the relevant facts, a member of Scottish Target Shooting acting reasonably 
would consider that you might be influenced by the interest in your role as a member of Scottish Target 
Shooting and that it would therefore be wrong to take part in any discussion or decision-making.  If 
you, in conscience, believe that your continued presence would not fall foul of this objective test, then 
declaring an interest will not preclude your involvement in discussion or voting. If you are not confident 
about the application of this objective yardstick, you must play no part in discussion and must leave 
the meeting room until discussion of the particular item is concluded.   
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POLICY 3: PROCEDURE FOR COMPLAINTS, CONCERNS 
GRIEVANCES, DISCIPLINARY AND APPEALS 
 

SECTION 1: PRINCIPLES AND GENERAL RULES 
 
1.1 Scottish Target Shooting seeks to maintain its reputation as a company delivering the highest 
quality professional services. Scottish Target Shooting is also committed to maintaining its 
responsiveness to the needs and concerns of its members and partner companies. 
 
1.2 The Policy is designed to provide guidance on the manner in which Scottish Target Shooting 
receives and manages complaints made regarding the company, its members, employees and 
volunteers. 
 
1.3 Scottish Target Shooting operates a zero tolerance policy towards any person being abusive or 
making abusive comments towards any employees or volunteers performing duties on behalf of the 
company. 
 
1.4 No employee or volunteer in receipt of information that causes concern about the conduct of 
an employee or volunteer towards children shall keep that information to himself or herself, or 
attempt to deal with the matter on their own. 
 
1.5 Scottish Target Shooting is committed to providing excellent customer service to everyone who 
is affected by its operation.  Scottish Target Shooting does not look at complaints as unwanted and is 
firmly committed to a process of continuous improvement of which the complaints procedure is just 
one element.  
  
1.6 Recognising that sometimes things go wrong, or mistakes are made, this policy outlines the 
procedures to follow if you have a complaint, concern or grievance and the procedures Scottish Target 
Shooting will follow to manage the process. 
 
1.7 The objectives of this complaints management policy are to ensure that: 
 

(a) Any complaints, concerns or grievances that are received are investigated at the 

appropriate level in the company; 

(b) All complaints, concerns and grievances are actioned in the most expeditious way; 

(c) Persons with a complaint, concern or grievance know how their it will be dealt with; 

(d) Wherever possible, lessons are learned. 

Definition of a Complainant 
 
1.8 For the purposes of the policy, complainants are defined as anyone who has any dealings with 
Scottish Target Shooting and wishes to raise a concern, grievance or complaint against any of the 
following: 
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(a) Scottish Target Shooting Individual Member or Member Club; 

 
(b) Scottish Target Shooting Employee; and 

 
(c) Scottish Target Shooting Volunteer (including a Director). 
 

1.9 Complaints, concerns or grievances made by employees should be made to the COO of Scottish 
Target Shooting directly. Should the COO be the subject of the complaint, it should be raised with the 
Chair. 
 
1.10 Complaints, concerns or grievances made by any Director should raise it with the Chair of 
Scottish Target Shooting in the first instance. Should the Chair be the subject of the complaint, it should 
be raised with the Business Vice Chair. 
 
Misunderstandings 
 
1.11 Even if the complainant does not regard a particular concern as a complaint, concern or 
grievance, Scottish Target Shooting would still like to know about it as it may help us deal with 
something the company would otherwise overlook.  Scottish Target Shooting wants to know about 
these so all involved can get an acceptable solution and Scottish Target Shooting can learn from the 
process.  
  
1.12 In order to avoid feeling that a minor issue is not worth raising, Scottish Target Shooting will 
take steps to encourage comment and constructive criticism at every level.    
  
1.13 Training will be provided to all employees in dealing with all reported issues and 
misunderstandings.  This training will include an empowerment to immediately resolve any issue 
where Scottish Target Shooting’s level of service has not met expectations. Employees will record all 
issues dealt with in this way. The name of the complainant will not be included and the employee will 
make an objective judgment on the cause of the problem. These will be analysed on a regular basis as 
part of the company’s process of continuous improvement. 
 
Assistance with Raising a Complaint, Concern or Grievance 
 
1.14 If you need assistance in formulating or lodging a complaint, concern or grievance, the 
following is a list of people to contact. Contact should be made with the first person on the list that is 
not subject or part of the complaint being lodged: 
 

(a) Scottish Target Shooting COO; 
 
(b) Scottish Target Shooting’s Lead Child Protection Officer; 

 
(c) Scottish Target Shooting Business Vice Chair; and 

 
(d) Scottish Target Shooting Sport Vice Chair. 
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Your Rights During the Process 
 
1.15 You have the right to enquire as to the status of your complaint, concern or grievance by 
contacting the individual who has been identified to you as managing your case. 
 
Withdrawing a Complaint, Concern or Grievance 
 
1.16 If at any stage the complainant wants to stop a complaint, concern or grievance from being 
progressed, the person can do so by writing an email or letter to the individual managing the case. 
 
1.17 Scottish Target Shooting reserves the right to continue to investigate serious complaints, 
concerns or grievances in these circumstances. 
 
Regular Overview 
 
1.18 The Business Development Group will receive a report at least once a year showing how many 
complaints, concerns or grievances have been received, the general nature of the problem and a list 
of remedial actions that have been taken. A summary statement will be provided to the Board of 
Directors. 
 
Integrity and Transparency 
 
1.19 During the process of dealing with a complaint, concern or grievance Scottish Target Shooting 
will be as open and transparent as possible. Complainants will be given full information about the 
progress of their case except in the cases mentioned below: 
 

(a) If the case involves questions about the actions or competencies of individual members, 
employees, volunteers or Directors, other processes may incorporate the procedure and 
Scottish Target Shooting may not be able to provide the complainant with all the relevant 
information (for instance, employment legislation may prevent publication of the results of 
disciplinary processes or sensitive information from child protection concerns may not be 
disclosed to the sensitivity of the information); or 
 

(b) The legal requirements of the Public Interest Disclosure Act 1998 (Whistleblowers) may 
restrict the information that can be provided to persons raising complaints. 

 
1.20 If either of these situations occurs the investigator will provide an explanation without 
disclosing any restricted information.    
  
1.21 To ensure confidentiality, information about the progress of a complaint, concern or grievance 
will only be provided to the complainant. 
 
Media 
 
1.22 From time to time, complaints, concerns and grievances may be picked up by the media at the 
outset, completion or any in between stage. In such instances that there are media enquiries relating 
to any complaint, concern, grievance or the conduct of any employee, member or volunteer, all 
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enquiries should be recorded and referred to the Chief Operating Officer, or Chair in that person’s 
absence. 
 
Complaints About the Process 
 
1.23 If an accusation is made that this process has not been followed, the matter can be raised for 
discussion at a meeting of the Business Development Group by writing to the Business Vice Chair c/o 
Scottish Target Shooting, 1 Redheughs Rigg, Caledonia House, South Gyle, Edinburgh, EH12 9DQ.  The 
Business Development Group meeting will not consider the substantive matter because this may 
invalidate the final stage review process, but may refer the whole matter back for a second stage 
review and ask for a report to make sure that the full procedure has been followed correctly. 
 
Continuous Improvement 
 
1.24 Scottish Target Shooting would appreciate feedback from complainants about their experience 
of Scottish Target Shooting’s procedure and may use this to improve the way complaints, concerns or 
grievances are managed in the future. Further information will be included in the review of this 
procedure. 
 

SECTION 2: DEFINITIONS 
 
Complaint 
 
2.1 For the purposes of this policy, a complaint is defined as ‘an expression of dissatisfaction with 
a service provided by Scottish Target Shooting.’ 
 
2.2 Any person or company (‘the complainant’) who is dissatisfied with a service provided by the 
Company, for any reason, may contact Scottish Target Shooting to complain. A formal complaint must 
be recorded on the record of complaints and concerns document. Complaints in the way of negative 
feedback, which may not require a resolution or formal follow-up are valuable but the policy does not 
apply to feedback of this nature. 
 
Grievance 
 
2.3 It is accepted that when people work together there will inevitably be situations where 
misunderstandings, problems or concerns need to be resolved. It is Scottish Target Shooting’s policy 
that a culture of good communications, openness and a willingness to co-operate and listen will exist, 
and therefore it is envisaged that the majority of these issues or misunderstandings will be capable of 
being addressed informally in an efficient and effective manner. However, where such issues are 
unresolved they may become grievances. In these circumstances employees ought to seek resolution 
of a grievance by utilising this procedure.   
 
2.4 The purpose of this policy is to provide Scottish Target Shooting employees with a readily 
accessible procedure for addressing any problems they may have when working for Scottish Target 
Shooting. This procedure should not replace normal dialogue between employees within Scottish 
Target Shooting however, an employee with a grievance (‘the complainant’) may utilise this procedure 
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in an effort to have an issue resolved to his/her satisfaction. This policy is also intended to safeguard 
sound relations between employees within Scottish Target Shooting through the prompt reconciliation 
of work related issues. 
 
2.5 This policy will be applied fairly and consistently to all employees of Scottish Target Shooting. 
It provides an opportunity for an employee to make Scottish Target Shooting formally aware of 
situations where they feel that a policy or procedure is not being followed or applied fairly.   

 
2.6 In order to provide an effective and timely resolution of an employee’s grievance, this policy 
will be followed to ensure the grievance receives full and careful attention. 
 
Concern 
 
2.7 For the purposes of this policy, a concern is defined as ‘an expression of worry or nervousness 
about a service provided by Scottish Target Shooting or the action (or inaction) of another/others 
associated with Scottish Target Shooting.’ 
 
2.8 Any person (‘the complainant’) who is concerned about a service provided by the Company or 
by the conduct of one of its employees, members, or volunteers, for any reason, may contact Scottish 
Target Shooting to register a concern. All concerns must be recorded on the record of complaints and 
concerns document. Concerns, which may not require a resolution or formal follow-up are valuable 
but the policy does not apply to feedback of this nature. 
 
2.9 In all cases where there are concerns about the conduct of an employee, member or volunteer 
towards children, the welfare of the child will be the paramount consideration. 
 
2.10 At any point in responding to child protection concerns about the conduct of an employee, 
member or volunteer, advice may be sought from the police or social work services. 
 

SECTION 3: PROCEDURE 
 

3.1 Where an individual believes that they have a complaint, concern or grievance there are a 
number of options available to them dependent upon the circumstances of their situation. These 
options are listed below: 
 

(a) Accessing a confidential contact; 
 
(b) Informal stage; and 

 
(c) Formal stage. 
 

3.2 In the case of child protection concerns, stages 3.1 (a) and (b) shall not be applicable and the 
case shall immediately proceed to the Formal stage. 
 
3.3 For any child protection concerns, concerns must be recorded using the Significant Incident 
Form in Scottish Target Shooting’s Child Protection Documentation as soon as possible. Reporting a 
concern to Scottish Target Shooting’s Lead Child Protection Officer should not be delayed by gathering 
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information to complete the form or until a written record has been made. All actions and decisions 
taken shall be recorded on the form and must be signed and dated by Scottish Target Shooting’s Lead 
Child Protection Officer or the person appointed to manage the response to the concerns. 
 
Accessing a Confidential Contact 
 

3.4 Scottish Target Shooting recognises the sensitive nature of complaints and grievances.  
Consequently, individuals should contact the COO to discuss the matter in confidence. If the COO is 
either unavailable or involved then the individual should contact the Business Vice Chair. 
 
3.5 The person contacted will: 
 

(a) Listen sympathetically to your concern, complaint or grievance; 
 
(b) Explain or clarify company policy or other concerns regarding this matter; and 
 
(c) Advise you on the courses of action available to you. 

 
Cases Not Reported 

 
3.6 Notwithstanding anything stipulated elsewhere herein, Scottish Target Shooting retains 
discretion to investigate any case in which an employee, volunteer or member’s act of misconduct or 
the circumstances pertaining to such misconduct would appear in the opinion of Scottish Target 
Shooting to bring the company into disrepute.  

 
3.7 Scottish Target Shooting’s discretion shall not be limited to incidents and acts of misconduct, 
which are the subjects of a report from any party. 

 
3.8 Scottish Target Shooting shall have the power (but shall not be obliged) to investigate an 
alleged incident and/or act of misconduct no matter how it has come to its notice. 
 
3.9 Scottish Target Shooting shall determine if a case is to be investigated. 
 
Informal Stage 
 

3.10 Scottish Target Shooting recognises that it is preferable for all concerned if complaints, 
concerns or grievances are dealt with informally wherever possible.  It is hoped that this approach will 
produce speedy and effective solutions and therefore minimise stress. 
 
3.11 For all cases other than those that involve child protection concerns, the complainant must first 
attempt to discuss and seek resolution of the issue with the party against whom they are complaining 
e.g. member, Director or employee. If the informal stage does not take place the issue cannot be 
progressed to the formal stage unless in exceptional circumstances as appropriate to the case, or in 
the case of child protection concerns. 
 
3.12 For grievances, employees are encouraged to approach the COO in the first instance to discuss 
issues and attempt to resolve them informally. If an employee is dissatisfied with the response 
received then he/she may proceed to the formal stage. 
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3.13 In matters of bullying or harassment in the workplace, the employee being bullied/harassed 
should contact the alleged bully or harasser (either verbally or in writing) advising them that their 
behaviour is found to be offensive, the reasons why and to ask them to stop using such behaviours. 
The employee should record any informal action including dates, witnesses and relevant comments 
made by those involved. In the event that the individual being bullied or harassed feels incapable of 
taking these steps, they can request the presence of the confidential contact or work colleague.  If they 
feel that even this support is insufficient, they may request that one of these appropriate people 
contact the alleged bully/harasser on their behalf. It may be that the perpetrator has been unaware 
of, or is insensitive to, the impact of their behaviour on the bullied/harassed employee and so 
hopefully this informal approach will put an end to the situation. However, if it does not, the individual 
may decide to progress to the formal stage. 
 
Mediation 
 
3.14 Mediation is an informal process that complements Scottish Target Shooting’s informal stage 
when dealing with issues. It is a process which is used to help improve relationships, especially where 
there has been a misunderstanding or a disagreement.   
  
3.15 Mediation seeks to provide an informal solution to conflict and it can be used at any point in 
the procedure. What mediation offers is a safe and confidential space for participants to find their own 
answers. 
 
3.16 Mediation is voluntary and completely confidential: 
 

(a) Mediation may be requested by Scottish Target Shooting or either party to a complaint, 

concern or grievance; 

(b) Mediation may be requested at any stage within the procedure; 

(c) The objective is to find a mutually satisfactory resolution to any issues. 

Formal Stage 
 
3.17 Scottish Target Shooting is aware that formal procedures will be necessary where the informal 
stage proves ineffective, where an individual prefers to use the formal procedure or for more serious 
matters where the informal stage would be unsuitable, such as in child protection concerns. 
 
3.18 Initially, complaints, concerns or grievances should be raised with the COO except in child 
protection concerns which should be raised with the Lead Child Protection Officer for Scottish Target 
Shooting.  If the complaint is against the COO then it should be raised with the Business Vice Chair. 
 
3.19 All child protection concerns should be recorded on the Significant Incident Form which can be 
found in Scottish Target Shooting’s Child Protection Documentation. 
 
3.20 Any other formal complaint, concern or grievance should be submitted in writing to the 
appropriate person detailed in 3.18 and must include the following: 
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(a) The name of the person or description of the process against which a complaint, concern 
or grievance is being made; 

 
(b) The nature of the complaint, concern or grievance; 
 
(c) Any relevant dates and times; 
 
(d) The names of any witnesses (if relevant); 
 
(e) A description of any informal action already taken to try and resolve the matter; and 
 
(f) What outcome the formal complaint is attempting to achieve. 

 
Initial Enquiries 
 
3.21 Upon receipt of a complaint, the COO (or Business Vice Chair) will make initial enquiries (or 
appoint a suitable person to make initial enquiries which in child protection cases will be the Lead Child 
Protection Officer), usually within 14 calendar days, to: 
 

(a) Determine if there is evidence to support the complaint, concern or grievance; 
 

(b) Investigate if any previous incidents have occurred and the severity and response to these; 
and 

 
(c) Ascertain if there is a simple solution to the matter that will uphold the standards of the 

company and satisfy the person with the complaint, concern or grievance without the need 
for continuing to a full investigation. 

 
3.22 For child protection concerns: 
 

(a) Initial enquiries should determine whether there is reasonable cause to suspect or believe 
that a child has been abused/ harmed or is at risk of abuse or harm (where the established 
facts support a concern about possible abuse, the initial assessment will not form part of 
the disciplinary investigation); 
 

(b) Appropriate steps must be taken to ensure the safety of the child(ren) or who may be at 
risk. The parents/carers of the child(ren) involved will be informed as soon as possible 
following advice from the police/social work services. Advice will firstly be obtained from 
the police/social work services about informing the employee or volunteer involved in the 
concerns. If the advice is to inform the employee or volunteer, they will be told that 
information has been received which may suggest an allegation of abuse. As the matter will 
be sub judice (i.e. under judicial consideration) no details will be given unless advised by 
the police. All actions will ensure the best evidence is preserved for any criminal 
proceedings while at the same time safeguarding the rights of the employee or volunteer. 
Scottish Target Shooting will take all reasonable steps to support an employee or volunteer 
against whom an allegation of abuse has been made; 
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(c) If it is not clear following initial enquiries whether a criminal offence has been committed, 
the employee, member or volunteer may be approached as part of the information 
gathering process, unless advised otherwise by the agencies in 3.22 (b); 

 
(d) An initial assessment of the basic facts may require the need to ask a child(ren) some basic, 

open-ended, non-leading questions solely with a view to clarifying the basic facts. It may 
also be necessary to ask similar basic questions of other children, or other appropriate 
individuals. Interviewing children about possible abuse and criminal offences is the sole 
remit of specially trained police officers and social workers. Questioning of children by 
those conducting an initial assessment should always be avoided as far as possible. If it is 
necessary to speak to the child in order to clarify the basic facts, best practice suggests that 
consent from the parent be obtained; 

 
(e) Where the nature and seriousness of the information suggests that a criminal offence may 

have been committed, or that to assess the facts may jeopardise evidence, advice will be 
sought from the police before the employee, member or volunteer is approached. 

 
3.23 Possible outcomes following initial enquiries may be:  
 

(a) Evidence that disproves the complaint, concern or grievance is quickly discovered enabling 
a decision to be made and communicated without the need for a full investigation; 

 
(b) There is evidence to support the complaint, concern or grievance, the company proposes a 

solution to the matter which the person with the complaint or grievance accepts and the 
matter is recorded as being resolved; 

 
(c) There is evidence to support the complaint, concern or grievance , the company proposes 

a solution to the matter which the person with the complaint or grievance believes to be 
unsatisfactory and insists on a full, independent investigation to be carried out to uncover 
all the facts and determine the extent and severity of the matter; and 

 
(d) There is evidence to support the complaint, concern or grievance and the company wishes 

to pursue a full investigation to uncover all the facts and determine the extent and severity 
of the matter before beginning disciplinary procedures; 
 

3.24 In addition to the possible outcomes above, there may also be the following outcomes: 
 

(a) There is evidence to support a child protection concern the matter will be referred to the 
police and/or social services as soon as possible for a child protection investigation to be 
carried out by those agencies. In such cases, Scottish Target Shooting’s Lead Child 
Protection Officer will make a written record of the name and designation of the social 
worker or the police officer to whom the concerns were passed together with the time and 
date of the call, in case any follow up is required. Referrals to the police/social work services 
will be confirmed in writing by Scottish Target Shooting’s Lead Child Protection Officer 
within 24 hours. A copy of a completed Significant Incident Form should be provided to the 
police/ social work services on request; 
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(b) There is sufficient evidence for a criminal investigation to be carried out by the police. An 
ongoing criminal investigation does not necessarily rule out disciplinary action. However, 
any action taken must not jeopardise the criminal investigation. Advice must be taken from 
the police on this. Sufficient information should be available to enable a decision whether 
to go ahead with disciplinary action; and 

 
(c) Civil proceedings may be followed by the child/family who alleged abuse or complainant. 

 
3.25 For certain complaints or grievances there may be a need to apply a suspension (in the case of 
an employee this will be a paid suspension) prior to the full investigation. This is as much for the 
protection of the employee, member or volunteer as for the company. Notification of the suspension 
and the reasons will be conveyed in writing to the employee, member or volunteer along with the 
reason for suspension (within the confines of sharing information) and the opportunity for the 
employee, member or volunteer to make a recorded statement should they wish to do so. Once a full 
investigation has been conducted and the outcome determined then the suspension will be reviewed. 
 
3.26 If Disclosure Scotland notify Scottish Target Shooting that an employee, member or volunteer 
is considered for listing, that individual will be suspended as a precaution until the outcome of the case 
is determined. Suspension is not a form of disciplinary action and does not involve pre-judgment. In 
all cases of suspension, the welfare of children will be the paramount concern. 
 
Full Investigation 
 

3.27 Once initial enquiries have been made, if there is sufficient reason to pursue the matter then 
the COO (or Business Vice Chair) will appoint an investigator to conduct a thorough investigation as 
quickly as possible, usually within a further 14 calendar days. An investigator shall be an employee, 
Director or third party not connected as much as is reasonably possible to the matter, assigned by the 
company to investigate and provide a report on the matter. 
 
3.28 The investigator will be supplied with a copy of the formal complaint, concern or grievance 
along with any notes and evidence acquired from the initial enquiries made. 
 
3.29 All correspondence about complaints, concerns or grievances will be treated as confidential 
but may need to be shared with the person or group against whom the complaint, concern or grievance 
is made. As part of the investigation correspondence will only be shared on a need to know basis. 
 
3.30 Where the complaint, concern or grievance is against an individual, that person will be 
informed in writing that a formal complaint or grievance has been made and the nature of the 
allegation. Where the matter is deemed serious (e.g. serious verbal intimidation or physical attack), 
the person against which the complaint, concern or grievance is made, may be suspended from 
employment (on full pay), from any Scottish Target Shooting groups on which they sit (including the 
Board) and/or from membership. 
 
3.31 All matters relating to the Initial Enquiries and Full Investigation will be kept confidential. A 
breach of confidentiality will be viewed as a serious offence and may invoke disciplinary procedures. 
 
Process for Being Called by the Investigator 
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3.32 The complainant, person against which the complaint or grievance is made (if appropriate) and 
(where relevant) any witnesses will be interviewed by the Investigator to ascertain the facts of the 
case. 
 
3.33 The investigator appointed will write to any individual or club that the Investigator believes 
should be interviewed as part of the investigation, advising them: 
 

(a) Of the reason for their inclusion in the investigation; 
 

(b) Of possible dates, times and venues for the meeting; 
 

(c) Their right to appear and make representations; and 
 
(d) The need for confidentiality around the matter. 

 
3.34 Where possible, written statements will be taken to eliminate repetition of interviews, thereby 
reducing stress for all the involved parties. A summary of any meeting held will be recorded and copies 
issued to those in attendance. 
 
3.35 The investigator must prepare minutes for each meeting and may use the services of the Office 
Manager to assist with this. The minute must contain all cases that were dealt with at that meeting 
giving details of the following: 

  
(a) The date, venue and time of the meeting; 

 
(b) The names of all present and any apologies submitted; 

 
(c) Any individual or member cited to the meeting; 

 
(d) The names of any person who accompanies an individual or represents a member club; 

 
(e) The reason for the citation; and 

 
(f) All evidence given to the meeting. 

 
3.36 In the event of an individual (or representative from club where a group has been called) failing 
to attend a meeting and failing to submit representation in writing, the case will be dealt with by the 
Investigator in their absence, taking into consideration all the evidence available. 
 
Investigator’s Report 
 
3.37 Before finalising the report, extracts of text relating to evidence given by that individual or club 
in the draft copy of the report will be issued to that individual or club along with 7 calendar days to 
respond in writing to amend any content that they consider to have been misrepresented. A final draft 
of the full report cannot be distributed until all content has been confirmed or the timescales for 
responding have expired without a response being received. 
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3.38 A draft report will then be issued to the Business Vice Chair and (where relevant) the person or 
club making the complaint, concern or grievance and the person or club subject to the complaint or 
grievance. Any requests for amendments to be made to inaccuracies (or perceived inaccuracies) in the 
draft report must be sent to the Investigator within 7 calendar days of the draft report being issued. 
The Investigator will consider these requests and make any final amendments. 
 
3.39 Once the deadline has expired and all amendments have been made the investigator will issue 
the final report to the Business Vice Chair and (where relevant) the person or club making the 
complaint, concern or grievance and the person or club subject to the complaint, concern or grievance. 
This shall mark the end of the Investigator’s role. The Business Vice Chair will then convene a meeting 
of the Business Development Group to consider the final report and its recommendations. 
 
3.40 After taking into consideration all the information contained in the final report, the Business 
Development Group will decide whether or not changes need to be made to any decisions, processes 
or procedures and if any disciplinary action is necessary should the matter involve an employee or 
member of the company. 
 
Decision 
 
3.41 Where it is concluded that the complaint, concern or grievance against a decision, procedure 
or process is unjustified then the person with the complaint, concern or grievance shall be informed 
of this outcome in writing. 
 
3.42 Where a complaint, concern or grievance against a decision, procedure or process is upheld, 
the Business Development Group shall consult with the person making the complaint, concern or 
grievance to determine a solution suitable to both parties. The solution shall be presented as 
recommendation to the Board by the Business Development Group to amend the decision, procedure 
or process. The person with the complaint, concern or grievance shall be informed of the Board’s 
decision in writing. 
 
3.43 Where it is concluded that the complaint, concern or grievance against an individual is 
unjustified or that evidence is insufficient or inconclusive, both the person with the complaint, concern 
or grievance and subject to the complaint, concern or grievance shall be informed of this outcome in 
writing, with due regard to the confidentiality of both parties, and no formal disciplinary action will be 
taken. If the individual subject to investigation is an employee then all paperwork relating to the 
investigation will be removed from the personnel file. 
 
3.44 Where a complaint, concern or grievance against an individual is upheld, the Business 
Development Group is authorised to convene a disciplinary hearing.  
 
3.45 Where the Business Development Group deems a disciplinary hearing appropriate, the matter 
will proceed as per the company’s disciplinary procedures. Both the person with the complaint, 
concern or grievance and subject to the complaint, concern or grievance shall be kept up to date, with 
due regard to the confidentiality of both parties, as to how the matter is progressing. 
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3.46 Where disciplinary action is taken against an individual, the severity of the action will be 
consistent with those detailed in the company’s disciplinary procedures, up to and including dismissal 
for serious offences, or gross misconduct for employees and the cancellation of membership for all 
others. 
 
3.47 Only after finding a case proven, can the Business Development Group take into account an 
individual or member’s previous disciplinary record when deciding upon any sanction that may be 
applied. 
 
3.48 Where disciplinary action is taken, the individual will be advised of their right of appeal and 
other details as per the company’s disciplinary procedures. 
 
3.49 A copy of the Investigator’s final report, along with the minutes from the meeting at which the 
Business Development Group and Board discussed the matter will be stored by the company for a 
period of 3 years. 
 

Victimisation 
 
3.50 Victimisation occurs when an individual is harassed for raising a complaint, concern, grievance 
or giving evidence.  The company recognises that this is a serious matter and will be dealt with 
according to its disciplinary procedures. 
 
False or Malicious Allegations 
 
3.51 In exceptional circumstances, where an investigation establishes an allegation is malicious or is 
knowingly false or unfounded: 
 

(a) The employee, member or volunteer involved will receive an account of the circumstances 
and/or investigation and a letter confirming the conclusion of the matter; 

 
(b) All records pertaining to the circumstances and investigation should be kept in accordance 

with Scottish Target Shooting’s policies; 
 

(c) Scottish Target Shooting will take all reasonable steps to support the employee, member 
or volunteer in this situation; 

 
(d) Scottish Target Shooting will review the individual’s involvement in target shooting. It may 

be appropriate to have a discussion with the individual; 
 

(e) Data collected for the investigation will be destroyed in accordance with the requirements 
of the Data Protection Act 1998. 

 
Historical Allegations of Abuse 
 
3.52 Allegations of abuse may be made some time after the event e.g. an adult who was abused as 
a child by someone who is still currently working with children. These procedures will be followed in 
the event of an allegation of historical abuse. 
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Dissatisfaction with the Process 
 
3.53 If any party involved in the Formal Stage process is not satisfied with the way the matter has 
been handled but does not wish to contest the outcome, then the party is encouraged to write to the 
COO with suggestions for how the process could be improved. These will then be officially considered 
by the Business Development Group. 
 
 

SECTION 4: AVAILABLE DISCIPLINARY SANCTIONS 
 
4.1 The following disciplinary options shall apply to all employees, volunteers (including Directors) 
and members (including clubs) affiliated to Scottish Target Shooting. 
 
4.2 The following principles will be applied in relation to the penalties imposed for misconduct: 
 
Written Warning 
 
4.3 If a member’s conduct or activities does not meet an acceptable standard and where the 
member has received no other written warnings in the past three years, the member may be given a 
formal written warning. 
 
4.4 The member will receive details in writing of: 
 

(a) The reason for the written warning; 
 

(b) The action or improvement required; 
 

(c) The timeframe for implementation; 
 

(d) The consequences of failing to meet this timeframe and/or further misconduct; 
 

(e) The length of time the matter will be logged for disciplinary purposes and remain live; and 
 

(f) The right of appeal. 
 
4.5 The following potential sanctions can be applied for this disciplinary option: 
 

(a) A written apology to the relevant party (or parties); 
 

(b) Further education, training or counselling; and/or 
 

(c) A ban from Scottish Target Shooting run competitions, events and meetings or representing 
Scottish Target Shooting at other competitions, events and/or meetings for a period of time 
up to and including 6 months. 

 
Final Written Warning 
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4.6 A final written warning may be issued where misconduct is already active in the form of a live 
written warning or misconduct has occurred that is considered sufficiently serious to warrant a final 
written warning even though there are no other active warnings on the record of the member. 
 
4.7 The member will receive details in writing of: 
 

(a) The reason for the final written warning; 
 

(b) The action or improvement required; 
 

(c) The timeframe for implementation; 
 

(d) The consequences of failing to meet this timeframe and/or further misconduct; 
 

(e) The length of time the matter will be logged for disciplinary purposes and remain live; and 
 

(f) The right of appeal. 
 
4.8 The following potential sanctions can be applied for this disciplinary option: 
 

(a) A written apology to relevant other members; 
 

(b) Further education, training or counselling; and/or 
 

(c) A ban from Scottish Target Shooting run competitions, events and meetings or representing 
Scottish Target Shooting at other competitions, events and/or meetings for a period of time 
up to and including 12 months. 

 
Suspension and/or Termination of Membership 
 
4.9 Scottish Target Shooting may suspend or terminate membership where further misconduct 
follows an active final written warning on the record of the member, or for any gross misconduct, 
regardless of whether there are active warnings on the record of the member and these include, but 
are not limited to: 
 

(a) Any action which brings Scottish Target Shooting and/or the sport into disrepute; 
 

(b) Theft of property or money; 
 

(c) Serious act of unsportsmanlike conduct or physical assault; 
 

(d) Serious negligence, which may put others at risk; 
 

(e) Falsification of records or official documents; 
 

(f) Dealing illegal substances or stolen goods; 
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(g) Discriminatory behaviour or actions, including bullying & harassment and failure to follow 

the equity values held by Scottish Target Shooting; 
 

(h) Being in receipt of bribes; or 
 

(i) Serious breach of Scottish Target Shooting’s Code of Conduct, policies and/or procedures. 
 

 
4.10 The member will receive details in writing of:  
 

(a) The reason for the suspension or termination from Scottish Target Shooting membership 
including attending Scottish Target Shooting run competitions, events and meetings or 
representing Scottish Target Shooting at other competitions, events and/or meetings; 

 
(b) The date on which the suspension or termination will take effect; and 

 
(c) The right of appeal. 

 
4.11 The following potential sanctions can be applied for this disciplinary option: 
 

(a) Suspension of membership for a specified period of time; 
 

(b) Termination of membership; and/or 
 

(c) Any other sanctions under the other disciplinary options that are deemed appropriate. 
 
Protection of Vulnerable Groups (Scotland) Act 2007 
 
4.12 Notwithstanding the procedures set out in this policy, Scottish Target Shooting will refer to 
Disclosure Scotland the case of any employee, member or volunteer: 

 
(a) Who (whether or not in the course of their role within the company) has:  

 
(i) Harmed a child; 

 
(ii) Placed a child at risk of harm; 

 
(iii) Engaged in inappropriate conduct involving pornography; 
 
(iv) Engaged in inappropriate conduct of a sexual nature involving a child; or 
 
(v) Given inappropriate medical treatment to a child. 

 
(b) As a result of that action: 
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(i) Scottish Target Shooting has dismissed or terminated the membership of the 
employee, member or volunteer; 

 
(ii) The employee, member or volunteer would have been dismissed or had their 

membership terminated as a result of the incident had they not resigned, retired or 
been made redundant; 

 
(iii) Scottish Target Shooting has transferred the employee, member or volunteer to a 

position in Scottish Target Shooting which is not regulated work with children; or 
 

(iv) The employee or volunteer would have been dismissed, considered for dismissal or 
had their membership terminated where employment, the volunteer role or 
membership of the individual was not due to end or had not expired. 

 
4.13 Scottish Target Shooting will also refer the case of an employee, member or volunteer where 
information becomes available after the employee, member or volunteer has been: 
 

(i) dismissed, resigned, retired, made redundant or removed from membership by 
Scottish Target Shooting or unwilling or unable to renew their membership; 

 
(ii) Transferred to another position in Scottish Target Shooting which is not regulated 

work with children; or 
 
(iii) Listed on the Children’s List, the employee, member or volunteer will be removed 

from regulated work in Scottish Target Shooting, if the employee, member or 
volunteer is in such a position. 

 
4.14 If Disclosure Scotland notify Scottish Target Shooting that an employee, member or volunteer 
is considered for listing, that individual will be suspended as a precaution until the outcome of the case 
is determined. Suspension is not a form of disciplinary action and does not involve pre-judgment. In 
all cases of suspension, the welfare of children will be the paramount concern. 
 
4.15 If Disclosure Scotland inform Scottish Target Shooting that an individual is barred, that 
employee or volunteer will be removed from regulated work with children immediately in line with 
the Protection of Vulnerable Groups (Scotland) Act 2007. 
 
Authorising Disciplinary Action 
 
4.16 All disciplinary action, be it for employees or members, must first be proposed by the Business 
Development Group and then authorised by the Board. The policy acknowledges the need for 
disciplinary action to be taken swiftly in certain circumstances to ensure the safeguarding of the 
company, the individual and/or other members and therefore permits such decisions to be 
communicated and approved over email if a meeting is not possible. 
 
4.17 Any disciplinary action approved by the Board must clearly specify a start date, commencing 
no earlier than 7 calendar days after the date of posting the written notification and, where 
appropriate, a finish date of the disciplinary action imposed. The letter must also clearly outline the 
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appeals process should the employee or member wish to dispute the decision. The letter will be sent 
by recorded delivery to the member. 
 
4.18 It shall be at the discretion of Scottish Target Shooting whether it is deemed appropriate to 
inform associated groups with a vested interest in the member being suspended (e.g. the relevant 
club, NSRA, University and/or local authority) of the suspension being imposed by the company. 

 
Appealing Against Disciplinary Action 
 
4.19 An employee, volunteer or member cautioned has the right of appeal as outlined in the appeal 
section of this policy. 

 
4.20 If an appeal is not lodged in the manner and timeframe as stipulated in the appeals section of 
this policy then the employee or member will be considered to have accepted the report and shall not 
be entitled to appeal against the suspension. 
 
 

SECTION 5: APPEALS 
 
5.1 The following provisions and procedures provide a means for the resolution of differences or 
questions arising from the observance and implementation of the company’s Articles, policies, 
procedures and decisions. Membership of the company shall constitute an agreement by a member 
that it, or any body or person associated through such member, shall submit all such differences or 
questions to the jurisdiction of the company and shall not be permitted to take such differences or 
questions to a court of law. 
 
Right to Appeal 
 
5.2 Any individual or club has the right to appeal to the Appeals Committee against a decision of 
the company, provided that the appellant has exhausted such appeals proceedings as were available 
to the appellant consequent to the decision in question, unless a satisfactory reason is given for not 
having done so. The appellant will be advised of this right in the letter intimating or confirming the 
decision. 
 
5.3 For the avoidance of doubt, an appeal by an individual must be submitted either: 
 

(a) By the disciplined employee or individual member personally or by a recognised member 
of the disciplined member club in question, in writing; or 

 
(b) By the individual member’s club, on the individual member’s behalf, in writing with the 

reasons of appeal countersigned by the individual member. 
 
5.4 The appeals hearing shall not be conducted as a re-hearing of the case except by way of an 
express submission on behalf of a party to the hearing and with the permission of the Chair of the 
Appeals Committee. Fresh evidence may be submitted at the discretion of the Appeals Committee. 
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5.5 An individual may appeal on his/her own behalf. A club may also appeal on behalf of an 
individual if the individual is a member of that club. 
 
5.6 The appellant may be held liable in all or part for the expenses of the appeal procedure subject 
to the discretion of the Appeals Committee. 
 
The Appeals Procedure 
 
5.7 An appeal from an individual or club must be dispatched by recorded delivery to the COO within 
10 calendar days after the date of the meeting at which the decision appealed against was taken unless 
for any reason it was not made known to the appellant at such meeting, in which case it must be 
dispatched by recorded delivery to the COO within 10 calendar days after the date on which the 
decision was intimated by recorded delivery to the person or body concerned.   
 
5.8 Each decision appealed against (and case stated for the appeal) must be itemised separately in 
the letter of appeal. 
 
5.9 The letter of appeal must set out fully the facts or circumstances which are the grounds of 
appeal. Such letters will be copied and sent to all members of the Appeals Committee. 
 
5.10 Where there is not a conflict, Scottish Target Shooting will assist individuals or clubs to make 
such an appeal, but it is the responsibility of the individual or club concerned to check the validity of 
references and to ensure that they comply in all respects with the relevant Articles, policies and 
procedures of the company. 
 
5.11 Once an appeal has been validly submitted to the COO, the decision against which the appeal 
is submitted shall be set aside pending the hearing of the appeal unless the interests of justice dictate 
that the decision should be given effect. The Board shall be entitled to make representations to the 
Appeals Committee opposing such a setting aside of the decision. Such representation must be lodged 
in writing with the COO within 10 calendar days of the COO’s receipt of the appeal submission.  The 
representations shall be considered by the Appeals Committee, whose decision thereon shall be final 
and binding. 
 
Appeals Committee 

 
5.12 The Appeals Committee shall have no more than 5 members in total, inclusive of the Appeals 
Committee Chair, and will be comprised of 3 individuals from current members of the company and 2 
independent individuals who are not members of the company. The COO shall be responsible for 
appointing the Appeals Committee Chair who will then work with the COO to select and appoint the 
remaining members. The Appeals Committee cannot have more than one representative at any one 
time from the same club or primary discipline and cannot be comprised of members that are in any 
way deemed to be related to the incident in question by the Board. Appeals Committee members must 
not be serving on any of Scottish Target Shooting’s standing committees or working groups at the time 
of serving on the Appeals Committee. 
 
5.13 The Appeals Committee shall have the power to: 
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(a) Affirm the decision of the company, whose decision is appealed against; 
 
(b) Uphold the appeal by setting aside the decision appealed against and rescinding any 

penalty imposed; 
 
(c) Uphold the appeal in part by setting aside part of the decision appealed against; 
 
(d) Substitute for the decision appealed against a decision to find the appellant guilty of a lesser 

offence and/or to impose a lesser penalty or penalties in respect thereof; 
 
(e) Refer the case, or any part of it, back to the company, whose decision is appealed against; 
 
(f) Take any step which, in the exercise of its discretion, the Appeals Committee considers it 

would be appropriate to take in order to deal justly with the case in question. 
 

5.14 The company’s Office Manager shall provide the secretariat of the Appeals Committee with no 
voting capacity. 
 
Withdrawing an Appeal 
 
5.15 An appeal may be withdrawn by the appellant prior to the hearing of the case by notifying the 
Appeal Committee of such in writing. The appeal will, upon the Appeal Committee’s receipt of such 
notification, be deemed to be abandoned and the original decision, against which the appellant initially 
took exception, will be regarded as final and binding. The appellant may still be held liable in all or part 
for the expenses of the appeal procedure carried out to date subject to the discretion of the Appeals 
Committee. 
 
Decisions of the Appeals Committee 
 
5.16 If the appeal is unsuccessful, the appellant may be held liable in all or part of the expenses of 
the meeting, or of the other party (or parties), subject to the discretion of the Appeals Committee. 
 
5.17 The decision of the Appeals Committee shall be final and binding on all parties concerned. 
 
5.18 Minutes from the Appeals Committee meeting shall be added to the paperwork stored by the 
company under 3.40 for the purpose or record keeping. 
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Flowchart for Responding to Complaints, Grievances and Concerns about an STS Employee, 
Member or Volunteer 
 
  

Malicious or 
Knowingly 

False 
Allegation(s) 

Complaint, grievance or 
concern about an STS 
employee, member or 

volunteer 

Precautionary 
Suspension 

(where appropriate) 

Accessing Confidential 
Contacts (COO or CPO) 

(Record on Significant 
Incident Form) 

 

Outcome: 
Sufficient evidence to 
suggest child abuse 

Outcome: 
No case to answer or 

resolved through informal 
stage 

Formal Stage: 
Establishing the Facts 

(initial and/or full 
investigation) 

Outcome: 
Evidence to support 

complaint, grievance or 
concern 

Disciplinary Procedures 
Invoked 

Concerns Reported to 
Police or Social Work 

Possible Outcomes 
• Education & training 

• Written warning 

• Final written warning 

• Further training & 
support 

• Temporary suspension 
• Dismissal or termination 

Possible Outcomes 

• Police investigation 

• Criminal proceedings 

• Civil proceedings 

• Referral to Disclosure 
Scotland where PVG 
criteria met 

Opportunity to appeal decision 

STS becomes aware by 
other means of a 

potential complaint, 
grievance or concern 

Informal Stage: 
Reconciliation & 

Mediation 

Accessing Confidential 
Contacts (COO or CPO) 

(Record on Significant 
Incident Form) 

 

Child Protection 
Concerns: 

Go directly to the Formal 
Stage 

End of 
Process 
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POLICY 4: EMAIL & INTERNET SECURITY 
 

SECTION 1: THE IMPORTANCE OF ONLINE SERVICES AND SECURITY 
 
1.1 As an employer Scottish Target Shooting expects that all its computer facilities be used in a 
professional and appropriate manner. Although Scottish Target Shooting is legally liable for employees’ 
and volunteers’ activities when using e-mail, social media or the internet at work, it is the responsibility 
of each employee and volunteer to ensure that the technology provided for their use is used for proper 
work purposes and in a manner that does not compromise the company or its employees in any way. 
 
1.2 The following procedures and information are intended to advise employees and volunteers of 
the types of e-mail, social media and internet use which Scottish Target Shooting considers appropriate 
and the possible consequences for employees and volunteers using e-mail, social media or the internet 
in a way considered unacceptable.  
 
Benefits of E-mail and the Internet  
 
1.3 Although e-mail communication and social media has the same speed and apparent informality 
as using the telephone, it also has the permanence of written communications and as such must be 
controlled to ensure that it meets the same standards as other Scottish Target Shooting documents. 
The advantages of e-mail and social media include: 
 

(a) It is a fast and inexpensive way of delivering messages and documents long and short 
distances; 

 
(b) Information can be shared quickly and consistently between any number of people; and 

 
(c) It removes the excessive need to print and distribute information. 

 
1.4 The disadvantages of e-mail and social media include: 
 

(a) If it is used inappropriately, employees may suffer from “information overload”, with vital 
information being lost amid excessive irrelevant messages; and 

 
(b) It can stifle face to face communication or be used to abdicate the responsibility of 

communicating messages that should be done in person. 
 
1.5 The advantages of the internet include: 
 

(a) Access to large amounts of information from a wide variety of sources; 
 

(b) Information which is often more up-to-date than that found in traditional sources like 
libraries; and 

 
(c) Speed of access to information. 

 
1.6 The disadvantages of the internet include:  
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(a) Misuse which puts the company at technical and/or commercial risk; 

 
(b) The information posted on the internet is unchecked and may be inaccurate; and 

 
(c) Complex copyright issues. 

 
 

SECTION 2: INTERNET, SOCIAL MEDIA AND EMAIL ACCESS PROCEDURES 
 
2.1 All permanent employees of Scottish Target Shooting have access to e-mail, social media and 
the internet on the devices provided. It is expected that during working hours that access to e-mail, 
social media and the internet be used for work-related purposes. Taking a realistic attitude, Scottish 
Target Shooting accepts that there may be occasions when individuals respond to personal e-mails or 
make arrangements through e-mail during working hours. However, this must not be excessive and 
usage may be monitored. These privileges can be removed or amended at any time at the discretion 
of Scottish Target Shooting. 
 
2.2 Employees may also use the internet for reasonable personal purposes. However, employees 
using the internet for personal use must ensure that they are not using their access for illegal activities 
(e.g. computer hacking, attempting to disable or compromise security of information) or accessing 
inappropriate sites (e.g. pornography, betting/gambling sites, “hate” sites). Such use will result in a 
Disciplinary Investigation being carried out which may result in a formal Disciplinary Hearing being 
convened. This investigation may, in turn, lead to formal disciplinary action or dismissal.  
 
Passwords 
 
2.3 Employees and relevant volunteers (including Board members) are provided with an individual, 
confidential password. Employees and volunteers must not disclose their passwords to anyone else 
other than their Line Manager to ensure ICT services can continue in the situation of an employee or 
volunteer leaving. If there is any suspicion that password confidentiality has been breached, the 
employee or volunteer must contact the Office Manager as soon as possible to inform him/her and 
arrange a new password. Employees and relevant volunteers should also be aware that they are 
responsible for the security of their own terminal and should not allow any unauthorised person to 
use it. 
 
2.4 Passwords provide the first line of defence against unauthorized access to your computer. 
Employees and volunteers should make sure they have strong passwords for all accounts either 
provided by Scottish Target Shooting or holding information relating to Scottish Target Shooting. It is 
a requirement that all passwords comply with the following:  
 

(a) Is at least eight characters long; 
 

(b) Does not contain your user name, real name, or company name; 
 

(c) Does not contain a complete word; 
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(d) Is significantly different from previous passwords; and 
 

(e) Contains characters from each of the following four categories: 
 

(i) Uppercase letters; 
 
(ii) Lowercase letters; 
 
(iii) Numbers; and 
 
(iv) Symbols found on the keyboard (all keyboard characters not defined as letters or 

numerals)  
 
2.5 A password might meet all the criteria above and still be a weak password. For example, 
Hello2U! meets all the criteria for a strong password listed above, but is still weak because it contains 
a complete word. H3ll0 2 U! is a stronger alternative because it replaces some of the letters in the 
complete word with numbers and also includes spaces.  Help yourself remember your strong password 
by following these tips: 
 

(a) Create an acronym from an easy-to-remember piece of information. For example, pick a 
phrase that is meaningful to you, such as My son's birthday is 12 December, 2004. Using 
that phrase as your guide, you might use Msbi12/Dec,4 for your password. 

 
(b) Substitute numbers, symbols, and misspellings for letters or words in an easy-to-remember 

phrase. For example, My son's birthday is 12 December, 2004 could become Mi$un's 
Brthd8iz 12124 (it's OK to use spaces in your password). 

 
(c) Relate your password to a favourite hobby or sport. For example, I love to play badminton 

could become ILuv2PlayB@dm1nt()n. 
 

(d) If you feel you must write down your password in order to remember it, make sure you 
don't label it as your password, and keep it in a safe place. 

 
2.6 To ensure information and accounts are protected, all staff and volunteers are required to 
change their passwords every 3 months, failing to repeat any previous passwords and ensuring ll new 
passwords comply with the guidance provided above. Regardless of when they were last updated, all 
passwords must be changed immediately when someone vacates a staffing of voluntary position. 
 
Confidentiality 
 
2.7 E-mail and social media tends to be used in a more informal way than many other forms of 
communication. Employees and volunteers should ensure that this informality does not lead to a lack 
of standards or a breach of confidentiality. As a rule, employees and volunteers representing Scottish 
Target Shooting should not transmit anything by e-mail and social media that they are not comfortable 
writing in a letter or memorandum. It should never be assumed that e-mails and messages over social 
media are completely private and confidential, even if marked as such. Matters of a sensitive or 
personal nature should not be transmitted by e-mail unless totally unavoidable and never by social 
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media. Employees and volunteers should note that electronic messages are admissible as evidence in 
legal proceedings and have also been successfully used in libel cases. 
 
2.8 Internet messages should also be treated as non-confidential. Anything sent via the internet 
passes through a number of different computer systems, each with different levels of security. The 
confidentiality of messages may be compromised at any stage unless messages are encrypted. It is 
imperative that any posted information reflects the company’s standards and policies. Employees and 
volunteers are advised that under no circumstances should information of a confidential or sensitive 
nature be placed on the internet. Employees and volunteers should be aware that information posted 
or viewed on the internet may constitute published material and therefore reproduction of such 
information may be done only with permission of the copyright holder.  
 
Disclaimers 
 
2.9 In order to reduce the risk of prosecution for transmitting incorrect or inappropriate 
information, all Scottish Target Shooting e-mails should be sent with a disclaimer attached. The 
disclaimer should read as follows: “This document is confidential and intended solely for the use of the 
individual(s) to whom it is addressed. If you are not the intended recipient, please inform the sender 
immediately and be advised that any unauthorised use of this document is strictly prohibited.” 
 
2.10 However, employees and volunteers are reminded that the same laws apply to e-mail as any 
other written document and accordingly employees and volunteers must avoid sending inaccurate or 
defamatory statements or inappropriate material under the Scottish Target Shooting banner, 
irrespective of the status of the intended recipient or their relationship to the sender. 
 
Viruses 
 
2.11 Viruses pose a serious threat to Scottish Target Shooting’s entire network, systems and 
property, with the greatest risk lying in downloaded programs and executable files. All software for 
Scottish Target Shooting use must be obtained from controlled legal sources and authorised by the 
Office Manager. Employees and volunteers should note that the spreading of viruses is subject to 
prosecution under The Computer Misuse Act 1990.  
 
Copyright Laws 
 
2.12 Much of what appears on the internet is, or claims to be, protected by copyright. The Copyright, 
Designs and Patents Act 1988 states that only the owner of the copyright is allowed to copy the 
information and copying without permission, including electronic copying, is prohibited. Employees 
and volunteers should be aware that the copyright laws apply not only to documents but also to 
software and are strongly encouraged to contact the Office Manager for clarification. 
 
Content  
 
2.13 E-mail and social media is commonly used as a quick and informal way of contacting individuals 
or groups. However, because the communication is not face to face and there is no indication of 
tone/irony/body language etc., it carries the risk that the recipient will be offended, albeit 
unintentionally.  
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2.14 Scottish Target Shooting employees and volunteers must therefore not send offensive, 
demeaning or disruptive messages. Employees and volunteers should not place on the system any 
message, which could be regarded as potentially offensive. Abusive e-mails are sufficiently common 
to be given a name – flames – and Scottish Target Shooting employees must not send or respond in 
kind to flames.  
 
2.15 If employees and/or volunteers receive unsolicited e-mails containing material that is offensive 
or inappropriate, they must be deleted. If the employee or volunteer knows the sender, they should 
delete the e-mail immediately and quickly inform the sender that they must not send such e-mails 
again. If the sender is unknown, the Office Manager should be informed before the e-mail is deleted.  
 
2.16 In addition, if employees and/or volunteers receive jokes, video clips or games from friends via 
e-mail, they should delete them and not circulate them. These files are often very large and can 
unnecessarily increase the used capacity on the server, slowing down the system for everybody.  
 
2.17 Employees and volunteers must not commit Scottish Target Shooting to any form of contract 
when using e-mail or the internet for personal purposes and should be aware that both communication 
media are disclosable for the purposes of legal action. It is accepted that e-mail is routinely and 
properly used for minor contractual commitments such as ordering publications and data. 
Subscriptions to news groups and mailing lists are only permitted when the subscription is for a work 
related purpose. All other subscriptions (e.g. joke of the day, personal interest information) are strictly 
forbidden.  
 
Blocked Sites 
 
2.18 Although it is possible to bar access to certain inappropriate websites, the internet grows so 
rapidly that it is impossible to automatically prevent all inappropriate access. Employees and 
volunteers are strictly forbidden to access any site deemed to be inappropriate by Scottish Target 
Shooting, including but not exclusively, pornography, betting/gambling sites, and “hate” sites. 
 
2.19 The company is aware that occasionally, employees or volunteers may access such sites by 
mistake (for example, during a legitimate search). Employees or volunteers who do so should inform 
the Office Manager of their mistake as soon as practicably possible. In addition, Scottish Target 
Shooting employees and volunteers are advised that it is strictly forbidden to download any offensive, 
obscene or indecent material from the internet to a work device or using the Scottish Target Shooting 
or partner network – this includes both text and images. 
 
Monitoring 
 
2.20 Scottish Target Shooting reserves the right to monitor both e-mail and internet usage subject 
to the rules of the Telecommunications (Lawful Business Practice) (Interception of Communications) 
Regulations 2000. These Regulations authorise businesses to carry out monitoring for certain purposes 
provided reasonable steps are taken to inform employees and volunteers that monitoring will take 
place and what may be checked during this process. 
 
2.21 Scottish Target Shooting will monitor internet and e-mail usage for the following reasons: 
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(a) Checking compliance with regulations; 

 
(b) Quality control; 

 
(c) Employee and volunteer training; 

 
(d) Preventing or detecting crime; 

 
(e) Investigating or detecting unauthorised, inappropriate or excessive use; and 

 
(f) Checking for viruses or other threats to the system. 

 
Appropriate email correspondence with Children and Vulnerable Adults 
 
2.22 It is the responsibility of Scottish Target Shooting to ensure that all people associated with 
Scottish Target Shooting follow appropriate rules when emailing or contacting via social media children 
or vulnerable adults. 
 
2.23 It is inappropriate to email or message through social media minors directly and all 
correspondence should be made through parents or appropriate guardians to ensure there is no 
opportunity for inappropriate behaviour, or the perception of inappropriate behaviour. 
 
2.24 If there are any concerns regarding email or social media contact with children or vulnerable 
adults then Scottish Target Shooting’s Child Protection Officer should be advised immediately (or the 
COO if this person is the subject of the concerns). 
 
Disciplinary Procedures  
 
2.25 Scottish Target Shooting considers the procedures and recommendations contained within this 
policy to be extremely important to the efficient and lawful operation of the company. Any employee 
or volunteer suspected of making inappropriate use of e-mail, social media or the internet will be 
subject to formal investigation and subsequently, disciplinary action may be taken against them. In 
certain circumstances, breach of this policy may be considered gross misconduct and consequently 
may result in summary dismissal. 
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POLICY 5: FLEXIBILE AND REMOTE WORKING 

 

SECTION 1: FLEXIBLE WORKING POLICY 
 
Family Friendly Policy 
 
1.1 Employees who are parents of children age under six or of disabled children under 18 will have 
the right to apply to work flexibly and Scottish Target Shooting will have a duty to consider these 
requests seriously. The right to apply to work flexibly and the procedures to be followed are outlined 
on the ACAS website. www.acas.org.uk 
 
What is Flexible Working? 
 
1.2 Flexible working includes the following: 

 
(a) Part time working; 
 
(b) Flexi-time; 
 
(c) Staggered Hours; 
 
(d) Compressed working Hours; 
 
(e) Job Sharing; 
 
(f) Shift working; 
 
(g) Shift swapping; 
 
(h) Self-rostering; 
 
(i) Time off in lieu or banked hours; 
 
(j) Term-time working; 
 
(k) Annual hours; 
 
(l) Additional leave entitlement; 
 
(m) Working from home; 
 
(n) Unique working patterns; and 
 
(o) Career breaks. 

 
The Right to Apply for Flexible Working 

http://www.acas.org.uk/
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1.3 There are a number of requirements that an employee must comply with in requesting flexible 
work practices. See the ACAS website for more details. www.acas.org.uk . 
 
1.4 It is the responsibility of the COO to manage the Flexible Working considerations of Scottish 
Target Shooting. 
 
Time Off in Lieu (TOIL) 
 
1.5 TOIL is awarded for hours worked in excess of those stated in the contract of employment. TOIL 
allows employees to take some time to compensate for the time worked. The COO (and in the case of 
the COO, the Chair) must have given permission for these prior to the extra hours being worked. 
 
1.6 These extra hours must be taken within 4 weeks of being worked unless otherwise agreed with 
the COO (and in the case of the COO, the Chair); similarly TOIL cannot be added together to gain 
periods of time off in excess of two working days unless otherwise agreed. 
 
1.7 TOIL is utilised by the Company instead of overtime payments. TOIL is an alternative method 
for recognising when employees have worked in excess of their contracted hours. 
 
 

SECTION 2: REMOTE WORKING POLICY 
 
2.1 Advancements in information and communication technology have meant that physical 
proximity to the workplace is no longer a critical feature of office work.  Scottish Target Shooting is 
fully committed to operating a remote working scheme where it is deemed suitable.  The following 
procedures and information are intended to advise employees of the issues surrounding remote 
working. 
 
Benefits of Remote Working 
 
2.2 Some of the reasons for the introduction of remote working include:  

 
(a) A more productive and motivated workforce; 

 
(b) Providing a means whereby employees can work more closely with partners by being based 

at partner sites while still having full access to Scottish Target Shooting information 
systems; 

 
(c) Providing a means whereby employees can have full access to Scottish Target Shooting 

information systems usually from home between visits to a number of partner locations; 
 

(d) Improved efficiency by allowing employees the opportunity to concentrate on key tasks 
away from the distractions and interruptions of open-plan office conditions; 

 
(e) Provide a means whereby employees can remain in touch before and after trips away from 

the office; 

http://www.acas.org.uk/
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(f) Increased work focus resulting from fewer commuting hours; and 

 
(g) Provide more flexible working for employees and improve work/life balance. 

 
2.3 The advantages of remote working to employees include: 
 

(a) A reduction in the time spent commuting to work; 
 

(b) Increased control over when work is done; 
 

(c) An escape from the everyday disruptions of a busy office; and 
 

(d) An improved balance between work and home life. 
 
Possible Disadvantages of Remote Working 
 
2.4 Possible disadvantages to employees and employers of remote working may include: 
 

(a) Assumptions that “workers out of sight are not working”; 
 

(b) Difficulties managing the boundaries between work and home life; 
 

(c) Problems having the discipline to work away from the office environment; 
 

(d) Difficulties managing a remote worker; 
 

(e) Feeling isolated personally (from social contact) and professionally (missing opportunities 
to generate ideas and problem solve with colleagues); 
 

(f) Increased workload for employees remaining in the office in terms of general enquiries and 
ad hoc tasks; and 
 

(g) Maintaining standards of written communication. 
 
Purpose 
 
2.5 The purpose of these guidelines is to provide an awareness of the obligations and 
responsibilities inherent in any contractual remote working arrangement.  These guidelines provide a 
framework of principles and good practice, which will apply to all remote working arrangements, 
whether full-time or part-time. 
 
Selection for the Remote Working Scheme 
 
2.6 Before offering a remote working contract of employment or formal remote working 
arrangement, the COO (and in the case of the COO, the Chair) must determine: 
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(a) That the post is suitable for such an arrangement; 
 

(b) What equipment/technology, if any, is required to efficiently support the post, e.g. desk, 
chair, storage, PC, fax, photocopier, fixed/mobile phone, answer phone etc. 

 
2.7 When selecting employees, whether new or existing for remote working, the COO (and in the 
case of the COO, the Chair) in consultation with the individual should assess, in addition to the 
individual’s understanding of and competence in their post, their ability to: 
 

(a) Cope with working on their own; 
 

(b) Cope with remote supervision; 
 

(c) Be self-motivated; 
 

(d) Manage time effectively; 
 

(e) Be administratively and technically self-sufficient, within reason and the requirements of 
the post. 

 
2.8 Scottish Target Shooting and the employee must also consider whether the particular domestic 
environment/arrangements and proposed work area are suitable for remote working, meet health and 
safety requirements and if the location and proximity to the office is appropriate. 
 
Risk Assessment and Ergonomics 
 
2.9 Once it has been established that a post and employee are to become part of the remote 
working scheme, a risk assessment of the remote working area(s) will be undertaken.  This should take 
into account space, heating, lighting and, where electrical office equipment is being used, electrical 
supply. The form is suitable for self-assessment by the employee, particularly casual users, but may be 
supplemented by a home visit by the COO.  Training, advice and support will be given to employees to 
help them make a successful assessment of their own remote work area. (See Appendix D) 
 
2.10 The five main steps of the remote working risk assessment will be: 

 
(a) Identifying any hazards; 

 
(b) Deciding who may be harmed and how (e.g. family members, pets, workers at other 

locations); 
 

(c) Assessing the risks and take appropriate action to remove them or reduce them as far as 
possible; 
 

(d) Recording the findings (to be recorded on Appendix D); 
 

(e) Re-checking the risk assessment on a regular basis and take further action if required. 
 



STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 57 of 121 

 

Scottish Target Shooting is supported by 

 

2.11 The risk assessment process will also include a specific VDU risk assessment. Workstation 
ergonomics are crucial to the risk assessment and the general health and safety of Scottish Target 
Shooting’s remote workers.  The ergonomic assessment will cover the Display Screen Equipment 
screen and keyboard, desktop, seating and environmental factors such as noise, lighting, temperature 
etc. (See Appendix E) 
 
2.12 In addition, useful guidance is available from the Health and Safety Executive in the booklet 
"Homeworking: Guidance for Employers and Employees on Health and Safety", a copy of which is 
available from either the sportscotland Human Resources or ICT Teams and which will be made 
available to all remote workers. 
 
Health and Safety 
 

2.13 Scottish Target Shooting has a duty of care, as far as reasonably practical, to ensure the health, 
safety and welfare of all employees, including those working remotely.  As previously indicated, this 
will include carrying out a full risk assessment of the home, display screen equipment and workstation 
ergonomics.  In addition, employees working remotely will be provided with a set of guidelines for safe 
VDU use (see Appendix F). 
 
2.14 Scottish Target Shooting will also ensure that the employee has suitable first aid provision and 
that they understand the requirement to report an accident when working remotely, following the 
same procedure as when at work. 
 
2.15 In accordance with the Health and Safety at Work Act (1974), employees are also required to 
take reasonable care for their own health and safety.  They must take account of any appropriate 
guidance/information issued by Scottish Target Shooting and act accordingly.  In addition, they must 
allow Scottish Target Shooting employees reasonable access to their home to permit risk assessments 
or routine electrical and maintenance checks of Scottish Target Shooting-provided equipment as 
required. 
 
Work-Life Balance and Timelogging 
 

2.16 Closely linked to the issues of ensuring the Health and Safety of remote workers, is the need 
for employees to maintain an acceptable work-life balance.  Scottish Target Shooting would wish to 
make it very clear to employees working remotely that they should not be overworking due to being 
based away from the normal office structures and controls.  It can be very tempting for remote workers 
to keep going back to a piece of work because of the ease of access to it and excess hours can quickly 
build up.  However, remote workers should keep to their normal average weekly hours and the COO 
will check extra hours.  
 
Provision of Work Equipment and Supplies 
 

2.17 For the purposes of the remote working scheme, employees will generally be using a 
combination of their own and Scottish Target Shooting provided work equipment.  A suitable desk, 
chair, computer and printer may be provided by Scottish Target Shooting, as required. 
 
2.18 Any equipment supplied for remote working will remain the property of Scottish Target 
Shooting and the company will meet all installation/removal costs, maintenance charges and costs 
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relating to the equipment.  Employees members must ensure that the equipment provided is well 
maintained and kept secure.   
 
2.19 Where electrical equipment is provided, Scottish Target Shooting will ensure that the 
equipment is tested, as appropriate, and accepts responsibility for any maintenance or associated 
charges.  However, employees working remotely will be responsible for any maintenance charges 
concerning their own domestic electricity system, including plug sockets. 
 
2.20 Where possible employees working remotely should have access via an Internet connection to 
all the normal software applications they would have in the office, including Microsoft Office etc.  
Employees working remotely should contact the Office Manager immediately in the event of systems 
or equipment failures. 
 
2.21 In addition, employees will be provided with Scottish Target Shooting stationery, as required, 
to ensure that work sent from home maintains the standards set down by the company.  Employees 
will be reimbursed for any postage or courier charges incurred from working remotely via their 
monthly expenses. 
 
Communication, Reporting In and Management Procedures 
 

2.22 The management of people remote working does require some change in approach, with the 
emphasis tending to change towards task-focused working, with the need for regular and effective 
communication channels.  Before commencing remote working, the employee and Line Manager 
must: 

 
(a) Set clear tasks and goals; 

 
(b) Agree the required regularity of office visits; 

 
(c) Confirm attendance at office-based meetings, training events etc.; 

 
(d) Confirm the appropriate use of office-based administrative support; 

 
(e) Confirm the procedures for incoming mail and deliveries; 

 
(f) Agree the best way of keeping in touch via technology (phone and e-mail); and 

 
(g) Agree the best method to monitor completion of tasks and performance. 

 
2.23 The individual agreements reached for the above will vary depending on the post, employee 
and COO.  Scottish Target Shooting is aware that it may take some time to settle into a successful 
remote working system, however, an initial agreement should be formally agreed by both employee 
and COO and reviewed on a regular basis. 
 
Financial Considerations 
 

2.24 Employees working remotely on an occasional basis will be able to claim expenses for 
additional work-related telephone calls and postage using the usual Scottish Target Shooting expenses 
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sheet.  Employees must be able to provide receipts and/or itemised bills as appropriate to ensure 
prompt repayment. 
 
2.25 However, Regular Home Workers, the following points may need to be considered in relation 
to the employee’s individual circumstances: 
 

(a) Where it is agreed that a dedicated business line or mobile phone is required, Scottish 
Target Shooting should bear the cost of the installation, rental and call charges.  Scottish 
Target Shooting will also reimburse employees for itemised work-related calls from their 
own phone line as required.  This will not attract a tax liability; 
 

(b) That property and contents insurance for the home will remain the responsibility of 
employees who are advised to notify their insurer(s) of the remote working arrangement 
to ensure that existing policies are not compromised/invalidated by it or the presence of 
Scottish Target Shooting equipment in the house.  Any additional insurance costs 
attributable to remote working may be claimed as expenses; 
 

(c) Where there is demonstrable additional domestic energy costs attributable to the remote 
working arrangement, e.g. additional heating costs or additional electricity costs from the 
use of ICT equipment, these may be reimbursed.  (The current Inland Revenue rate for 
payment towards domestic energy costs, without evidential documentation, is £2.00 per 
week.); 
 

(d) Employees embarking on the remote working scheme will be advised to notify their 
mortgage provider/landlord of the remote working arrangement, to ensure that existing 
agreements are not compromised by it; 
 

(e) Employees will be advised to contact their Inspector of Taxes to satisfy themselves as to 
any tax liability or relief arising from a remote working arrangement; and 
 

(f) Potential Council Tax implications. 
 
Confidentiality and Security Issues 
 

2.26 Removing work from the office, whether physically or electronically, can increase the risk that 
confidential information may be exposed.  Employees working remotely must be made aware of and 
comply with all Scottish Target Shooting requirements with regard to the security of equipment, 
material and information.  Arrangements must be put in place to deal with the disposal of confidential 
waste (e.g. shredding).  In addition, employees must be made aware of and comply with the Data 
Protection Act 1998 and all Scottish Target Shooting ICT security requirements, taking account of the 
confidentiality/sensitivity of data, software installation and use of IT equipment.   
 
2.27 In addition, employees must be careful to use passwords and keep them secure.  Employees 
are responsible for monitoring who has access to their ‘home office’ and any problems regarding 
confidentiality should be communicated to the COO as soon as possible.  Care should also be taken 
regarding the security of PCs and laptops, with work equipment and papers being kept secure when 
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not in use. Appropriate virus guards, firewalls, back-ups and general pc security should be maintained 
at all times. 
 
Monitoring and Evaluation 
 

2.28 Scottish Target Shooting’s remote working scheme will be reviewed and monitored on an on-
going basis as the scheme expands and develops and the employees involved will be encouraged to 
provide feedback on all aspects of their experiences of working remotely.  In addition, Scottish Target 
Shooting is committed to ensuring that the monitoring and evaluation is undertaken with regards to: 
 

(a) The operational needs of the company; 
 

(b) The requirements and welfare of the employees involved; 
 

(c) All appropriate legislation, including the Working Time Regulations, the Health and Safety 
at Work Act 1974, and the Data Protection Act 1998; and 
 

(d) Other relevant Scottish Target Shooting policies. 
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POLICY 6: HEALTH AND SAFETY 
 

SECTION 1: MANAGING HEALTH AND SAFETY 
 
1.1 The Office Manager is always responsible for Health and Safety unless this responsibility has 
been delegated to another appropriate employee. 
 
1.2 Scottish Target Shooting will do all in its power to ensure every employee’s well-being and 
safety whilst at work. However every employee also has the duty to take reasonable care of themselves 
and their colleagues who may be affected. Any action by an employee, which endangers the health or 
safety of another person whilst at work, will lead to disciplinary action being taken which could result 
in dismissal. 
 
General Housekeeping 
 
1.3 The majority of accidents recorded in Companies are falls, cuts and bruises sustained in 
corridors and offices not normally considered to be dangerous. The number of such incidents can be 
reduced by tidiness, forethought and by remedying or reporting things that are obvious hazards, such 
as damaged flooring or steps or carelessly left obstructions. 
 
1.4 The Health and Safety at Work Act 1974, part of which is quoted below, gives employees certain 
statutory duties. 
 
1.5 “It shall be the duty of every employee whilst at work: 
 

(a) To take responsibility for the health and safety of himself and of other persons who may be 
affected by his acts and omissions at work; 

 
(b) As regards any duty or requirement placed on his employer or any other person by or under 

relevant statutory provisions, to co-operate with him so far as necessary to enable that duty 
or requirement to be performed or complied with.” 

 
Corridors and Access 
 
1.6 It is the responsibility of all employees to ensure that we: 
 

(a) Keep corridors, exits and entrances clear of obstruction and litter; 
 
(b) Never obstruct fire exits, alarms and appliances; 
 
(c) Report defects in stairs, walkways, flooring, handrails etc.; 
 
(d) Clean up spilt liquids; and 
 
(e) Report Faulty Lighting. 
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1.7 When objects are unavoidably left in corridors, they should be: 
 

(a) Stacked carefully and securely; 
 
(b) Not left in a dangerous manner; and 
 
(c) Not stacked on both sides of the corridor. 

 
Offices 
 

1.8 Safety is often neglected in offices. The following points should be kept in mind, and remedial 
action taken when necessary: 
 

(a) Tripping hazards are common. Open filing cabinets; trailing leads and defective floor 
covering may cause accidents. Do not have cables from computer equipment trailing across 
walkways. There should be sufficient power points within the premises to make this 
unnecessary; 

 
(b) As far as possible load cupboards and filing cabinets from the bottom up, keeping any 

heavier items low down. Do not stow heavy objects on top of cupboards; 
 
(c) Do not stand on the furniture; and 
 
(d) Do not sit too close to visual display units and, if necessary, turn brightness down. Ensure 

that you are sitting in the correct ergonomic position with adequate wrist support. 
 
Management of Health & Safety 
 

1.9 The Office Manager of Scottish Target Shooting is responsible for its safe running. 
 

(a) Tools and equipment must be maintained in good condition and working order. Regular 
maintenance must be organised where appropriated and all faults and defects must be 
reported immediately; 

 
(b) Only competent personnel may use equipment and machinery. Personnel not fully 

competent may be allowed to learn how to use a machine, only under the continuous 
supervision of a competent person. Machinery and equipment should be left in a safe 
condition at all times; and 

 
(c) Floors and floor coverings must be free of dangerous defects. 

 
1.10 In general, take reasonable care for the health and safety of yourself and others around you 
who may be affected by your actions. Do not fool around – this is when accidents occur. 
 
Electrical Policy 
 

1.11 All employees must ensure that they are aware of the electrical policy: 
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(a) Electrical repairs are to be undertaken only by qualified electrical or electronic tradesman 
using the proper tools and test equipment; 

 
(b) Electrical faults are to be reported as soon as they are discovered; 
 
(c) Particular attention must be paid to cables, connections, correct fuse rating and earthing 

of portable appliances; 
 
(d) The permanent electrical installation of buildings is the responsibility of Scottish Target 

Shooting and must not be tampered with by Company employees; 
 
(e) The temporary connection of equipment to the supply for test purposes must be by 

connectors, adequately covered to prevent accidental contact; and 
 
(f) When working on mains type equipment, please ensure that it is disconnected or suitably 

isolated from mains supply. 
 
Handling 
 
1.12 Appropriate training is to be given to other personnel whose jobs require the handling of goods 
and heavy equipment. 

 
(a) Remove ragged edges or wear gloves; 
 
(b) Use correct method of lifting; 
 
(c) Store heavy objects low down in racks, put only light objects up high; 
 
(d) If two or more people are lifting one object, be clear who is in charge of the operation; 
 
(e) When carrying long objects, take great care approaching corners. If possible, keep the front 

end above head height; and 
 
(f) Ensure that you can see where you are going. 

 
Fire 
 
1.13 All employees must ensure that they are aware of the procedure. Fire notices are to be 
displayed in each area. It is the responsibility of all employees to be familiar with the correct procedure 
to be followed in the event of fire and evacuation from the building. 
 
Use of VDU’s 
 
1.14 The Health and Safety Executive's published guidance on working with visual display units (VDU's) 
points out that the equipment is not hazardous to health but that due consideration must be given to the 
way it is introduced and operated if difficulties are to be avoided. 
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1.15 Most work involving a VDU is not continuous and is interspersed with pauses and other activities 
e.g. telephone work.  The need for set spells away from VDU should not normally arise.  However if a 
continuous operation period arises, in any one-hour period of VDU operation there should be a 15-minute 
break away from the VDU.  It should be noted that this is not a rest period and should be used for non-
VDU tasks. 
  
1.16 Scottish Target Shooting is committed to providing the most suitable VDU equipment and 
conditions of use to ensure safe working practice and comfort of use for employees. 
 
VDU Eye Tests 
 

1.17 Scottish Target Shooting will pay for you to have an eye test every year if you wish. If you 
subsequently need glasses solely for use when working on your computer, Scottish Target Shooting 
will pay the basic cost. If the glasses are required for general use, including VDU operation, Scottish 
Target Shooting will contribute towards the cost of the glasses. 
 
Disabled Personnel 
 

1.18 The Office Manager is to give special consideration to the safety of disabled personnel and to 
make specific provision for their escape in the event of fire or other emergency evacuation of the 
building. 
 
First Aid 
 
1.19 Accidents should be recorded in the accident book. 
 
Medical Emergencies 
 
1.20 To summon aid in an emergency dial 999. 
 
Accidents 
 
1.21 Action in the event of an accident where a person has been injured: 
 

(a) The injured person, or their representative, must fill in the accident book; 
 
(b) A person who discovers an accident victim, who has sustained injury, is to summon 

assistance and, if necessary, alert the emergency services by dialling 999; 
 
(c) A representative of the injured person, must fill in the accident book, and for reportable 

accidents inform the Office Manager and/or COO. (See Appendix G) 
 
Note 
1.22 It may be necessary for the person finding an accident victim to remove the cause of the 
accident, i.e. switching off an electrical current or moving a fallen object etc. The finder, if 
knowledgeable, may have to render First Aid or artificial respiration. The principle criteria must always 
be the welfare of the victim. Do not move the victim, unless essential to prevent further injury. 
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POLICY 7: LEAVE ENTITLEMENT 
 

SECTION 1: ANNUAL LEAVE 
 
1.1 An employee's leave year commences on 1st January each year. 
 
1.2 For the current Annual Leave entitlement please see the contract of employment. 
 
1.3 When the employee applies for annual leave, the employee must submit a leave request to the 
employee’s Line Manager using the system operated by Scottish Target Shooting. 
 
1.4 A copy of the request and approval are kept on the employee’s file to record the annual leave.  
 
1.5 The employee is responsible for informing their Line Manager of the work that will require 
covering and the Line Manager will work with the employee to make arrangements for the work to be 
covered while the employee is away. 
 
1.6 The authority for granting annual leave is the responsibility of their Line Manager. Employees 
are encouraged to take their full annual leave allowance. 
 
1.7 Annual leave must never be taken without prior permission from their Line Manager. Periods 
of annual leave may commence on any day of the week. 
 
1.8 A single period of leave should not normally exceed three weeks. Exceptionally, special 
requests for longer single periods may be made and will be given careful consideration.  
 
1.9 Note: Employees may not carry forward any annual leave to the next holiday year unless in 
exceptional circumstances and agreed in writing with the Line Manager. (See Appendix H) 
 
1.10 Employees leaving Scottish Target Shooting will be required to refund from their final salary an 
amount equivalent to the number of excess annual leave days they have taken, if it is over the 
entitlement accrued. This will be by way of a deduction from final salary payment. Leave accrued to 
leaving date will normally be paid as part of the final salary.  
 
Procedure If Sick When On Annual Leave 
 
1.11 Annual leave should not be taken as an alternative to sick leave. Employees might, however, 
fall sick whilst on annual leave. As soon as an employee becomes aware that an illness or accident will 
seriously interrupt their booked period of annual leave they should take action to inform the Line 
Manager of the fact not later than the fourth day of illness.  
 
1.12 A medical statement completed by either a GP or Hospital Doctor should be forwarded to their 
Line Manager as soon as practicable. A "serious interruption" is classed as four or more days of 
continuous illness at which point, the absence will be considered to be sick leave rather than annual 
leave. Annual leave may not be taken immediately following a period of sick leave, unless a doctor's 
statement of fitness to return to work is provided.  
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1.13 Half a day's leave involves attendance at work for half of the total hours (excluding meal 
breaks), which would normally be worked that day. 
 
Employees Retirement 
 
1.14 The annual leave entitlement an employee who resigns or retires during the course of their 
leave year is calculated as 1/12 of the appropriate annual leave allowance for each complete month 
worked. E.g. should a cash payment be made in lieu of untaken annual leave this will not be regarded 
as pensionable salary and service will reckon only up to the last day at work for pension purposes. 
 
1.15 As a last day of service is usually determined in advance of employees retiring, arrangements 
should be made to take any annual leave due to them prior to the retirement date. Payment for 
outstanding leave can only be made in exceptional circumstances where work commitments have 
prevented the employee from taking leave. 
 
Termination of Employment 
 
1.16 Employees under notice of dismissal are required to take all outstanding leave before the last 
day of service. Payment will be made for any remaining untaken accrued leave. Where employees are 
dismissed for serious misconduct, any outstanding payments for leave not taken will be made, 
however all rights relating to future leave will be forfeited.  Employees who have any queries about 
their annual leave are encouraged to discuss them with their Line Manager. 
 
Public Holidays 
 
1.17 Scottish Target Shooting’s recognition of public holidays is stipulated in the contract of 
employment. In cases where Scottish Target Shooting recognises public holiday’s employees cannot 
choose to work these days and add them to their annual leave unless it is agreed in advance with their 
Line Manager. Permission to do this will only be granted in cases where working the public holiday is 
unavoidable. Where Scottish Target Shooting requires an employee to work on a public holiday this 
will either be counted as TOIL, or as an additional annual leave day. This will be negotiated between 
the employee and their Line Manager. 
 
 

SECTION 2: SICK LEAVE 
 
Sick Pay 
 

2.1 Employees are entitled to be paid for sickness absence if they follow Scottish Target Shooting 
procedure.  They will be entitled to Statutory Sick Pay as well as occupational sick pay, which is set out 
below or in your Contract of Employment. 
 
Statutory Sick Pay (SSP) 
 
2.2 All employers are obliged to pay SSP to all eligible employees for periods of absence of four 
days or more for a total of 28 weeks in one ‘Period of Incapacity for Work’ (PIW). 
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2.3 Your entitlement to SSP depends on the following factors (should employees not follow 
proper procedure, or not be earning sufficient wages, sick pay may be withheld): 
 
The Number of Days of Sickness 
 
2.4 There is no entitlement to SSP for the first three days of absence however, you will be paid 
for these days unless there are any concerns about your level of sickness, the reason for your 
absence or if you have exhausted occupational sick pay. 
 
2.5 If you have received 28 weeks sick pay and subsequently fall ill with the same condition this 
will be deemed to be a linked PIW and you may not qualify for sick pay. 
 
Proper Notification to Scottish Target Shooting of Your Absence 
 
2.6 You must notify your Line Manager of your illness by telephone as soon as you know you are 
going to be absent from work.  This should be by you personally making a telephone call.  You should 
only ask someone to do this on your behalf if you are unable to do so. 
 
2.7 You should explain the nature of the illness and an indication of the likely period of absence.  
If you are unable to speak to any managers, you should leave a message, without giving so much 
detail as to embarrass you though. 
 
2.8 Ideally this would be prior to your usual starting time, if you are able to.  This will help your 
Line Manager to cover your work. 
 
2.9 However, to ensure your entitlement to sick pay is not lost, you must notify your Line 
Manager not later than hour after your expected start time, unless you are genuinely too ill to do so.   
 
Proper Provision of Medical Certificates 
 
2.10 A Self Certification Form (See Appendix I) must be provided for the first seven (calendar) days 
of illness and a medical certificate provided thereafter.  If the absence continues, a further medical 
certificate is required at the end of the initial certified period and thereafter. You must ensure that all 
absences are covered by consecutive medical certificates.  
 
2.11 Medical certificates (and reports) are regarded as strictly confidential documents to the 
employee and Line Manager. 
 
2.12 Scottish Target Shooting will be sympathetic to cases of genuine sickness, illness or accident.  
Prolonged or persistent absence may require further enquiries in discussion with you and your doctor.  
You may be asked to give your permission for Scottish Target Shooting to approach your GP or any 
specialists you are seeing for a medical report.   
 
2.13 You are legally entitled to decline to give your permission.  However, you are encouraged to 
permit Scottish Target Shooting to approach your doctor for a report as this will assist Scottish Target 
Shooting to understand your illness and take any required action to accommodate your needs. 
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2.14 Scottish Target Shooting reserves the right to ask employees to attend an independent medical 
examination where this is considered appropriate, the cost of which will be borne by Scottish Target 
Shooting.  
 
2.15 Any occupational sick pay includes payment of SSP entitlement.  
 
2.16 Employees should be aware that claiming sickness pay whilst not genuinely sick will be 
considered to be a serious disciplinary offence.  If Scottish Target Shooting has any concerns about 
illness, particularly persistent short term absences, sick pay may only be paid upon production of a 
medical certificate even during the first week, which is usually the self-certification period. 
 
2.17 Failure to comply with the above requirements or submission of false information may result 
in Scottish Target Shooting Sick Pay/SSP being withheld and/or disciplinary action being taken. 
 
Long Term Sickness Absence 
 
2.18 If performance of duties is unsatisfactory because of frequent or continuous sick absence, 
suitability for continued employment will be examined together with the benefit of a medical opinion.   
 
2.19 Where an employee has a disability, reasonable adjustments will be discussed with the 
employee, based on available medical advice. 
 
2.20 Where there are no reasonable adjustments, it may be necessary to consider termination of 
employment if the employee is unlikely to be capable of working and there are no suitable alternative 
roles available. 
 
Further Information 
 
The Inland Revenue Website has extensive advice regarding Statutory Sick Leave. The Website is 
www.inlandrevenue.gov.uk 
 
 

SECTION 3: SPECIAL LEAVE 
 

3.1 Permission may be given for a period of special leave, over and above annual leave, which may 
be granted before annual leave is exhausted, since the main purpose of annual leave is to give 
employees a break from work and a period of rest and recuperation. Special leave is not an 
entitlement, but your Line Manager will look at each application on its merits.  
 
3.2 Applications for special leave are to be submitted to your Line Manager for approval.  
 
3.3 Where appropriate, consideration will be given to the granting of special leave in cases where 
a stable relationship, rather than a marriage, exists.  
 
Domestic Distress  
 

http://www.inlandrevenue.gov.uk/
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3.4 Permission may be granted to enable an employee to deal with short-term domestic problems 
or to make satisfactory longer-term arrangements for coping with them. Special leave with pay should 
not normally exceed five days, but special leave without pay may be granted for longer periods 
according to circumstances. Examples of domestic distress would include serious illness of a close 
relative or dependant (see Time Off for Dependants below), property damage, or crisis in child day 
care arrangements.  
 
Time Off for Dependants 
 
3.5 An employee is entitled to take a reasonable amount of time off to help, or make care 
arrangements when a dependant requires urgent or emergency assistance.  
 
3.6 A Dependant is classified as anyone who reasonably relies on the employee either for 
assistance or to make care arrangements in the event of illness or injury such as a spouse, a child, a 
parent, someone who lives in the same household (other than an employee, tenant, lodger or a 
boarder). It could also include partners or elderly relatives living with the family. 
 
3.7 The employee must advise Scottish Target Shooting as soon as reasonably practicable and 
advise how long they expect to be absent, unless this is impossible  
 
3.8 There is no qualifying period of service with the employer neither is there any age limitation. 
 
Bereavement  
 
3.9 Special leave with pay in cases of bereavement is given to employees that are making funeral 
or legal arrangements. This will normally apply only to close relatives i.e. parents of self or spouse, 
brothers or sisters of self or spouse or sons or daughters. Employees wishing to attend the funeral of 
a close relative will be given one day's special leave with pay. Employees wishing to attend the funeral 
of a distant relative, friend or acquaintance will be required to take annual leave. 
 
Moving House  
 
3.10 Other than in cases of official transfer and resettlement, employees will not be granted special 
leave with pay, although unpaid special leave may be granted.  
 
Court or Tribunal Services  
 
3.11 Employees called upon to serve as a juror or a member of a tribunal or to appear in Court or in 
a Coroner's Court as a witness may be granted paid special leave for the whole of the period. Any 
travelling or subsistence allowance received from the Court may be retained, but compensation for 
loss of earnings should not be claimed from the Court nor can be accepted.  
 
Other Circumstances  
 
3.12 Special leave, with or without pay, may be granted for other reasons not covered above. 
Employees who have any queries about special leave should discuss them with their Line Manager as 
a matter of guidance. 
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3.13 Employees should also note that any unpaid special leave might affect an individual's pension 
arrangements. Further advice on this is also available from your Line Manager. 
 
 

SECTION 4: MATERNITY, PATERNITY & ADOPTION LEAVE 
 
4.1 This policy is designed to answer some of the questions you may have regarding your 
entitlement to Maternity, Paternity or Adoption leave and pay, and explain some of the options 
available to you both before and after the birth or placement of your child. Note that this policy refers 
to all types of Maternity, Paternity or Adoption leave unless specifically stated. 
 
4.2 Although the policy is designed to answer as many questions as possible, it is by no means 
exhaustive.  If you wish to discuss any questions you may have that this policy does not cover, or clarify 
any of the information in relation to your own situation, speak with the COO. We also recommend you 
review the following websites for further specific details: www.acas.gov.uk, 
http://www.direct.gov.uk/en/Parents/Workingparents/index.htm, and www.dti.gov.uk 
 
4.3 Entitlement to all leave types and pay are fully explained, along with the qualifying criteria for 
each.  These are based on the legislation that came into effect for babies born after 1 April 2007. 
 
4.4 To ensure that you qualify for your entitlement to leave, pay & to return to work, there are 
specific actions that you must take at certain times & these are also detailed for you in this policy. 
 
Date Ready Reckoner 
 

Dates Maternity Paternity Adoption 

Within 7 days of 
receiving 
notification of 
placement for 
Adoption. 

  You must write to us 
informing us of your 
intentions regarding 
starting your Adoption 
Leave. 

From 9 months 
before your 
Expected Week 
of Childbirth 
onwards 

As soon as possible, inform 
us that you are pregnant 
and the date your baby is 
due.  Your decisions 
regarding the 
confidentiality of your 
pregnancy will be 
respected. 

  

15 weeks 
before your 
EWC 

This is the all-important 
qualifying week for SMP 
payments. You must write 
to us at this stage 
informing us of the details 
of your pregnancy and 
your intentions regarding 

You must write to us at this 
stage informing us of your 
partner’s pregnancy and 
your intentions regarding 
starting your Paternity 
Leave. 

 

http://www.acas.gov.uk/
http://www.direct.gov.uk/en/Parents/Workingparents/index.htm
http://www.dti.gov.uk/
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starting your maternity 
leave. 

14 weeks 
before your 
EWC 

This is the earliest that 
your GP/midwife can issue 
your MATB1 form. 
You must give this form the 
COO prior to going on 
maternity leave. 

  

11 weeks 
before your 
EWC 

This is also the earliest that 
you can choose to start 
your maternity leave.  You 
may start your maternity 
leave on any date from 
now until the birth. 

  

4 weeks before 
your EWC 

If you are off sick with a 
pregnancy related illness 
between now & either the 
start your maternity leave 
or your baby’s birth, your 
maternity leave will start 
automatically. Remember, 
it is your responsibility to 
show that your absence is 
not pregnancy related. 

  
 

Up to Expected 
Week of 
Childbirth or 
Placement 

 You can write to us again 
changing the date you 
intend to start your 
Paternity Leave as long as 
you give us 28 days notice. 

You can write to us again 
changing the date you 
intend to start your 
Adoption Leave as long as 
you give us 28 days notice 
(unless this is not 
practicable). 

Expected week 
of childbirth 

Your GP/midwife will have 
told you when your baby is 
due when they confirmed 
your pregnancy.  EWC 
weeks always run Sunday 
to Saturday. 

  

Birth or 
placement of 
your baby 

Congratulations  Congratulations  Congratulations  

2 weeks after 
the birth of your 
baby 

You may not return to 
work during this period 
irrespective of when you 
started your maternity 
leave or your devotion to 
duty! It is compulsory to 
take the two weeks 
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following the birth as 
maternity leave. 

8 weeks after 
the birth of your 
baby or 
placement of 
your child 

 You must take your two 
weeks of Paternity Leave 
by the 56th day after your 
baby is born or was due to 
be born, whichever is the 
later. 

Your partner must take 
their 2 weeks of Adoption 
“Paternity” Leave by the 
56th day after your child 
was placed or was due to 
be placed, whichever is the 
later. 

26 weeks after 
your maternity 
leave started 

If your entitlement is to 
Ordinary Maternity Leave, 
this is the latest that you 
can return to work. 

  

52 weeks after 
your maternity 
leave or 
adoption leave 
started 

If your entitlement is to 
Additional Maternity 
Leave this is the latest that 
you can return to work. 

 This is the latest you can 
return to work.  If you wish 
to return to work before 
this date, you must give us 
28 days notice of your 
intentions. 

 
 

SECTION 5: MATERNITY SPECIFIC QUESTIONS 
 
During Pregnancy 
 
5.1 We recognise that some women prefer not to announce their pregnancy in the early stages 
and you can be assured that the details of your pregnancy will be treated as a matter of the strictest 
confidentiality.  However, we do need to ensure your health, safety and welfare during your pregnancy 
and so key personnel, namely the COO, should be made aware of your situation and wishes regarding 
confidentiality. 
 
Maternity Leave Entitlements – Length of Service Requirements 
 
5.2 Effective 1 April 2007 there are no longer any length of service requirements for taking 
Maternity Leave. This means that all employees are eligible for Maternity leave regardless of length of 
service. 
 
ORDINARY MATERNITY LEAVE INFORMATION 
 
Who Qualifies? 
 
5.3 All pregnant women, regardless of service, qualify for Ordinary Maternity leave. 
 
How Long Does the Leave Last? 
 
5.4 Ordinary Maternity Leave lasts for 26 weeks in total. 
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When Can it Start? 
 

5.5 On any day from the 11th week before the EWC, as long as 28 days’ notice has been given. 
 
5.6 Automatically if you are off sick with a pregnancy related illness in the four weeks before your 
EWC.  (We would draw to your attention that in these circumstances it is your responsibility to show 
that the absence was not pregnancy related.) 
 
5.7 Automatically on the birth of your baby. 
 
When Does the Leave End? 
 
5.8 Ordinary Maternity Leave will end no later than 26 weeks after the date it actually started. 
There is a compulsory leave period of two weeks after the birth of your baby. 
 
ADDITIONAL MATERNITY LEAVE INFORMATION 
 

Who Qualifies? 
 
5.9 All women, regardless of their length of service qualify for the additional maternity leave of 26 
weeks. 
 
How Long Does the Leave Last? 
 
5.10 Additional Maternity Leave is a combination of paid and unpaid leave: 26 weeks Ordinary 
Maternity leave and 26 weeks unpaid Additional Maternity leave (which commences after the 
completion of Ordinary Maternity leave). 
 
When Can it Start? 
 

5.11 On completion of ordinary maternity leave. 
 
When Does the Leave End? 
 

5.12 Additional Maternity Leave will end no later than 52 weeks after the date Ordinary Maternity 
leave actually started. 
 
How do I ensure that I qualify for Ordinary Maternity Leave and Additional Maternity Leave? 
 
5.13 You must write to Scottish Target Shooting 15 weeks before your EWC, stating that: 

 
(a) You are pregnant; 

 
(b) Your EWC; and 

 
(c) The date you intend to start your maternity leave. 
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5.14 You can change your mind about the date you intend to start your maternity leave, but you 
must notify Scottish Target Shooting of the new date 28 days beforehand 
 
5.15 You must give us medical evidence of the date your baby is due (MATB1 form) or born (birth 
certificate) 
 
5.16 You must inform Scottish Target Shooting 28 days in advance of the date you intend to return 
to work, unless you are returning automatically at the end of the 26 week period for Ordinary or 52 
weeks for Additional. 
 
What Will I be Paid? 
 
5.17 From 1 April 2007 the period that Statutory Maternity leave is paid extends from 26 weeks to 
39 weeks. 
 
5.18 You have the right during your period of leave to benefit from all your normal terms and 
conditions of employment, with the exception of remuneration.  This means that you will not be 
entitled to your full salary.   
 
Statutory Maternity Pay 
 

5.19 If you qualify for Additional Maternity leave then you probably qualify for Statutory Maternity 
pay. 
 
5.20 To qualify for SMP, you must satisfy the following requirements: 

 
(a) You must have been continuously employed by Scottish Target Shooting for 26 weeks 

continuing into the 15th week before the week of your EWC; 
 

(b) You must have average weekly earnings of not less than the lower earnings limit for 
National Insurance purposes, applicable at the end of the 15th week before your EWC; 

 
(c) You must still be pregnant at the 11th week before the EWC or have had your baby by that 

time; 
 

(d) You must give us medical evidence of the date your baby is due (MATB1 form) or born (birth 
certificate); 

 
(e) You must have stopped working and have either given us 28 days notice of starting your 

maternity leave or, if that is not practical, as soon as reasonably possible. 
 
5.21 SMP will be paid to you directly by Scottish Target Shooting.   
 
5.22 There are two rates of Statutory Maternity Pay. 
 

(a) The higher rate is 90% of your average weekly earnings and is paid for the first six weeks of 
the maternity pay period; 



STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 75 of 121 

 

Scottish Target Shooting is supported by 

 

 
(b) The lower rate is a set rate, which is reviewed each year and is paid for the remaining 

33 weeks of the maternity pay period.  The SMP rate changes at least annually. For the 
current rate check http://www.hmrc.gov.uk/employers/employee_pregnant.htm 

 
5.23 If you do not qualify for SMP, details of Maternity Allowance payments are given below. 
 
Maternity Allowance 
 
5.24 Employees who qualify for ordinary maternity leave do not usually meet the criteria for SMP 
payments due to their length of service and so it is likely that Scottish Target Shooting will not pay you 
during your maternity leave period.  However, you may be eligible to receive Maternity Allowance 
from the Benefits Agency. 
 
5.25 If you do not have 26 weeks of continuous employment with Scottish Target Shooting at the 
qualifying week, you will still be entitled to up to 26 weeks of unpaid Maternity Leave and may be 
eligible to claim Maternity Allowance from the Department of Social Security/Benefits Agency. 
 
5.26 To be eligible for this you must have paid at least 26 weeks of National Insurance contributions 
during the 66 weeks before your EWC.  In order to claim this allowance, your MATB1 form will be 
returned to you, along with a completed SMP1 form stating that you are not eligible to receive 
maternity pay from Scottish Target Shooting.  Maternity Allowance is payable for 26 weeks and the 
SMP rate changes at least annually. For the current rate check 
http://www.hmrc.gov.uk/employers/employee_pregnant.htm.  Further details of how to claim can be 
obtained from your local Jobcentre Plus office or online at www.dwp.gov.uk 
 
Your Rights During Pregnancy and Beyond 
 
5.27 Contractual benefits: 
 

(a) During the maternity leave period the employee must continue to receive all her 
contractual benefits, except remuneration; 

 
(b) If a redundancy situation arises at any time during her maternity leave, an employee must 

be offered a suitable alternative vacancy, if one is available; 
 

(c) To take advantage of these rights the employee must give her employer proper 
notification as detailed in the sections on Ordinary Maternity Leave and Additional 
Maternity Leave. 

 
5.28 Protection from dismissal and detriment: 
 

(a) Employers must not discriminate directly or indirectly against an employee on the 
grounds of gender or marital status; 

 
(b) It is unlawful for an employer to dismiss an employee, or select her for redundancy in 

preference to other comparable employees, because she is pregnant; 
 

http://www.hmrc.gov.uk/employers/employee_pregnant.htm
http://www.hmrc.gov.uk/employers/employee_pregnant.htm
http://www.dwp.gov.uk/
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(c) It is unlawful for an employer to dismiss an employee, or select her for redundancy in 
preference to other comparable employees, because she has given birth to a child during 
her statutory maternity leave period; 

 
(d) An employee dismissed during pregnancy or statutory maternity leave is entitled to a 

written statement of the reasons, and does not have to request this statement; 
 

(e) These rights apply regardless of the employee’s length of service. 
 
5.29 The right to return to work 
 

(a) An employee who resumes work after ordinary maternity leave is entitled to have the 
same job and terms and conditions as if she had not been absent; 

 
(b) An employee who returns to work after additional maternity leave is also entitled to have 

the same job and terms and conditions as if she had not been absent, unless; 
 

(c) A redundancy situation has arisen during the absence period; or 
 

(d) There is some other reason why it is not reasonably practicable to take her back in her 
original job; in which case she is generally entitled to be offered suitable alternative work; 

 
(e) It is unlawful for an employer to dismiss an employee, after she resumes work, on the 

grounds that she has taken or availed herself of the benefits of statutory maternity leave. 
 
General Health and Safety 
 
5.30 If you have any pregnancy related concerns regarding Health and Safety at work, seek advice 
from the COO before undertaking the task that concerns you.   
 
5.31 Remember, anyone who is pregnant must not lift, push or pull any objects that weigh 5kg or 
more.   
 
5.32 Where there is uncertainty regarding what can and cannot be undertaken a Risk Assessment 
should be undertaken. A Risk Assessment form can be obtained from the COO on request. 
 
Where do I get a MATB1? 
 

5.33 This form can be issued to you by your own GP, your practice midwife or a doctor or midwife 
at the hospital where you are booked in to have your baby.  The earliest that a MATB1 can be issued 
is 14 weeks before your EWC.  If the form is not given to you by the time you intend to start Maternity 
Leave, you must ask for it - you will not be able to receive any maternity pay without it! 
 
What if my Baby is Born Early or Late? 
 
5.34 This does not affect your right to either maternity pay or leave. 
 
What Happens if I am Off Sick Prior to my Maternity Leave? 
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5.35 You are eligible to receive sick pay up until the date you indicated to Scottish Target Shooting 
that you intended to start maternity leave or the birth of your baby.  However, once you have passed 
the 4th week before your EWC, sick pay will only be paid if you have shown that the illness is not due 
to your pregnancy.  After this time, if the illness is pregnancy related, then your maternity leave will 
start automatically on the first day of illness, irrespective of when you may have indicated you intended 
to start maternity leave. 
 
What Happens in the Event of a Stillbirth? 
 
5.36 If the baby is stillborn before the 25th week of pregnancy, (i.e. earlier than the 16th week before 
the EWC) neither statutory nor additional maternity pay is payable.  However, in this case, you may be 
entitled to sick leave and pay. 
 
5.37 If the baby is stillborn after the 16th week before the EWC, your entitlement to maternity leave, 
pay and your right to return to work are unaffected. 
 
 

SECTION 6: PATERNITY SPECIFIC QUESTIONS 
 
Who Qualifies for Paternity Leave? 
 
6.1 The statutory right to Paternity Leave applies to: 
 

(a) The child’s biological father; 
 

(b) The person who has or expects to have responsibility for the child’s upbringing and who is 
married to, or is the partner of, the child’s mother.  This right applies to same gender 
partners or one half of an adopting couple regardless of gender. 

 
Length of Service Required  
 
6.2 To qualify for Statutory Paternity Leave (SPL) you should be employed by Scottish Target 
Shooting for 26 weeks by the end of the 15th week before your partner’s EWC (Expected Week of 
Childbirth). 
 
How Long Does the Leave Last? 
 
6.3 Paternity Leave lasts for either 1 or 2 weeks in total. Leave must be taken in whole weeks to be 
eligible for Statutory Paternity pay 
 
When Can it be Taken? 
 
6.4 Paternity Leave can be taken from the day of the birth or the following day (if the father was 
working on the day of the birth) or from the date previously notified in writing 
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6.5 Paternity Leave must be taken within 56 days of the child’s birth or expected birth, whichever 
is later. 
 
6.6 Paternity leave can start on any day of the week, but must be taken in blocks of not less than 
one week.  Employees may not take their Paternity Leave entitlement as individual days 
 
What Will I be Paid? 
 
6.7 All employees who meet the full criteria for eligibility to take Statutory Paternity Leave are 
entitled to receive Statutory Paternity Pay. The rate changes at least annually. For the current rate 
check http://www.hmrc.gov.uk/employers/employee_pregnant.htm 

 
What if my Baby is Born Early or Late? 
 

6.8 This does not affect your right to either paternity pay or leave.  However, you should be aware 
that if your baby is born earlier than expected, you may still take your 2 weeks paternity leave up to 
the date 8 weeks after your baby was due, rather than born. 
 
How Do I Ensure that I Qualify for Paternity Leave? 
 
6.9 You must write to Scottish Target Shooting 15 weeks before your partner’s EWC, stating: 
 

(a) Your partner’s EWC and the expected date of birth; 
 

(b) That you intend to take Paternity Leave; 
 

(c) The anticipated length of your Paternity Leave; 
 

(d) The date you intend to start your Paternity Leave; 
 

(e) Confirmation that you are eligible for Paternity Leave; 
 

(f) You can change your mind about the date you intend to start your Paternity Leave, but you 
must notify Scottish Target Shooting of the new date 28 days beforehand. 

 
 

SECTION 7: ADOPTION SPECIFIC QUESTIONS 
 
Who is Eligible for Adoption Leave? 
 

7.1 This policy currently only covers the leave and pay rights where a child is matched and placed 
for adoption within the UK.  The same measures will also be available where a child is adopted from 
overseas, although the detailed operation of the scheme will differ slightly for practical reasons.   
 
Before the Placement 
 

http://www.hmrc.gov.uk/employers/employee_pregnant.htm
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7.2 Although it is not a statutory obligation for employees to notify their employer of their 
intention to adopt, it would be very helpful operationally for Scottish Target Shooting to know that an 
employee is hoping to adopt and that they have reached a stage in the process where placement of a 
child or children is anticipated.  It is often the case that the individual or couple adopting get short 
notice that they have been matched to a child and so a note of your intention would be most beneficial 
in preparing cover for your period of adoption leave. 
 
When Does Adoption Leave Come into Force? 
 
7.3 Both paid adoption leave and paid paternity leave are available to employees where an 
adoption agency notifies the adopter of a match with a child on or after 6 April 2003. 
 
7.4 Adoption and paternity leave and pay are also available to employees where an adoption 
agency notifies the adopter of a match with a child before 6 April 2003, but the child is placed on or 
after 6 April 2003 (employees should note special notice arrangements will apply). 
 
Who Qualifies for Adoption Leave? 
 
7.5 Adoption leave is only available to 1 partner of the adopting couple. The other partner (male 
or female) is entitled to “Paternity Leave” and is referred to here as the Supporting Carer.  

 
7.6 Following the placement of a child for adoption, the newly introduced rights to paternity leave 
and pay give eligible employees the right to take paid leave to help care for their new child or support 
the adopter.  In the case of adoption, both male and female employees may be eligible for paternity 
leave, depending on the circumstances of the adoption. 
 
PRIME CARER 
 
7.7 The new rights to adoption leave and pay entitle eligible employees to take paid leave when a 
child is newly placed for adoption. Adoption leave and pay are available to:  
 

(a) Individuals of either gender who adopt; 
 

(b) One member of a married couple where the couple adopt jointly (The couple must choose 
which partner takes adoption leave); 

 
(c) The partner of an individual who adopts, or the other member of a couple who are adopting 

jointly, may be entitled to paternity leave and pay. 
 
7.8 To qualify for adoption leave, an employee must:  
 

(a) Be newly matched with a child for adoption by an adoption agency; 
 

(b) Have worked continuously for Scottish Target Shooting for 26 weeks ending with the week 
in which they are notified of being matched with a child for adoption. 
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7.9 Employees should note that adoption leave and pay is not available in circumstances where a 
child is not newly matched for adoption, for example when a stepparent is adopting a partner’s child 
or children. 
 
SUPPORTING CARER 
 
7.10 In order to qualify for “paternity leave”, you must satisfy the following conditions: 
 

(a) You must have or expect to have responsibility for the child’s upbringing; 
 

(b) You must be the adopter’s spouse or partner; 
 

(c) You must have worked continuously for Scottish Target Shooting for 26 weeks ending with 
the week in which the adopter is notified of being matched with a child; 

 
(d) You may be of either gender. 

 
7.11 Employers can ask their employees to provide a self-certificate as evidence that they meet 
these eligibility conditions. 
 
Notice of Intention to Take Adoption Leave 
 
PRIME CARER 
 
7.12 You are required to inform Scottish Target Shooting of your intention to take adoption leave 
within 7 days of being notified by the adoption agency that you have been matched with a child for 
adoption, unless this is not reasonably practicable. 

 
7.13 You need to write to Scottish Target Shooting telling us:  

 
(a) When the child is expected to be placed with you; 

 
(b) When you want your adoption leave to start.  
 

7.14 You can change your mind about the date on which you want the leave to start providing you 
have told us least 28 days in advance (unless this is not reasonably practicable). You must also tell us 
the date you expect any adoption leave payments to start at least 28 days in advance, unless this is 
not reasonably practicable. 

 
7.15 As an employer, we have 28 days in which to respond to your notification of your leave plans.  
Scottish Target Shooting must formally write to you, setting out the date on which we expect you to 
return to work, if the full entitlement to adoption leave is to be taken. 

 
SUPPORTING CARER 
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7.16 You must inform Scottish Target Shooting of your intention to take paternity leave (in writing) 
within seven days of the adopter being notified by their adoption agency that they have been matched 
with a child, unless this is not reasonably practicable. 

 
7.17 In your letter, you must tell us:  
 

(a) The date on which the adopter was notified of having been matched with the child; 
 

(b) When the child is expected to be placed; 
 

(c) Whether you wish to take one or two weeks’ leave; 
 

(d) When you want your leave to start.  
 

7.18 You can change your mind about the date on which you want your leave to start providing you 
tell us 28 days in advance (unless this is not reasonably practicable). 
 
Matching Certificate 
 
PRIME CARER 
 
7.19 It is a requirement that employees give their employer documentary evidence from their 
adoption agency as evidence of their entitlement to SAP.  Employers can also ask for this as evidence 
of entitlement for adoption leave.  Your matching certificate will include the following information:  
 

(a) Name and address of adopter; 
 

(b) Name and address of adoption agency; 
 

(c) The date on which the match was made; 
 

(d) The date on which the agency expects to place the child or, the date on placement actually 
occurred. 

 
7.20 Scottish Target Shooting will require to see this certificate prior to you commencing your 
adoption leave and to ensure prompt payment of adoption pay.  If this is not reasonably practicable, 
you must ensure that we see this certificate as soon as possible after placement. 
 
SUPPORTING CARER 
 
7.21 You must give us a completed self certificate as evidence of your entitlement to statutory 
paternity leave and pay.   The self-certificate must include a declaration that you meet certain 
eligibility conditions and provide the information specified above as part of the notice requirements. 
By providing a completed self certificate, employees can satisfy both the notice and evidence 
conditions for paternity leave and pay.  Employers are not expected to carry out any further checks. 
 
How Long Does the Leave Last? 
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PRIME CARER 
 
7.22 Adoption Leave for the Prime Carer lasts for 52 weeks in total - 26 weeks paid leave (ordinary 
adoption leave), followed by a further 26 weeks of unpaid leave (additional adoption leave). 
 
SUPPORTING CARER 
 
7.23 Eligible employees are entitled to choose to take either one week or two consecutive weeks’ 
paid paternity leave.  You cannot take paternity leave as odd days. 
 
7.24 You can choose to start your leave: 
 

(a) From the date of the child’s placement (whether this is earlier or later than expected), or  
 

(b) From a chosen date which is later than the date on which the child is expected to be 
placed with the adopter 

 
7.25 Leave can start on any day of the week on or following the child’s placement but must be 
completed within 56 days of the child’s placement. Only one period of leave is available to 
employees irrespective of whether more than one child is placed together. Employees should note 
that adoption related paternity leave and pay is not available in circumstances where a child is not 
newly matched for adoption, for example when a step-parent is adopting a partner’s child or 
children. 
 
When Can the Leave Start? 
 
7.26 Employees who are eligible to take adoption leave can choose to start their leave:  

 
(a) From the date of the child’s placement (whether this is earlier or later than expected), or 

from a fixed date which can be up to 14 days before the expected date of placement. 
 

(b) Adoption leave can start on any day of the week. 
 

(c) Only one period of leave is available irrespective of whether more than one child is placed 
for adoption as part of the same arrangement. 

 
(d) If the child’s placement ends during the adoption leave period, for one of a variety of 

reasons, adoption leave can continue for up to eight weeks after the incident that ends the 
placement, if eight weeks of leave remain.  (This time is given to reflect the trauma suffered 
by the placement ending). 

 
What Happens in the Event of the Placement Ending? 
 
7.27 If the child’s placement ends during the adoption leave period, for one of a variety of reasons, 
adoption leave can continue for up to eight weeks after the incident that ends the placement, if eight 
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weeks of the leave period still remains.  This time is given to reflect the trauma you may suffer by the 
placement ending. 
 
What Will I be Paid? 
 
PRIME CARER 
 
7.28 All employees who meet the full criteria for eligibility to take Statutory Adoption Leave (i.e. 
those with 26 weeks service on the date they are given notification of matching) are entitled to receive 
Statutory Adoption Pay for the first 26 weeks of their leave.  The remaining 26 weeks will be unpaid. 
The rate changes at least annually. For the current rate check 
http://www.hmrc.gov.uk/employers/employee_pregnant.htm 

 
7.29 Statutory Adoption Pay (SAP) is paid by employers for up to 26 weeks.  For your information, 
the rate of Statutory Adoption Pay is the same as the standard rate of Statutory Maternity Pay – The 
rate changes at least annually. For the current rate check 
http://www.hmrc.gov.uk/employers/employee_pregnant.htm 

 
7.30 However, if you have average weekly earnings below the Lower Earnings Limit for National 
Insurance Contributions, you do not qualify for SAP.  You should contact your adoption agency, as you 
may be able to receive financial support in relation to their adoption payment.  Additional financial 
support may be available through Housing Benefit, Council Tax Benefit or Tax Credits. Further 
information is available from your local Jobcentre Plus or Social Security office. 

 
SUPPORTING CARER 
 
7.31 All employees who meet the full criteria for eligibility to take Statutory Paternity Leave are 
entitled to receive Statutory Paternity Pay. The rate changes at least annually. For the current rate 
check http://www.hmrc.gov.uk/employers/employee_pregnant.htm 
 
 

SECTION 8: PARENTAL LEAVE POLICY 
 

8.1 Parental leave is a right to take time off work to look after a child or make arrangements for 
the child's welfare.  Parents can use it to spend more time with their children and to strike a better 
balance between their work and family commitments.  The following details give a brief overview of 
the parental leave guidelines: 
 

(a) Parental leave is unpaid, and can be taken by both Mothers and Fathers. 
 

(b) It can be taken by employees who have a baby or adopt a child on or after 
15 December 1999 and who have completed one year’s qualifying service with Scottish 
Target Shooting by the time they wish to take the leave.  Parental leave lasts 13 weeks in 
total for each child, 18 weeks for a disabled child. 

 
(c) The leave can be taken in short or long blocks no shorter than one week, (except for 

disabled children where the leave may be taken in days), at any time up until the child’s 5th 

http://www.hmrc.gov.uk/employers/employee_pregnant.htm
http://www.hmrc.gov.uk/employers/employee_pregnant.htm
http://www.hmrc.gov.uk/employers/employee_pregnant.htm


STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 84 of 121 

 

Scottish Target Shooting is supported by 

 

birthday, up to the child’s 18th birthday for a disabled child and up to five years after the 
child is placed for adoption. 

 
8.2 The maximum number of weeks, which may be taken in any year, is 4 weeks. For further 
information on parental leave, please contact the COO. 
 

SECTION 9: SHARED PARENTAL LEAVE POLICY 
 
9.1 This policy outlines the arrangements for shared parental leave and pay in relation to the birth 
or adoption of a child. This policy applies to employees, it does not apply to agency workers or self-
employed contractors. This policy does not form part of any employee's contract of employment and 
the company may amend it at any time.  
 
What is Shared Parental Leave? 
 
9.2 Shared parental leave (SPL) is a form of leave that may be available if your child is expected to 
be born or adopted on or after 5 April 2015.  It gives you and your partner more flexibility in how to 
share the care of your child in the first year after birth/adoption than simply taking maternity, paternity 
or adoption leave. 
 
9.3 Assuming you are both eligible, you will be able to choose how to split the available leave 
between you, and can decide to be off work at the same time or at different times. You may be able 
to take leave in up to 3 separate blocks or split each block into shorter periods of work and leave.   
 
Eligibility for Leave and Pay 
 
9.4 To qualify for Shared Parental Leave (SPL) and Statutory Shared Parental Pay (ShPP), you must 
share care of the child with either: 
 

(a) Your husband, wife, civil partner or joint adopter; 
 

(b) The child’s other parent; or 
 

(c) Your partner (if they live with you and the child). 
 
9.5 You or your partner must be eligible for maternity pay or leave; or Maternity Allowance; or 
adoption pay or leave. 
 
9.6 You must also; 
 

(a) Have at least 26 weeks continuous employment with us by the end of the 15th week before 
the due date (Qualifying Week) or by the date you are matched with your adopted child, 
and still be employed by us in the week before the leave is to be taken; 

 
(b) Provide / show evidence of your partner providing, a curtailment notice to end Maternity 

leave, Adoption leave or Maternity Allowance if not already returned to work; 
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(c) Give notice of entitlement/intention to take leave; 

 
(d) Provide evidence of entitlement as requested; and 

 
(e) Provide your period of leave notice. 

 
Partner’s Eligibility 
 
9.7 For you to be eligible your partner has to pass the employment and earnings test i.e. during 
the 66 weeks before the baby is due your partner must have been working (in an employed or self-
employed capacity) for at least 26 weeks before the EWC and had average weekly earnings of at least 
£30 during 13 of those weeks. The 26 weeks worked do not need to be in a row, but must be within 
the 66 weeks specified above. 
 
Entitlement 
 
9.8 If you are eligible you can: 
 

(a) Take the rest of the 52 weeks of leave (up to a maximum of 50 weeks) as Shared Parental 
Leave (SPL) minus any Maternity/Adoption Leave already taken 

 
(b) Take the rest of the 39 weeks of pay or Maternity Allowance (up to a maximum of 37 weeks) 

as Statutory Shared Parental Pay (ShPP) minus any Maternity/Adoption Pay or Maternity 
Allowance already taken. 

 
9.9 If you are the mother you cannot start SPL until after the compulsory maternity leave period, 
which lasts until two weeks after birth. 
 
9.10 If you are the child's father or the mother's partner, you should consider using your two weeks' 
paternity leave before taking SPL. Once you start SPL you will lose any untaken paternity leave 
entitlement. SPL entitlement is additional to your paternity leave entitlement. 
 
Evidence of Entitlement 
 
9.11 For births you must also provide on request within 14 days of providing notice of entitlement: 
 

(a) A copy of the birth certificate (or if you have not yet obtained a birth certificate, a signed 
declaration of the child's date and place of birth); and  

 
(b) The name and address of the other parent's employer (or a declaration that they have no 

employer). 
 
9.12 For adoptions you must also provide on request: 
 

(a) One or more documents from the adoption agency showing the agency’s name and address 
and the expected placement date; and 
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(b) The name and address of your partner’s employer (or a declaration that they have no 

employer). 
 
9.13 You will have 14 days from the request to provide the evidence listed above. 
 
Statutory Shared Parental Pay (SHPP) 
 
9.14 Up to 39 weeks of ShPP will be available to both parents, minus any weeks Adoption Pay, 
Maternity Pay or Maternity Allowance the mother has received.  ShPP is currently paid at the statutory 
rate a week or 90% of your average weekly earnings, whichever is lower, for the duration.  This is the 
same as Statutory Maternity Pay (SMP) except that during the first 6 weeks SMP is paid at 90% of 
whatever you earn (no maximum limit).  
 
9.15 ShPP is paid at a rate set by the government each year and can be viewed here Statutory Shared 
Parental Pay.  
 
9.16 You will qualify for company shared parental pay if you have been continuously employed 
during the 12-month period ending with the Qualifying Week and have not already taken any 
maternity, adoption or shared parental leave during the 12 months ending with the Qualifying Week. 
 
9.17 Company shared parental pay is paid at the full rate of your normal basic salary for the first 12 
weeks and at half basic salary for the next 12 weeks and includes any ShPP that may be due for that 
period. Any company maternity or paternity pay you have received will be counted towards your 
company shared parental pay entitlement. 
 
9.18 Payment of company shared parental pay is conditional upon you confirming in writing, before 
starting SPL, that you intend to return to work for at least [six] months after the end your SPL. If you 
later decide not to return to work for this minimum period, you must repay any company shared 
parental pay (but not ShPP). 
 
Shared Parental Leave Notification 
 
9.19 You must give us a written opt-in notice (notice of entitlement/intention to take leave) not less 
than eight weeks before the date you intend your SPL and ShPP to start, giving: 
 

(a) Your name and the name of the other parent; 
 

(b) The start and end dates of your or your partner’s maternity or adoption pay and leave and 
curtailment notice if not already ended; 

 
(c) The total amount of SPL and ShPP available and how much you and your partner intend to 

take; 
 

(d) How many weeks of the available SPL will be allocated to you and how many to the other 
parent (you can change the allocation by giving us a further written notice, and you do not 
have to use your full allocation); 

https://www.gov.uk/shared-parental-leave-and-pay/what-youll-get
https://www.gov.uk/shared-parental-leave-and-pay/what-youll-get
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(e) An indication of the pattern of leave you are thinking of taking, including suggested start 

and end dates for each period of leave. This indication will not be binding at this stage, but 
please give as much information as you can about your future intentions;  

 
(f) Confirmation that you’re sharing childcare responsibility with your partner. 

 
9.20 You must also include a signed declaration from your partner stating: 
 

(a) Their name, address and National Insurance Number; 
 

(b) That they satisfy the qualifying requirements for SPL and ShPP; 
 

(c) That they agree to you taking SPL and ShPP. 
 
9.21 If your child is born more than 8 weeks early, the notice period of 8 weeks can be shorter. 
 
Ending Your Maternity or Adoption Leave 
 
9.22 If you are the child's mother or adopter and want to opt into the SPL scheme, you must give us 
at least eight weeks' written notice to end your maternity or adoption leave (a curtailment notice) 
before you can take SPL. The notice must state the date your maternity or adoption leave will end.  
 
9.23 You can give the notice before or after you give birth or adoption date, but you cannot end 
your maternity or adoption leave until at least two weeks after birth/adoption.   
 
9.24 At the same time, you must also give us a notice to opt into the SPL scheme or a written 
declaration that the other parent has given their employer an opt-in notice and that you have given 
the necessary declarations in that notice. 
 
9.25 If eligible for SPL, your partner cannot start it until you have given us your curtailment notice. 
 
9.26 The curtailment notice is binding and cannot usually be revoked. The mother or adopter may 
be able to change their decision to end maternity or adoption leave early if both: 
 

(a) The planned end date hasn’t passed; and 
 

(b) They haven’t already returned to work. 
 
9.27 One of the following must also apply: 
 

(a) If you find out during the 8 week notice period that neither of you is eligible for SPL or ShPP; 
 

(b) The mother or adopter’s partner has died; or 
 

(c) The mother tells Scottish Target Shooting less than 6 weeks after the birth (and she gave 
notice before the birth) or 8 weeks after the notice was given, whichever is later. 
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9.28 Once you have revoked a curtailment notice you will be unable to opt back into the SPL scheme, 
unless you revoked it in the circumstances above. 
 
Ending Your Partner’s Maternity Leave or Pay 
 
9.29 If you are not the mother or adopter, and your partner is still on maternity leave, claiming SMP 
or MA, or SAP, you will only be able to take SPL once they have either: 
 

(a) Returned to work; 
 

(b) Given their employer a curtailment notice to end maternity/adoption leave; 
 

(c) Given their employer a curtailment notice to end SMP (if she is entitled to SMP but not 
maternity leave) or SAP (if they are entitled to SAP but not adoption leave); or 

 
(d) Given the benefits office a curtailment notice to end her MA (if she is not entitled to 

maternity leave or SMP). 
 
Notifying Us of Your SPL Dates 
 
9.30 Having opted into the SPL system you will need to give a period of leave notice telling us the 
start and end dates of your leave. This can be given at the same time as your opt-in notice, or it can be 
given later, as long as it is given at least eight weeks before the start of your leave. You must also state 
in your period of leave notice the dates on which you intend to claim ShPP, if applicable. 
 
9.31 If your period of leave notice gives dates for a single continuous block of SPL you will be entitled 
to take the leave set out in the notice and must accept this.  You can give up to three separate period 
of leave notices.  This may enable you to take up to three separate blocks of SPL (although if you give 
a notice to vary or cancel a period of leave this will in most cases count as a further period of leave 
notice). In exceptional circumstances we may allow you to give more than three period of leave notices 
but there is no obligation for us to do so. 
 
9.32 In general, a period of leave notice should set out a single continuous block of leave.  We may, 
in some cases, be willing to consider a period of leave notice where the SPL is discontinuous i.e. split 
into shorter periods (of at least a week) with periods of work in between. It is best to discuss this 
informally with the COO in good time before formally submitting your period of leave notice. This will 
give us more time to consider the request and hopefully agree a pattern of leave with you from the 
start.  
 
9.33 You must submit a period of leave notice setting out the requested pattern of leave at least 
eight weeks before the requested start date. If we are unable to agree to your request straight away, 
there will be a two-week discussion period. At the end of that period, we will confirm any agreed 
arrangements in writing.  
 
9.34 If we have not reached an agreement within the two-week period, you will be entitled to take 
the full amount of requested SPL as one continuous block, starting on the start date given in your 
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notice (for example, if you requested three separate periods of four weeks each, they will be combined 
into one 12-week period of leave). 
 
9.35 Alternatively, you may: 
 

(a) Choose a new start date for the continuous block of leave (which must be at least eight 
weeks after your original period of leave notice was given), and tell us within five days of 
the end of the two-week discussion period; or, 

 
(b) Withdraw your period of leave notice within two days of the end of the two-week 

discussion period (in which case it will not be counted and you may submit a new one if you 
choose). 

 
Changing the Dates or Cancelling Your SPL 
 
9.36 You can cancel a period of leave by notifying us in writing at least eight weeks before the start 
date in the period of leave notice.  
 
9.37 You can change the start date for a period of leave, or the length of the leave, by notifying us 
in writing at least eight weeks before the original start date and the new start date. 
 
9.38 You can change the end date for a period of leave by notifying us in writing at least eight weeks 
before the original end date and the new end date. 
 
9.39 You can combine split periods of leave into a single continuous period of leave by notifying us 
in writing at least eight weeks before the start date of the first period. 
 
9.40 You do not need to give eight weeks' notice if you are changing the dates of your SPL because 
your child has been born earlier than the EWC, where you wanted to start your SPL a certain length of 
time (but not more than eight weeks) after birth. In such cases please notify us in writing of the change 
as soon as you can. 
 
9.41 You can request that a continuous period of leave be split into two or more discontinuous 
periods with periods of work in between. We will consider any such request as set out in the procedure 
for requesting split periods below. 
 
9.42 A notice to change or cancel a period of leave will count as one of your three period of leave 
notices, unless: 
 

(a) The variation is a result of your child being born or placed with you earlier or later than the 
EWC or expected placement date; 

 
(b) The variation is at our request; or 

 
(c) We agree otherwise. 
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Terms During Shared Parental Leave 
 
9.43 Your terms and conditions of employment remain in force during SPL, except for the terms 
relating to pay. 
 
9.44 Annual leave entitlement will continue to accrue at the rate provided under your contract. If 
your SPL will continue into the next holiday year, any holiday entitlement that cannot reasonably be 
taken before starting your leave can be carried over. You should try to limit carry over to one week's 
holiday or less. Carry over of more than one week is at your Line Manager's discretion. Please discuss 
your holiday plans with your Manager in good time before starting SPL.  All holiday dates are subject 
to approval by your Manager. 
 
9.45 If you are a member of the pension scheme, we will make employer pension contributions 
during any period of paid SPL, based on your normal salary, in accordance with the pension scheme 
rules.  Any employee contributions you make will be based on the amount of any shared parental pay 
you are receiving, unless you inform the COO that you wish to make up any shortfall. 
 
Shared Parental Leave in Touch (Split)  
 
9.46 We may make reasonable contact with you from time to time during your SPL although we will 
keep this to a minimum.  This may include contacting you to discuss arrangements for your return to 
work. 
 
9.47 You may ask or be asked to work (including attending training) on up to 20 "keeping-in-touch" 
days (KIT days) during your SPL. This is in addition to any KIT days that you may have taken during 
maternity or adoption leave. KIT days are not compulsory and must be discussed and agreed with the 
COO.  
 
9.48 You will be paid at your normal basic rate of pay for time spent working on a KIT day and this 
will be inclusive of any shared parental pay entitlement. Alternatively, you may agree with the COO to 
receive the equivalent paid time off in lieu. 
 
Returning to Work 
 
9.49 If you want to end a period of SPL early, you must give us eight weeks' written notice of the 
new return date. If have already given us three period of leave notices you will not be able to end your 
SPL early without our agreement. 
 
9.50 If you want to extend your SPL, assuming you still have unused SPL entitlement remaining, you 
must give us a written period of leave notice at least eight weeks before the date you were due to 
return to work. If you have already given us three period of leave notices you will not be able to extend 
your SPL without our agreement. You may instead be able to request annual leave or ordinary parental 
leave (see our Parental Leave Policy), subject to the needs of the business. 
 
9.51 You are normally entitled to return to work in the position you held before starting SPL, and on 
the same terms of employment. However, if it is not reasonably practicable for us to allow you to 
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return into the same position, we may give you another suitable and appropriate job on terms and 
conditions that are not less favourable, but only in the following circumstances: 
 

(a) If your SPL and any maternity, adoption or paternity leave you have taken adds up to more 
than 26 weeks in total (whether or not taken consecutively); or  

 
(b) If you took SPL consecutively with more than four weeks of ordinary parental leave. 

 
9.52 If you want to change your hours or other working arrangements on return from SPL you should 
make a request under our Flexible Working Policy. It is helpful if such requests are made as early as 
possible. 
 
9.53 If you decide you do not want to return to work you should give notice of resignation in 
accordance with your contract. This will have an impact on your entitlement to company shared 
parental pay. 



STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 92 of 121 

 

Scottish Target Shooting is supported by 

 

POLICY 8: PORTABLE DEVICES 
 

SECTION 1: PROVISION OF PORTABLE DEVICES 
 
1.1 Scottish Target Shooting may provide mobile telephones and tablets to employees for business 
use. All business mobile phones and tablets must be purchased through Scottish Target Shooting.  
 
1.2 Courtesy, consideration of and respect for others, are paramount at all times. Employees are 
to be aware of the impact their mobile phone and tablets use may have on others, and ensure that 
they are only used when it is considered appropriate to do so. 
 
Business and Personal Use  
 
1.3 Any employee with a business mobile phone or tablet are deemed to be responsible for the 
safekeeping of these devices. All appropriate business costs of mobile phone and tablets will be met 
by Scottish Target Shooting. 
 
1.4 If any personal calls (which should be restricted to a minimum) are made, the employee 
concerned must annotate the call listing to show which calls were private and submit details of these 
calls with a request for production of an invoice following receipt of the itemised bill. This invoice must 
be settled within 14 days of receipt.   
 
Loss or Theft of Device 
 
1.5 Loss or theft of a mobile phone or tablet must be reported to the Office Manager immediately 
to allow the account to be closed, service stopped, passwords reset and data wiped on the device. 
 
Health Risks 
 
1.6 Employees should be aware of the possible health risks associated with the excessive use of 
devices. Use of any mobile phone should be kept to the minimum and landlines used where possible. 
 
Use of Cameras on Devices 
 
1.7 It is recommended that devices with camera facilities are not used when there are children or 
vulnerable adults present. 
 
Use of Hands Free Phones in Motor Vehicles 
 
1.8 In line with legislation, drivers of any vehicle must not use a hand-held mobile phone or similar 
hand-held device whilst in control of the vehicle. This includes periods when the vehicle is stationary. 
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POLICY 9: WHISTLEBLOWING POLICY 
 

SECTION 1: PROVIDING A SUPPORTIVE WORKPLACE 
 
1.1 The Public Disclosure Act 1998 offers a framework of protection against victimisation or 
dismissal for workers who ‘blow the whistle’ on criminal behaviour or other wrongdoings within the 
workplace. The Act came into force on 2 July 1999 and applies to ‘workers’ who ordinarily work in 
Great Britain including not only employees but also contractors providing services, most agency 
workers, home workers and trainees on vocational and work experience schemes. 
 
1.2 The various categories of information covered by the Act (qualifying disclosures) are very wide 
and include: 

 
(a) Criminal offences; 

 
(b) Failure to comply with legal obligations; 

 
(c) Miscarriages of justice; 

 
(d) Health and safety dangers; 

 
(e) Damage or likely damage to the environment; and 

 
(f) Concealing information about any of these matters. 

 
1.3 An employee need only show that he/she had a ‘reasonable belief’ that the employer has 
committed one of these qualifying offences. However, in order to gain protection, the employee must 
follow the procedures laid down in the legislation in disclosing any of the above categories of 
malpractice.  
 
1.4 The intention is that the employee should, in the first instance, raise his/her concerns with 
his/her employer or the appropriate regulatory body, such as the Health and Safety Executive (or had 
not done so because they believed they would be victimised or evidence would be concealed or 
destroyed).  
 
1.5 The employee must also: 

 
(a) Make the disclosure in good faith; 
 
(b) Reasonably believe that the information is substantially true; 
 
(c) Not act for personal gain; and 
 
(d) Act reasonably. 
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1.6 Scottish Target Shooting is committed to providing the highest level of service to employees, 
members and external partners by applying the highest standards of quality, probity, openness and 
accountability. Part of this commitment involves encouraging our employees (or others with serious 
concerns regarding any aspect of our work, the conduct of others or the running of our company) to 
report such concerns in confidence and with confidence. 
 
1.7 In the majority of cases, these concerns or complaints can be dealt with through the existing 
procedures. However we do recognise that there may be occasions when employees will want to 
express concerns of a confidential nature. The aim of this policy is to ensure that all employees feel 
able to do this on the understanding that they have nothing to fear and will not suffer reprisals or 
victimisation. 
 
1.8 When we find that there is a problem we will ensure that it is viewed with the seriousness that 
it deserves and will be dealt with appropriately. 
 
1.9 We will also pursue fraud and abuse vigorously through our disciplinary procedures and/or if 
necessary through the courts. 
 
1.10 We hope that all employees will share our sense of what is right and wrong and be confident 
that we will act on anything that is reported to us in a responsible way. 
 
1.11 We acknowledge that it is not easy to report a concern, particularly one that relates to fraud, 
corruption or abuse. We urge employees to come forward with any concerns at an early stage, before 
the problem has a chance to become serious. 
 
1.12 We are happy for employees to come forward with a work colleague, family member or alone 
if they prefer. 
 
1.13 We will support and protect employees from reprisal or victimisation. Employees can be 
confident that reporting any matter will in no way affect their career or enjoyment of their job.   
 
1.14 This also applies if an employee comes forward in good faith and with reasonable belief and, 
after investigation, it turns out that the matter has a genuine and innocent explanation. We will do all 
we can to respect any request for confidentiality. 
 
1.15 If anyone tries to discourage an employee from coming forward with any concerns, this will be 
treated as a disciplinary offence. This will apply to anyone who expresses criticism or any negative 
responses and to anyone who harasses, bullies, isolates or victimises employees in any way after they 
have come forward. 
 
 

SECTION 2: PROCEDURE 
 

Stage 1 
 
2.1 The individual should request a confidential meeting with their Line Manager if they are 
concerned about anything to do with work or their workplace. 
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2.2 If the individual feels that it would not be appropriate to discuss the issue with his/her Line 
Manager, they should bring the matter to the attention of the Business Vice Chair.  
 

Stage 2 
 
2.3 That person will arrange for an investigation into the allegations to be carried out.  As far as 
possible, confidentiality will be respected but there may be occasions where we have no alternative 
but to take action, which may break that confidentiality. We will ensure however that the individual 
who has raised the issue is fully informed in advance, if possible, of any such action. 
 
2.4 In order to ensure fair treatment of all concerned, if someone is potentially being accused of 
misconduct, our investigation will involve taking statements from those involved. During our 
investigation, we will respect any fears that the individual who has raised the issue may express about 
his/her own or their family’s physical and/or emotional safety and/or career. 
 
2.5 Our investigations may involve other regulatory bodies such as the Police, Customs & Excise, 
the Health and Safety Executive etc. We would expect the individual who has raised the issue to co-
operate fully with all of these outside agencies in assisting with their investigations. 
 

Stage 3 
 
2.6 Once the investigation is complete, the Business Vice Chair will recommend a course of action 
to the Board for consideration. If the individual who raised the issue wishes to receive details of the 
result of the investigation and any proposed action, this information will be provided however, we do 
have to respect the right to confidentiality of other employees or the other parties and it may not be 
possible to provide all the details. 
 
Abuse of the System 
 
2.7 If it is discovered that an individual has abused this confidential reporting process and has 
maliciously or in bad faith or without reasonable belief raised unfounded allegations, Scottish Target 
Shooting will treat this as a very serious disciplinary matter. In this event the process will be dealt with 
in accordance with this policy. Please note that anyone who comes forward in good faith and/or with 
a reasonable belief has nothing to fear even if it turns out that his or her concerns were unfounded. 
 
Help from External Agencies 
 
2.8 The current policies and procedures should allow employees to express their concerns and 
have them dealt with without the need to involve any external agencies however we do acknowledge 
that in exceptional, urgent or emergency circumstances, employees might feel that it is best to contact 
an external agency e.g. if they believe a serious criminal offence has been or is about to be committed, 
they may wish to call the Police or if the problem involves a member of the Board, they may wish to 
raise this directly with the Chair. 
 
2.9 An employee may wish to contact ‘Public Concern At Work’ for confidential and independent 
advice. 
 



STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 96 of 121 

 

Scottish Target Shooting is supported by 

 

Monitoring the Policy and Procedures 
 
2.10 The Board will actively monitor the policy and procedures relating to whistleblowing and will 
update all employees on any changes that arise in this respect. 
 
2.11 If you have any queries regarding the policy and procedures, please contact your Line Manager 
for guidance. 
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POLICY 10: EXIT POLICY 
 

SECTION 1: OVERVIEW 
 
1.1 This policy is for Scottish Target Shooting to manage the cessation of an employee’s or 
volunteer’s service with the company. This Exit Policy must be followed to ensure both Scottish Target 
Shooting and the individual leaving the organisation understand the reason for ceasing the individual’s 
involvement, that no security breaches occur and to gain valuable feedback from the departing 
individual. 
 
Considerations 
 
1.2 This policy has been developed primarily for employees and directors. However, this exit 
procedure also applies to other volunteers involved with Scottish Target Shooting working groups, 
including Association Management Groups. 
 
 

SECTION 2: PROCEDURE 
 
Resignation, End of Term/Contract or Dismissal  
 
2.1 Notification of cessation of an individual’s service to Scottish Target Shooting must be 
provided in writing, regardless of the reason why the service is coming to an end. 
 
2.2 If the individual is resigning, then the term of notice shall not start until notice is provided in 
writing. Notice in writing must outline the individual’s intention to resign and the date from which the 
individual shall cease to serve Scottish Target Shooting. For employees, notice must be provided as per 
the individual’s employment contract. 
 
2.3 If an employee attempts to give a period of notice that is less than the contractual 
requirement the employee may be in breach of contract. The company can decline to let the employee 
leave early, or could charge for any losses it incurs as a result of the early departure, e.g. costs of 
agency staff. 
 
2.4 An earlier departure date can be mutually agreed between the employee, line manager and 
Board.  In this event, all the provisions detailed in this Policy will continue to apply to the employees’ 
resignation.  In these circumstances, the employee will only be entitled to be paid for the lesser notice 
period. 
 
2.5 Once a completion date has been agreed by both parties, an official letter confirming 
acceptance of the resignation will be sent to the individual. 
 
2.6 Once an employee has given formal notice of termination of employment, this can only be 
withdrawn by mutual agreement in consultation with Human Resources 
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2.7 Where Scottish Target Shooting is initiating termination of service, notice of termination will 
be provided, outlining the final date of service and reasons for termination. 
 
Exit Interview  

 
2.8 All resigning individuals are offered an exit interview with their line manager or Chair. The 
individual may also request the COO attends or replace their line manager or Chair for the interview. 
 
2.9 The purpose of the exit interview is to seek information from the individual as to their 
experience with the organisation and to identify areas for improvement. 
 
2.10 The exit interview is a confidential discussion. Where matters are highlighted that require 
investigation, personal identification is to be avoided. 
 
2.11 The Exit Interview Form (Appendix K) is used to guide discussion and to document key points. 
 
2.12 Information provided during the exit interview is reviewed and will be incorporated into 
Scottish Target Shooting’s operational plan to improve the company’s governance, where relevant. 
 
 

SECTION 3: DURING THE NOTICE PERIOD 
 
Conduct 
 
3.1 During the relevant notice period, individuals must continue to behave professionally, 
continuing to adhere to the policies and procedures of Scottish Target Shooting and carrying out the 
duties of the role up to and including the day of departure. 
 
3.2 Employees must take any outstanding annual leave or TOIL prior to or on the final leaving 
date. The approval process for taking leave shall remain the same. In exceptional cases, this 
requirement may be waived at the discretion/request of the line manager if the needs of the service 
dictate. In this event, outstanding annual leave will be paid to employees. 
 
Return of Scottish Target Shooting Property 
 
3.3 On or before the individual’s final date of service, the individual is to: 
 

(a) Return all property provided by the organisation (including computer equipment, phones, 
keys, documents and other equipment or clothing/uniform); 

 
(b) Return or be reimbursed for any final payments or expenses; 

 
(c) Remove hard copy and electronic personal and confidential files; and 

 
(d) Inform his or her supervisor of any passwords/codes that may prevent access to computer 

files. 
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3.4 The Exit Checklist (Appendix L) is used to identify property to be returned to Scottish Target 
Shooting by the employee. 
 
3.5 An individual who fails to return property, clothing or equipment may be invoiced for the 
replacement costs of the items.  
 
3.6 Any unlawful removal or wilful damage of company property and systems, will be treated as 
serious misconduct. 
 
3.7 After departure, the individual still owes a duty of confidentiality towards the company, its 
employees and members in accordance with the code of conduct, intellectual property and data 
protection principles. 

 
Administration 
 
3.8 Before the employee’s final date of employment, Scottish Target Shooting is to: 
 

(a) Calculate remaining leave entitlements and final payments; 
 

(b) Ensure forwarding contact details are provided by the employee; and 
 

(c) Inform the employee’s superannuation fund of the employee’s final date of employment.   
 

3.9 On or before the employee’s final date of employment, Scottish Target Shooting is to: 
 

(a) Restrict computer network access – both office and remote; and 
 

(b) Remove as a signatory to financial and other transactions. 
 
3.10 If an employee is a member of the company’s pension scheme then he/she is advised to seek 
independent financial advice about the impact of his/her resignation on their pension benefits. 
 
3.11 The Exit Checklist (Appendix L) is used to guide administrative tasks to be completed when 
exiting an individual from service of the company.  
 
Record Keeping 
 
3.12 The individual’s resignation letter or a copy of Scottish Target Shooting termination letter is 
filed by the company along with his/her Exit Interview Form (Appendix K) notes and completed Exit 
Checklist (Appendix L). 
 
Written Reference  
 
3.13 Individuals with more than six month’s service may, upon request, be provided with a written 
reference on performance and service details, unless dismissed for serious misconduct. 
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3.14 Individuals with less than six month’s service or those who are dismissed due to serious 
misconduct may, upon request, be provided with a written statement of service containing the length 
and nature of the involvement. 
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APPENDIX A: INTERESTS REGISTER & STATEMENT 

 
Requirements 
 
Scottish Target Shooting requires that all officers, employees and volunteers conduct their affairs with 
the highest standard of integrity in order to protect the interests of Scottish Target Shooting and 
themselves. These members should therefore not place themselves in any position which may lead to 
their interests conflicting with those of Scottish Target Shooting. 
 
A conflict of interest exists when an officer, employee or volunteer’s loyalties are divided between 
Scottish Target Shooting’s interests and the interests of the individual, the individual’s Club, those of 
the individual’s family or those of a customer or supplier. 
 
Scottish Target Shooting representatives should declare any personal or business interests which may 
conflict with their volunteer or employee responsibilities and duties to their Line Manager and chair 
of the meeting. Failure to do so may result in disciplinary action being taken. 
 
Each representative of Scottish Target Shooting will be required to complete this register of interests 
form on appointment and annually thereafter. The register should list direct or indirect pecuniary 
interests and will be securely stored by the Office Manager. Representatives are strongly encouraged 
to register non-pecuniary interests that relate closely to Scottish Target Shooting activities, interests 
of close family members and persons living in the same household. 
 
Each representative of Scottish Target Shooting is required to declare all target shooting clubs, bodies 
and disciplines of target shooting they have been involved in over the last twelve months, regardless 
of their level of involvement. It is recognised that involvement will not always constitute a conflict of 
interest but declaring this information will help ensure that when decisions are made, there is 
sufficient representation to provide insight and balance. 
 
Finally, each representative of Scottish Target Shooting is required to declare any matters (including 
unspent convictions) from their circumstances or history that be raised with Scottish Target Shooting 
to call into question the suitability or credibility of the individual. Any matters raised will be held in 
confidence, reviewed by the Board and assessed against the relevance of the role. By declaring a 
matter an individual is not precluding themselves from acquiring a role. However, failure to disclose 
an unspent conviction or matter which is later brought to the attention of the Board, by whatever 
means, and proven to be true, will be viewed as a breach of honesty and bringing Scottish Target 
Shooting in to disrepute and therefore may result in sanctions 
 
Roles and Responsibilities 
 
At the start of each meeting, the chair of the meeting will ask those in attendance if their registers 
require any updates to be made and will remind those in attendance of their responsibility to raise 
conflicts of interests with the meeting’s agenda. 
 
When an interest is not of direct pecuniary kind, the chair should consider whether participation in the 
discussion or determination of a matter would suggest a level of bias. In circumstances where the chair 
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is uncertain, the view of the group should be sought.  In considering whether a real danger of bias 
exists in relation to a particular decision it should be considered whether that person, a close family 
member, a person living in the same household, or a connected firm, business or company to that 
person, are likely to be affected above others by the decision in question. Representatives should also 
consider whether outside appointments during or after tenure represents a conflict of interest before 
accepting. 
 
In the instance that a conflict of interest is of a direct pecuniary kind or has been agreed by the chair 
as a conflict which would suggest a level of bias, the person will not participate in that agenda item or 
discussion in which they have an interest. The chair will request that person withdraws from the 
meeting for the duration of that item to eliminate any bias or potential influence over others in 
attendance. 
 
Acceptance of Payments & Gifts  
 
In accordance with Scottish Target Shooting’s Code of Conduct, representatives are required to declare 
to the Office Manager any payment or gift received over the value of £50 which is offered in their 
capacity as a representative of Scottish Target Shooting so this can be recorded. 
 
All representatives must sign the Scottish Target Shooting Interests Register and Statement to confirm 
that all Scottish Target Shooting representatives agree to comply with Scottish Target Shooting’s 
policies and procedures. The following should be completed and returned to the Office Manager to be 
kept on file and taken to each meeting: 
 
Register of Interests 
 
I declare that I, my spouse, close family member and/or person living with me have or has significant 
connections with the following bodies such that it may be deemed that the interest involved might 
influence the responsibilities and duties that I hold with regard to Scottish Target Shooting: 
 

Person Interest Relates To Company Nature of interest 

   

   

   

 
Target Shooting Involvement  
 
I declare that over the last 12 months I have been involved (in any capacity and at any level) in the 
following disciplines of target shooting such that it may be deemed that my involvement in these 
disciplines might influence the responsibilities and duties that I hold with regard to Scottish Target 
Shooting: 
 

Discipline(s) of Target Shooting I have been involved in over the past 12 months 

Air Rifle & Air 
Pistol  Clay Target  

Full 
Bore  Pistol  Smallbore  



STS Workforce Conduct 
 

Updated by Board of Directors on 15/02/2017 

Page 103 of 121 

 

Scottish Target Shooting is supported by 

 

Target Shooting Club or Body Nature of Involvement/Position in Club or Body 

  

  

  

  

 
Unspent Convictions 
 
I declare that I have the following unspent convictions (leave blank if none): 
 

Summary of Unspent Conviction(s) Date of Conviction Time Served 

   

   

   

 
Matters of Concern 
 
I declare that I know of the following matters regarding my personal circumstances and history that 
may be raised as objections to me serving in my role for Scottish Target Shooting (leave blank if none): 
 

Summary of Matter Date(s) of Incident(s) 

  

  

  

 
Declaration  
 
I declare that, other than those declared on this form, I have no significant interests, or other ongoing 
matters, which may influence the responsibilities and duties that I hold with regard to Scottish Target 
Shooting and that I agree to comply with Scottish Target Shooting’s policies and procedures. 
 
 
Name:       Signed:       

Position:      Company: Scottish Target Shooting   

Date:        
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APPENDIX B: BOARD SKILLS AUDIT 
 

For any Board to make the most of its directors’ abilities it needs to understand the skills of its directors 

in order to deliver training and address gaps when recruiting for new members. As part of Scottish 

Target Shooting’s good practice directors will complete this short skills audit on an annual basis to 

continually assess and help identify areas where training would be beneficial. Please complete this 

short survey below to support us in carrying out this process. (Please note, this is not a judgment of 

your abilities but rather an opportunity to support you in your personal development):  
 

1. Name:   Select your name.   Director’s Role:   Select your role.   
 
2. What kind of expertise do you consider you bring to the Scottish Target Shooting Board? Below 

is a list of skills, please assess your knowledge for each skill using a scale of 1 to 4 (with 1 being 
no knowledge and 4 being an expert). 

 

Administration   Score?   Information Technology   Score?   

Campaigning   Score?   International Relations   Score?   

Child Protection   Score?   Knowledge of Target Shooting   Score?   

Club Development   Score?   Legal   Score?   

Coach Development   Score?   Management/Management Systems   Score?   

Customer/Member Care   Score?   Marketing   Score?   

Disability   Score?   Media/Public Relations   Score?   

Enthusiasm/Energy   Score?   Networks/Alliances (Sport)   Score?   

Equal Opportunities   Score?   Networks/Alliances (Political)   Score?   

Finance/Bookkeeping   Score?   Performance Sports Development   Score?   

Fundraising   Score?   Policy Preparation & Implementation   Score?   

Governance   Score?   Project Management   Score?   

History of STS   Score?   Strategic Planning    Score?   

Human Resources/Training   Score?   Volunteer Development/Management   Score?   
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3. What other experience or skills do you feel you offer? 
 

  Please explain any other experience or skills you offer.   
 
 

4. Where you have scored yourself 4 in the assessment areas carried out under question 2, please 
indicate the reason(s) you have this skill/these skills (do this for a maximum of 3 areas):  

 

Area 1:   Area?   

Employment related:     Employment related experience.   

Qualification (e.g. Degree, HNC etc.):   Please state any relevant qualifications.   

Other Experience/Reasons:    Please explain any other experience or reasons.   
 
 

Area 2:   Area?   

Employment related:     Employment related experience.   

Qualification (e.g. Degree, HNC etc.):   Please state any relevant qualifications.   

Other Experience/Reasons:    Please explain any other experience or reasons.   
 
 

Area 3:   Area?   

Employment related:     Employment related experience.   

Qualification (e.g. Degree, HNC etc.):   Please state any relevant qualifications.   

Other Experience/Reasons:    Please explain any other experience or reasons.   
 
 

5. As a condition of being on the Scottish Target Shooting Board you should be willing to undertake 
training as and when deemed necessary to assist you in conducting your duties. Training will be 
discussed at Board meetings and at review meetings with the Chair. If you there is specific 
training that you feel would assist your appointment / position please indicate this below? 

 

  Please indicate any training requirements here.   
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APPENDIX C: DEFINITIONS WHEN REGISTERING INTERESTS 
 

1. “Remuneration” includes any salary, wage, share of profits, fee, expenses, other monetary 
benefit or benefit in kind. This would include, for example, the provision of a company car or travelling 
expenses by an employer. 
 
2. “Undertaking” means:  
 

(a) a body corporate or partnership; or  
 

(b) an unincorporated association carrying on a trade or business, with or without a view to a 
profit. 

 
3. “Related Undertaking” is a parent or subsidiary company of a principal undertaking of which 
you are also a director. You will receive remuneration for the principal undertaking though you will not 
receive remuneration as director of the related undertaking.  
 
4. “Parent Undertaking” is an undertaking in relation to another undertaking, a subsidiary 
undertaking, if a) it holds a majority of the voting rights in the undertaking; or b) it is a member of the 
undertaking and has the right to appoint or remove a majority of its board of directors; or c) it has the 
right to exercise a dominant influence over the undertaking (i) by virtue of provisions contained in the 
undertaking’s memorandum or articles or (ii) by virtue of a control contract; or d) it is a councillor of 
the undertaking and controls alone, pursuant to an agreement with other shareholders or councillors, 
a majority of the voting rights in the undertaking. 
 
5. “Group of companies” has the same meaning as “group” in section 262(1) of the Companies 
Act 1985.  A “group”, within s262(1) of the Companies Act 1985, means a parent undertaking and its 
subsidiary undertakings. 
 
6. “A person” means a single individual or legal person and includes a group of companies;  
 
7. “Any person” includes individuals, incorporated and unincorporated bodies, governing bodies, 
charities and voluntary companies. 
 
8. “Spouse” does not include a former spouse or a spouse who is living separately and apart from 
you. 
 
9. “Cohabitee” includes a person, whether of the opposite sex or not, who is living with you in a 
relationship similar to that of husband and wife. 
 
10. “Chair” includes Scottish Target Shooting’s Chair of the Board or any person discharging similar 
functions under alternative decision making structures. 
11. “Discipline” means smallbore rifle shooting; full bore rifle target shooting; target pistol 
shooting; clay target shooting; or air rifle and air pistol.  
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APPENDIX D: REMOTE WORKING RISK SELF-ASSESSMENT 
 

Risk 
Ref 

 
Risk 

 
Control 

Personal Risk 
Assessment 

Action 
Required 

Action 
By 

Date to 
Complete 

1 Potential 
access to 
information 
held by 
Scottish Target 
Shooting by 
non Scottish 
Target 
Shooting 
employees 

Existing password controls 
are applicable.  Data 
transfer will be covered by 
suitable encryption and 
protection.  Users should 
always disconnect the 
session when away from 
remote PC. 

    

2 Trailing cables 
from PC or 
printer 

Ensure cables are secured 
under a desk if possible.  
Relocate desk against a 
wall if at all possible.  
Secure cable management 
can be provided if required. 

    

3 Inappropriate 
VDU 
workstation 
environment 

Self-assessment to identify 
potential problem areas. 

    

4 Electrical 
safety of PC 
equipment 

Do not overload electrical 
sockets.  All PC equipment 
should be connected to a 
13amp extension block and 
plugged in to a 13amp 
outlet.  Extension can be 
provided if required. 

    

5 Third party 
safety 

The risk assessment and 
working practices should 
also take account of 
potential danger to third 
parties – whether other 
household members or 
visitors. 

    

6 Excessive 
working hours 

Normal Scottish Target 
Shooting procedures apply 
to remote working.  The 
COO and/or Chair will 
provide additional advice if 
required.   
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APPENDIX E: DSE USER SELF-ASSESSMENT CHECKLIST 
 

DSE Screen  
In assessing whether your workstation complies with the requirements of the Display 
Screen Equipment Regulations, users should answer the following questions. 
 Is it possible to swivel the screen?   Y/N 

Is it possible to tilt the angle of the screen?   Y/N 

Are there any reflections or glare on the screen?  Y/N 

Are the characters on the screen large enough?  Y/N 

Are the characters on the screen adequately spaced?  Y/N 

Is the image stable and free from flickers?   Y/N 

Is it possible to adjust the screen to the appropriate height?  Y/N 

Can you adjust the brightness and contrast of the screen?   Y/N 

DSE Keyboard  

Is the keyboard easy to use?  Y/N 

Is the keyboard separate from the screen?  Y/N 

Is the keyboard tilt able?  Y/N 

Are the symbols on the keyboard contrasted and visible enough to be seen?  Y/N 

Is the surface of the keyboard matt?  Y/N 

Is there at least 50mm between the edge of the keyboard & the edge of the 
desk?  

Y/N 

Desk Top  

Is there enough space to work comfortably?  Y/N 

Is the surface made of a low-reflectance material?  Y/N 

Is the surface large enough to allow all the equipment & other material to be 
arranged and moved around?  

Y/N 

If you have a document holder, is it adjustable and stable?  Y/N 

If you do not have a document holder, do you want/need one? Y/N 

Seating  

Is the seat of the chair adjustable in height?  Y/N 

Is the back of the chair adjustable in height?    Y/N 

Is the back of the chair adjustable in tilt? Y/N 

Is the chair stable?   Y/N 

Does the chair allow a comfortable working position to be achieved and 
freedom of movement?  

Y/N 

Do you require a footrest?  Y/N 

Environmental factors  

Is there enough light for the task?   Y/N 

Is the equipment and the lighting arranged so as to prevent reflection and 
glare?  

Y/N 

Is there glare or reflection on the screen from windows, walls etc.?  Y/N 
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Are there adjustable blinds on the windows?  Y/N 

Is there enough space at the workstation to move around comfortably?    Y/N 

Is the level of humidity comfortable?  Y/N 

Does the heat emitted from the equipment cause you discomfort?  Y/N 

Does noise from the equipment disturb speech or distract attention?   Y/N 

Software and systems  

Does the system give you feedback on its performance?  Y/N 

Is the software adaptable for your purpose and easy to use?   Y/N 

Is the software suitable for its use?  Y/N 

Is the format and pace of the information displayed suitable?  Y/N 

Name of employee  

Date Assessment carried out  

Signature of employee  

Signature of COO / Chair  

Additional comments: 
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APPENDIX F: GUIDELINES FOR VDU USERS 
 

1.1 Please note the following guidelines for VDU users which are recommended by the Health 
and Safety Executive: 
 

(a) Keyboards and screens may be tilted to enable a comfortable working position. 
 

(b) Hands should rest at a level position on the desk in front of the keyboard.  Do not rest 
your wrists on the front edge of the keyboard or desk and do not bend your hands up at 
the wrists. 

 
(c) The space between the keyboard and edge of the desk should be sufficient to provide 

support for the hands and arms. 
 

(d) Do not pound on the keys, use a light touch.  Use two hands to perform double key 
operations instead of twisting one hand to do it.  Move your whole hand to hit function 
keys instead of stretching. 

 
(e) The mouse should be held lightly using smooth movements which will avoid jerking the 

hand.  Place the mouse close to the keyboard.  Sensitivity adjustments may be required. 
 

(f) The seat height should be adjusted to enable the correct position of hands as described 
above but keeping feet positioned flat on the floor.  Footrests are available to assist in 
achieving this position. 

 
(g) Screen filters are available to reduce glare. 

 
(h) Eye tests should be considered for all regular VDU users. 

 
(i) Continuous work at a PC may lead to a build-up of fatigue and short frequent breaks are 

recommended.  Jobs should be designed to allow changes in activity. 
 

(j) Avoid the use of computer games. 
 

(k) Do not tuck the telephone between your shoulder and ear so you can type and talk on the 
phone at the same time because it's a great strain on the neck, shoulders and arms. 

 
(l) Keep your arms and hands warm.  Cold muscles and tendons are at much greater risk for 

overuse injuries. 
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APPENDIX G: REPORTING ACCIDENTS AND INCIDENTS AT 
WORK 
 
1.1 This is a brief guide to the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations (RIDDOR) 
 
What is RIDDOR? 
  
1.2 RIDDOR is the law that requires employers, and other people who are in control of work 
premises, to report and keep records of:  
 

(a) work-related deaths;  
 

(b) serious injuries;  
 

(c) cases of diagnosed industrial disease; 
 

(d) certain ‘dangerous occurrences’ (near miss incidents).  
  
1.3 There are also special requirements for gas incidents (see section below). 
 
2012 Change 
 
1.4 From 6 April 2012, the over-three-day reporting requirement for people injured at work will 
change to more than seven days. From then, you only have to report injuries that lead to a worker 
being incapacitated for more than seven consecutive days as the result of an occupational accident or 
injury (not counting the day of the accident but including weekends and rest days). The report must 
be made within 15 days of the accident. 
 
1.5 Incapacitation means that the worker is absent, or is unable to do work that they would 
reasonably be expected to do as part of their normal work. 
 
1.6 You must still keep a record of the accident if the worker has been incapacitated for more than 
three consecutive days. Employers must keep an accident book under the Social Security (Claims and 
Payments) Regulations 1979, that record can be treated as a record for the purposes of RIDDOR. 
 
1.7 These are the main changes to the reporting requirements for deaths, major injuries, 
occupational diseases and dangerous occurrences that employers need to be aware of. 
 
Why Report and Record? 
 
1.8 Reporting and recording is a legal requirement. The report informs the enforcing authorities 
(HSE, local authorities and ORR) about deaths, injuries, occupational diseases and dangerous 
occurrences so they can identify where and how risks arise, and whether they need to be investigated. 
This allows HSE, local authorities and ORR to target their work and provide advice about how to avoid 
work-related deaths, injuries, ill health and accidental loss. 
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1.9 Records of incidents covered by RIDDOR are important. They ensure that you collect the 
minimum amount of information to allow you to check that you are doing enough to ensure safety 
and prevent occupational diseases. This information is a valuable management tool that can be used 
as an aid to risk assessment, helping to develop solutions to potential risks. In this way, records also 
help to prevent injuries and ill health, and control costs from accidental loss.  
 
1.10 Employers must keep a record of: 
 

(a) any reportable death, injury, occupational disease or dangerous occurrence; 
 

(b) all occupational accidents and injuries that result in a worker being away from work or 
incapacitated for more than three consecutive days (not counting the day of the accident 
but including any weekends or other rest days). 

 
1.11 Employers must produce RIDDOR records when asked by HSE, local authority or ORR 
inspectors.  
 
What Must be Reported? 
 
1.12 Deaths and injuries do not have to be automatically reported, but must be reported if they 
occur as the result of an accident arising out of or in connection with work. 
 
1.13 An accident is a separate event to a death or injury, and is simply more than an event, it is 
something harmful that happens unexpectedly. 
 
1.14 When deciding if the accident that led to the death or injury has arisen out of or in connection 
to work, the key issues to consider are whether the accident was related to: 
 

(a) the way in which the work was carried out; 
 

(b) any machinery, plant, substances or equipment used for work; 
 

(c) the condition of the site or premises where the accident happened. 
 
1.15 If any of the above factors were related to the cause of the accident, then it is likely that the 
injury will need to be reported to the enforcing authority. If none of the above factors are satisfied, it 
is likely that you will not be required to send a report. 
 
1.16 Examples of incidents that do and do not have to be reported are available at 
www.hse.gov.uk/riddor/do-i-need-to-report.htm. 
 
1.17 A death must be reported if: 
 

(a) it results from a work accident; 
 

(b) a worker sustains an occupational injury; 

http://www.hse.gov.uk/riddor/do-i-need-to-report.htm
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(c) it results from a suicide on a relevant transport system (this is considered to be an accident 

for the purpose of RIDDOR); 
 

(d) it results from an act of physical violence to a worker. 
  

1.18 RIDDOR gives two types of injuries that must be reported if the person was at work – ‘major 
injuries’ and from 6 April 2012 ‘over-seven-day injuries’. 
 
1.19 Major injuries include: 
 

(a) a fracture, other than to fingers, thumbs and toes; 
 

(b) amputation;  
 

(c) dislocation of the shoulder, hip, knee or spine; 
 

(d) loss of sight (temporary or permanent); 
 

(e) chemical or hot metal burn to the eye or any penetrating injury to the eye; 
 

(f) injury resulting from an electric shock or electrical burn leading to unconsciousness, 
resuscitation or admittance to hospital for more than  24 hours; 

 
(g) any other injury leading to hypothermia, heat-induced illness, unconsciousness, 

resuscitation or admittance to hospital for more than 24 hours; 
 

(h) unconsciousness caused by asphyxia or exposure to a harmful substance or biological 
agent; 

 
(i) an acute illness requiring medical treatment; 

 
(j) loss of consciousness arising from absorption of any substance by inhalation, ingestion or 

through the skin; 
 

(k) acute illness requiring medical treatment where there is reason to believe that this resulted 
from exposure to a biological agent, its toxins or infected material. 

 
1.20 From 6 April 2012, the law will introduce the over-seven-day injury category. This is where an 
employee, or self-employed person, is away from work or unable to perform their normal work duties 
for more than seven consecutive days (not counting the day of the accident). 
 
1.21 From 6 April 2012, employers do not have to report over-three-day injuries but you must keep 
a record of them (see 2012 change). For employers keeping an accident book, the record made in this 
will be enough. 
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1.22 Employers must report injuries to members of the public or people who are not at work if they 
are injured following an accident that arises out of, or in connection with, work and are taken from the 
scene of an accident to hospital for treatment. 
 
1.23 If the injured person was already at a hospital, the report only needs to be made if the injury is 
a ‘major injury’ (see above). 
 
1.24 Employers must report occupational diseases. This must be done when they receive a written 
diagnosis from a doctor that they, or an employee, is suffering from one of these conditions and the 
sufferer has been doing the work activities listed for that illness. 
 
1.25 Dangerous occurrences are certain, listed near-miss events. Not every near-miss event must 
be reported. There are 21 categories of dangerous occurrences that are relevant to all workplaces, for 
example: 
 

(a) the collapse, overturning or failure of load-bearing parts of lifts and lifting equipment; 
 

(b) plant or equipment coming into contact with overhead power lines; 
 

(c) electrical short circuits or overloads causing a fire or explosion, which results in the 
stoppage of the plant for more than 24 hours or has the potential to cause death; 

 
(d) the accidental release of a biological agent likely to cause severe human illness; 

 
(e) the accidental release of any substance that may damage health 

  
1.26 For a full list of dangerous occurrences applicable to all workplaces, and additional categories 
of dangerous occurrences applicable to mines, quarries, relevant transport systems (railways etc.) and 
offshore workplaces, see A guide to the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995. 

 

1.27 If you are a distributor, filler, importer or supplier of flammable gas and you learn, either 
directly or indirectly, that someone has died or suffered a major injury in connection with the gas you 
distributed, filled, imported or supplied, this can be reported online. 
 
1.28 If you are a gas engineer, registered with the Gas Safe Register, you must provide details of any 
gas appliances or fittings that you consider to be dangerous to the extent that people could die or 
suffer a major injury. This may be due to the design, construction, installation, modification or 
servicing, and could result in: 
 

(a) an accidental leakage of gas; 
 

(b) inadequate combustion of gas; or 
 

(c) inadequate removal of products of the combustion of gas. 
 

Exemptions 
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1.29 In general, regulation 10 of RIDDOR exempts duty holders from reporting deaths and injuries 
that result from: 
 

(a) medical or dental treatment, or an examination carried out by, or under the supervision of, 
a doctor or registered dentist; 

 
(b) the movement of a vehicle on a road (unless the person was loading or unloading the 

vehicle or working alongside the road, e.g. constructing or maintaining the road or adjacent 
buildings, the accident involved a train, or the accident involved the escape of a substance 
from a vehicle); 

 
(c) the duties carried out by a member of the armed forces while on duty. 
 

How to Report 
 
1.30 Online: Go to www.hse.gov.uk/riddor and complete the appropriate online report form. The 
form will then be submitted directly to the RIDDOR database. You will receive a copy for your records. 
 
1.31 Telephone: All incidents can be reported online but a telephone service remains for reporting 
fatal and major injuries only. Call the Incident Contact Centre on 0845 300 9923 (opening hours 
Monday to Friday 8.30 am to 5 pm). 
 
1.32 Reporting out of hours: HSE has an out-of-hours duty officer. Circumstances where HSE may 
need to respond out of hours include: 
 

(a) a work-related death or situation where there is a strong likelihood of death following an 
incident at, or connected with, work; 

 
(b) a serious accident at a workplace so that HSE can gather details of physical evidence that 

would be lost with time; 
 

(c) following a major incident at a workplace where the severity of the incident, or the degree 
of public concern, requires an immediate public statement from either HSE or government 
ministers. 

 
1.33 To report less serious incidents out of normal working hours, complete an online form at 
www.hse.gov.uk/riddor/report.htm#online. 
 
1.34 More information about contacting HSE out of hours can be found at 
www.hse.gov.uk/contact/outofhours.htm. 
 
Further Information 
 
For information about health and safety, or to report inconsistencies or inaccuracies in this guidance, 
visit www.hse.gov.uk. 
  

http://www.hse.gov.uk/riddor
http://www.hse.gov.uk/riddor/report.htm#online
http://www.hse.gov.uk/contact/outofhours.htm
http://www.hse.gov.uk/
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APPENDIX H: ANNUAL HOLIDAY ENTITLEMENT APPLICTION 
FORM 
 
NAME OF EMPLOYEE: 
 
 
FOR YEAR COMMENCING: 
 
 
ENTITLEMENT FOR CURRENT YEAR: 
 
 
+ DAYS CARRIED FORWARD FROM LAST YEAR: 
 
 
= TOTAL DAYS LEAVE ALLOWED FOR THIS YEAR: 
 
 
 

Date From - 
To 

Total No of 
days 

Annual 
Leave 

Statutory 
Days 

Signed Approved Total No. of 
days to 
Date 
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APPENDIX I: SICKNESS SELF CERTIFICATION FORM 
 
Please use block capitals to complete this form 
 
NAME OF EMPLOYEE:            
 
 
DETAILS OF ABSENCE     Days Absent from work: _________ __________ 
 
 
Date From:  __________________________ To: ____________________  __________  
 
 
REASON FOR ABSENCE (unwell is not acceptable) 
 
 
___________________  ____________________________________________________ 
I certify that I was incapable of work because of my sickness / injury on the dates shown above and 
that this information is true and accurate. 
 
I acknowledge that any false information will result in disciplinary action. 
 
I hereby give my employer permission to verify the above information. 
 
Signature (of Employee):         Date: _____________ 
 
 
Signature (of Line Manager):        Date: _____________ 
   
 
CONDITIONS OF SELF CERTIFICATION 
 
Employees may certify their absence through illness from work by the submission of this self-certified 
Certificate of Illness.  This Certificate does not need to be signed by a Medical Practitioner and is valid 
for one week (5 consecutive days).  It is NOT valid for:- 
 
Absence though illness for more than the specified number of consecutive days; 
 
The certificate cannot be accepted if submitted more than two weeks following the date of illness. 
 
Absence through illness for periods longer than the specified number of consecutive days must be 
supported by a medical certificate which has been authorised by a medical practitioner. 
 
Absence for reasons other than illness can only be allowed after a request has been approved by your 
Line Manager. 
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APPENDIX J: GENERAL QUESTIONS FOR ALL LEAVE TYPES 
 
What Happens if Sickness Prevents me from Returning to Work at the End of my Leave? 
 
1.1 Provided that you submit a doctor’s certificate, you will be treated as being on sick leave and paid 
accordingly.  

 
What Happens to my Pension? 
 
1.2 Contact your pension fund directly for more information. 
 

What Happens if I Wish to Resign During Maternity Leave? 
 
1.3 You can resign at any time during your maternity leave, subject to the required period of notice 
given in your Contract of Employment. Your Line Manager will then confirm any leave/pay 
entitlements you have as a leaver. 
 

Will my Pay be Taxed When I am on Leave? 
 
1.4 Maternity, Paternity and Adoption pay is subject to PAYE income tax and National Insurance 
contributions just like your normal salary.   
 

Does my Maternity Leave or Adoption Leave Period Count Towards my Length of Service? 
 
1.5 Yes, you will retain continuity of service. Your whole period of maternity or adoption leave will 
be taken into account when calculating your reckonable service for additional annual leave 
entitlement; sickness allowance and further maternity leave periods. 
 

What Happens About Annual Leave and Public Holidays? 
 
1.6 You will continue to accrue your annual leave entitlement during your maternity leave, up to a 
maximum of 20 days (pro rata for part-time workers in line with the requirements of the Working Time 
Regulations. You will also accrue any public holidays that occur during the time you are on paid 
maternity or adoption leave.  You will be able to take this leave at some time on your return to work, 
following the normal procedures and with agreement from your Line Manager.   
 

Can I Lose Out on Statutory Maternity (Payment) SMP, Paternity Leave, Statutory Adoption 
Payment (SAP) or Additional Payments? 
 
1.7 You can lose out on payments if: 
 

(a) You do not satisfy the employment rule; 
 

(b) Your average weekly earnings are below the lower earnings limit for National Insurance 
purposes; 

 
(c) You give late notification of your maternity absence; 
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(d) You do not provide medical evidence of your pregnancy; 

 
(e) You are taken into legal custody. 

 

What Happens about the Performance Management Scheme and Pay Reviews When I am on 
Maternity or Adoption Leave? 
 
1.8 You will not be penalised in terms of the Performance Management Scheme for being on 
Maternity or Adoption Leave – you will be assessed on the time you have actually been present at 
work during the year under review.  This means that you will be assessed on the work you have been 
involved in before or after your Maternity or Adoption Leave period.  This Leave period may straddle 
two performance years and you will be assessed accordingly on the work done in each year.  Everything 
will be assessed as if it were for a whole year.  This means that your achievements, work performance 
and behaviour will be assessed as it would for any other employee and will warrant the appropriate 
marking.   
 
1.9 Your salary increase will be assessed as usual, subject to the usual terms and conditions. 
 

What Happens to my General Terms and Conditions of Employment? 
 
1.10 During Maternity & Adoption Leave, you are entitled to the benefit of your normal terms and 
conditions of employment, with the exception of remuneration. 
 
1.11 During the period of unpaid additional maternity or adoption leave, the employment contract 
continues and some contractual benefits and obligations remain in force, for example, compensation 
in the event of redundancy and notice periods.  For further details, please contact your Line Manager. 

 
1.12 All employees are protected from suffering detriment or unfair dismissal for reasons related to 
taking, or seeking to take, adoption leave.  Employees who believe they have been treated unfairly 
have the right to lodge a complaint with the employment tribunal. 

 
Can I Take Extra Time Off Work? 
 
1.13 You may use your annual leave entitlement and/or any accrued flexi leave or TOIL to extend 
your period of time off work to be with your partner and baby.  All normal procedures for requesting 
time off must be followed and it can only be taken with agreement from your Line Manager. 
 

What Happens About Returning to Work? 
 
Maternity 
 
1.14 Due to changes in the legislation, Scottish Target Shooting is now legally obliged to write to you 
confirming the last possible day of your Maternity Leave period.  We must write within 28 days of 
receiving your letter indicating the intended Maternity Leave start date, on noting an absence 
triggered start to your Maternity Leave, or on receiving notification of the birth of your baby. 
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1.15 If you intend to return to work at the end of your 26 weeks of Ordinary Maternity Leave, legally 
you do not need to inform Scottish Target Shooting of this intention.  However, as employers, we do 
encourage employees to keep in contact with us throughout their maternity leave and so a verbal or 
short written indication of your intention would be much appreciated.  This will help us to ensure the 
smooth running of your department in your absence and on your return to work. 

 
1.16 However, if you wish to return to work before the end of the 26-week maternity leave period, 
you must give Scottish Target Shooting 28 days written notice of your intended return to work date. 

 
1.17 If you decide that you do not wish to return to work for Scottish Target Shooting, you may 
resign at any time subject to the notice period given in your Contract of Employment 
 
Adoption 
 
1.18 If you intend to return to work at the end of your 52 weeks of Adoption Leave, legally you do 
not need to inform us of this intention.  However, as employers, we do encourage employees to keep 
in contact with us throughout their adoption leave and so a verbal or short written indication of your 
intention would be much appreciated.  This will help us to ensure the smooth running of your 
department in your absence and on your return to work. 

 
1.19 However, if you wish to return to work before the end of the 52-week leave period, you must 
give us 28 days written notice of your intended return to work date. 
 
1.20 If you decide that you do not wish to return to work for Scottish Target Shooting, you may 
resign at any time subject to the notice period given in your Statement of Particulars. 

 
1.21 However, if you were eligible to receive full pay for the first 26 weeks of your adoption pay 
period, you will have signed a form confirming that you intend to return to work for Scottish Target 
Shooting.  If you do not return to work after the birth of your baby for a period of at least three calendar 
months, you will be required to pay back to Scottish Target Shooting the difference between your full 
salary and Statutory Adoption Pay entitlements. 
 
Time Off for Ante Natal Care and Classes 
 
1.22 If it is you that is pregnant, throughout your pregnancy you will have regular care, scans and 
appointments, either at a hospital antenatal clinic or with your own GP or practice midwife.  You have 
a legal right to reasonable time off work, with pay, to attend appointments and we would ask that you 
can produce evidence of these appointments should it be required.  This entitlement to time off is 
applicable to all pregnant employees, whatever their length of service with Scottish Target Shooting. 
 
1.23 Preparation for labour and parent craft classes are also normally available, usually within the 
last three months of pregnancy.  You will also, while still working, be granted time off with pay to 
attend these classes. 
 
1.24 If it is your Partner who is pregnant, she will have regular care, scans and appointments at a 
hospital antenatal clinic or with your own GP or practice midwife.  Preparation for labour and parent 
craft classes are also normally available to couples, usually within the last three months of pregnancy. 
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1.25 You do not have a legal right to time off work to attend these appointments or classes with 
your partner.  However, you can your use annual leave or TOIL entitlements or make use of Scottish 
Target Shooting’s flexible working patterns to accompany your partner and requests for time off 
should be made in the usual way. 
 
 
 


