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Wellbeing at Work

Owl Building Control Solutions Ltd supports all staff and workers with positive wellbeing in the workplace.

Physical and Mental wellbeing doesn't have one set meaning the term can be used to cover how we feel or how well we're coping with daily life or our responsibilities at work.

Good mental wellbeing doesn't necessarily mean we are always happy or unaffected by day-to-day experiences, but it does mean we are able to cope with general day to day life. 

Poor mental wellbeing on the other hand can make it more difficult to cope with daily life which in turn leads to anxiety and depression.

If any member of staff is experiencing stress, anxiety or a feeling of being unable to cope, we encourage you to talk to your manager, HR team or another trusted senior member of the team in the first instance.

Owl building control solutions ltd encourages the following for promoting positive mental health and wellbeing.
· Find ways to relax outside of work.
· Use all your holiday entitlement.
· Make sure you have some free time for ‘you’ every day.
· Learn a new skill or join a social group.
· Spend time in nature.
· Keep in touch with and spend time with friends.
· Look after your physical health with a healthy diet and regular exercise.
· Get enough sleep.
In order to support wellbeing at work, Owl building control solutions ltd have the following policies and procedures in place which can be found in the Staff Handbook.
· Anti-harassment and bullying
· Holidays
· Flexible Working
· Hybrid Working
· Sick Pay
· Mental Health Policy
· Menopause Policy
All employees are encouraged to complete a ‘Wellness Action Plan’ to support their mental health and wellbeing by following the link below.

Wellness Action Plan
If, after having complete the action plan you would like to discuss any part of this or your daily responsibilities, please talk to your line manager or the HR team who will listen to any concerns in strict confidence and offer advice as to where you can go for support.

Mental Health Policy

Introduction

The Company is committed to protecting the health, safety and welfare of its employees and understands the positive contribution that healthy and engaged employees make to the success of the business.

For the purposes of this policy ‘mental health’ includes all disorders that affect mood, thinking and behaviour. 

The purpose of this policy is to assist with promoting a positive working environment where line managers and employees can discuss mental health and  where employees will receive initial and ongoing support and help if  experiencing mental health problems.

Where the employee is absent because of their mental health condition, the Company’s sickness absence policy will apply.

Signs of mental health problems

Early intervention is important to prevent mental health problems from escalating. It may not always be obvious that an employee is suffering from a mental health problem, however, early signs can include:
· A change in behaviour or mood especially when communicating with others
· A decrease in productivity levels and concentration
· An inability to make decisions and solve problems
· Tiredness or being withdrawn 
· Eating more or less than normal or an increasing intake of alcohol, cigarettes etc. 

Line manager responsibilities

When dealing with an employee with mental health concerns, line managers should meet regularly with their employee and ask them to talk openly about their mental health problems.  Initially, line managers should check how the employee is getting on at work, just in the same way if the employee was suffering from a physical health problem. Presumptions should not be made about how the mental health problem is impacting on the employee personally and professionally and it is important to listen to how the employee is feeling so that they can be supported in the right way. 

Employee responsibilities

Employees are actively encouraged to be open and honest about their mental health.  Support which is needed by the employee is likely to be known by themselves so by informing their line manager of any issues at an early opportunity will allow these to be addressed before they escalate.

The Company expects all its employees to be helpful and open-minded towards colleagues who have mental health problems.


Personal wellness action plan

Mind (a mental health charity) recommends a wellness action plan can be used to support staff when they are experiencing mental health problems.  The aim of the plan is to identify how an individual’s wellbeing can be proactively managed.  

All staff are encouraged to complete a wellness action plan, whether they have a mental health problem or not.

Employees should draft the wellness action plan themselves, with help from a medical professional if necessary, and then discuss with their line manager to agree practical steps which can be taken to support the plan.  These will then be monitored and reviewed regularly. 

An action plan should cover:

· actions and measures that can support the employee’s mental wellbeing
· symptoms, triggers and early signs for poor mental health or stress
· the potential impact of mental health problems on the employee’s performance
· any support required from their line manager or colleagues
· positive steps the employee can take when suffering from poor mental health or stress
· an agreed review process to ensure the support is working.

The information in the plan, and the plan itself, must be kept confidential and reviewed regularly by both the employee and their line manager. 

Workplace adjustments

The Company shall make reasonable adjustments to an employee’s role or workplace if they have a disability that places them at a disadvantage when performing their role. A disability is defined as “a mental or physical impairment that has a substantial long-term effect on normal day-to-day activities”.   The Company will seek guidance from a medical practitioner to enable all reasonable workplace adjustments to be considered. 

Managing absence and return to work

Where the employee is absent by reason of their mental health, the Company’s sickness absence policy will apply as normal.

Regular communication from the line manager will take place during the absence and a welfare meeting may be convened to establish what further support the Company can offer to the employee during their period of absence. 

Once a return to work date has been established, a return to work plan will be discussed and agreed between the line manager and the employee to ensure necessary steps can be considered and taken to facilitate a successful return to work.  This may include completing a personal wellness action plan.
These can include introducing a temporary return on amended working hours, removing stressful duties during a phased return, and providing additional workplace support as necessary.


Confidentiality

Information concerning an employee’s mental health is defined as sensitive personal information. This information will only be disclosed to others where necessary. 

Safety

OWL Building Control make every effort to provide a safe, healthy work environment. The Directors and members of staff working together to minimise risk or injury. OWL BCS is ultimately responsible for staff health & safety.

Lone Working 

Introduction

Lone workers spend some or all of their working hours alone for a variety of reasons: they may work in an isolated location, be at a client’s or customer’s premises, work from home or may simply be working outside normal office hours. In any case, the Company recognises that working alone may involve an increased risk to the health and safety of its employees. As a consequence, the Company has a policy that helps to ensure that it succeeds in its responsibility to manage the risks faced by its employees. 

· Under the terms of the Health and Safety at Work Act 1974 the Company has a duty to ensure the health and safety of its employees as far as is reasonably practical.
· The Management of Health and Safety at Work Regulations 1999 place a duty on the Company to assess the degree of risk in the workplace.

Aims of the Policy 

· To ensure the safety of lone workers when exercising their duties in the absence of any colleagues or supervisors; and
· To ensure that the Company complies with all of its legal obligations. 

Risk Assessments

The Company will carry out risk assessments on all types of work that are (or are likely to be) undertaken alone with particular regard when doing so to the following factors:

· Risk of Violence (particularly when handling money or dealing with the public)
· Equipment (must be suitable and safe for use by one person)
· Location.
· Materials (all materials used by suitable for use by one person); and
· Proximity to Help.

Procedures

All lone workers should adhere to the following guidelines when working alone:
For Office Based staff:

· Avoid unnecessary out of hours working where possible.
· Notify your manager if you are intending to work outside normal hours. 
· Familiarise yourself with your location, fire safety procedures and escape routes in the event of an emergency.
· Where possible ensure that you have keys to all entrances and exits and keep them locked at all times. 
· Do not allow unexpected visitors in unless they carry sufficient identification. 
· Familiarise yourself with the alarm system at your location.

For All Staff:
· Ensure that you leave your contact details with your manager
· Make sure that people at office/home are aware of your movements. 
· In the event that you feel unwell seek help immediately and if necessary, call 999. 

For RBI’s
· Under no circumstances should you ever undertake activities that put yourself or others at risk. 
· It is the responsibility of RBIs to act in accordance with recognised procedures and processes to ensure adherence to relevant standards outlined by the HSE & other legislation (e.g. CDM 2015). 
· It is the responsibility of RBIs to inform OWL BCS management if they have inadequate competence associated with safe practices when visiting and working within construction sites (& other remote working locations). 


Control Measures

· Employees working elsewhere than on Company premises must keep in contact during normal working hours. 
· All Lone workers will be provided with a mobile phone by the Company which they must ensure they keep charged and switched on while working.
· In the event of an emergency the main points of contact will be as follows 
· Brian Gerhardt – 07557 980903
· John Palmer – 07717 84 7326
· June Potton – 01488 669124
· All lone workers must comply fully with this policy and with any complementary instructions received from the Company. Failure to do so may constitute a disciplinary offence. 
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Menopause Policy

Introduction
The Company is committed to providing an inclusive and supportive working environment for all employees. This policy sets out the rights of employees experiencing menopausal symptoms and explains the support available to them.
Menopause is a natural part of every woman’s life, during which they may experience significant hormonal changes. Menopause isn’t always an easy transition and for those affected, everyday work can become stressful.  The Company is committed to supporting women suffering with menopausal symptoms and improving their experience at work.
Definition
Menopause usually occurs between the ages of 45 and 55 and typically lasts between four and eight years. However, each employee's experience will differ, and menopausal symptoms can sometimes begin before the age of 40. An individual may experience menopausal symptoms such as:
· hot flushes;
· night sweats;
· anxiety;
· dizziness;
· fatigue;
· memory loss;
· depression;
· mood swings;
· panic attacks;
· insomnia;
· skin irritation;
· headaches;
· recurrent urinary tract infections;
· joint stiffness, aches and pains;
· reduced concentration; and
· heavy periods.
Each of these symptoms has the potential to affect an employee's comfort, confidence and performance at work. 

Employee support

Employees are encouraged to speak to their line manager, other female manager or HR, if they are experiencing menopausal symptoms to ensure that their symptoms are treated as an ongoing health issue rather than as individual instances of ill health. Managers will maintain an open-door policy so that employees feel comfortable in approaching them and discussing their concerns. Confidentiality will be maintained at all times.
External support and help for individuals and managers can be found at:
· Menopause Matters (www.menopausematters.co.uk) which provides information about the menopause, menopausal symptoms and treatment options;

· The NHS (www.nhs.uk), which provides information and treatment options; and
· The Daisy Network (www.daisynetwork.org), a charity which provides support for people experiencing premature menopause or premature ovarian insufficiency.
Reasonable adjustments

The Company has a duty to provide a safe working environment for all employees and commits to ensuring that suitable adjustments and additional support are available to individuals experiencing menopausal symptoms. The Company acknowledges that the menopause affects individuals in different ways and therefore no adjustment will be made without a full discussion.. 

Examples of adjustments include: 

· conducting a risk assessment to identify any areas that are a detriment to individuals going through the menopause; 
· changing the location of the employee’s work station so they are away from hot and cold spots around the office; 
· implementing temperature control, such as an open window or access to a fan;
· allowing flexibility within the Company’s dress code where reasonable;

Once any adjustments are agreed, they will be regularly reviewed to understand the benefits to the employee and any detrimental effect they may have on the Company . 

Data Protection 

The Company will process personal data in accordance with its Data Protection Policy. 
Data is held securely and accessed by, and disclosed to, individuals only for the purposes of providing the necessary support to employees. 

Home Working Policy

Introduction 

The Company recognises that its employees are its most important asset and is committed to improving the working lives of all employees. The home working policy is one of the flexible working options which can be requested by employees; it has been introduced with the aim of providing a better work life balance for all employees.

Purpose and Scope 

This policy sets out the Company’s position on home working:

Policy Statement

[bookmark: _Hlk63075825]As far as possible, the Company operates flexible working arrangements. The home working policy is one of the flexible working options which can be requested by employees; it has been introduced with the aim of providing a better work life balance for all employees. 

The Company realises that there are situations where conflict between work and home life creates difficulties and where temporary or permanent changes to working arrangements can enable employees to re-establish a balance. The options available in this policy can help employees to accommodate the needs of both their home and professional lives.

This policy does not form part of the employment contract and the Company may update it at any time.

The policy fits with the Company’s vision of providing the highest standards of service and achieving greater efficiency by providing a better working environment.

Policy Aims & Benefits

This Home Working Policy aims to: 

· increase the options for flexible working arrangements. 
· reduce costs.
· increase efficiency.  
· improve recruitment; and
· improve employee retention rates.

The benefits of the policy for both the Company and its employees include:

· Retention of trained employees who might otherwise have to leave for domestic reasons, resulting in savings on the recruitment and training of new staff.
· Reduction in office accommodation space.
· Greater job satisfaction and personal responsibility.
· Enhanced quality of life.
· Greater flexibility for combining work and domestic commitments; and
· Furtherance of the Company’s Equal Opportunities Policy, for example home working can help employees with disabilities.

Home Working Definition

Home working is where employees perform some or all their duties at home.

When home working, employees’ contractual obligations, including core working hours, continue to apply.

Home working can be divided into two categories:

Regular home working: full-time or part-time employees with a formalised agreement to work from home on a regular basis for the whole or a significant percentage of their working week.

Occasional or ad hoc home working: employees who work at home on an ad hoc basis, without a formalised agreement, to carry out a specific task. The office base for these employees will remain the Company’s office.

General Principles

· This policy applies to all eligible employees of the Company. All eligible employees can request formal home working arrangements; however, the Company will determine which posts are suitable for home working.
· The Company encourages and supports home working where it meets business needs. The Company will consider the appropriateness of home working and will implement it where there are demonstrable benefits to both the Company and its employees.
· The Company will regularly monitor and review home working arrangements in order to ensure their continued effectiveness. To this end, regular contact must be maintained between the home working employees and their line manager. 
· The Company will treat all employees fairly, whether they are home or office based.
· Employees who work from home must ensure that they have a suitable environment in which they can work. Employees must ensure that they can work free from disruption, e.g., by having adequate care arrangements in place for dependents who may be at home during working hours.
· It is the responsibility of the home working employees to inform their line manager if their home working base changes.
· Employees are entitled to apply for combinations of flexible working options.
· All employees, whether working at home or at their office base, are required to comply with the policies and procedures of the Company.
· Occasional/ad hoc homeworking may need to be arranged at short notice. Reasons for occasional homeworking may include the illness of a child or adverse weather conditions. In these situations, employees should contact their manager as soon as they think they will need to work from home. The manager will decide whether or not to authorise homeworking on that occasion.

Applying for Formalised Home Working

To work effectively, home working has to primarily meet the business needs of the Company. Whilst not all jobs are suitable for home working, any request will be considered on its merits.

Applications for home working will be approved at the line manager discretion, considering the individual’s circumstances and the needs of the Company. When a request for home working has been refused the Company will provide the reasons for the refusal in writing.

If employees feel that an application for home working has been unreasonably refused, they may appeal against the decision in line with the Appeals procedure contained in the Company’s Flexible Working Policy.

Approved home working arrangements will be subject to a trial evaluation period before being confirmed.

The Company reserves the right to review and vary existing home working arrangements.

If the employee moves to a new house, the home working arrangement will be reassessed.

The Company reserves the right to end an existing home working arrangement if it is proving unsatisfactory.

Home working may be withdrawn from employees who abuse the system. Such employees may also face disciplinary action under the Company’s disciplinary policy.

Selection Criteria

In determining whether to grant a request for home working the following criteria will be considered:

· The suitability of the job and whether the work is capable of being undertaken at home.
· The impact on the level of service, efficiency, and effectiveness.
· Whether costs incurred are reasonable.
· The needs of the employee for more flexible working arrangements.
· The suitability of the home environment.
· The suitability of the employee.
· The ability of the employee to cope with reduced social contact; and
· Whether arrangements can be put in place for effective communication between the home working employee and the Company.

Equipment and Connectivity

At the discretion of the Company the necessary equipment to enable employees to work effectively from home may be provided. This will usually include:

· Relevant IT equipment including PC, laptops, printer,.
· Furniture including desk, chair, lockable drawers etc.
· Mobile phone where appropriate; and
· Consumables, such as printer paper and ink, and stationary.

Further to discussions with the manager, the Company may bear the cost of installing, maintaining, repairing, or replacing the equipment.

The Company reserves the right to enter the employee’s home for the purposes of maintaining and servicing any equipment which has been provided.

Any equipment supplied by the Company is not for personal use. The equipment should be used exclusively for Company business and it must not be used by anyone other than the employee.

The equipment provided will remain the property of the Company. Employees are required to return any equipment supplied by the Company should the home working arrangement end.

Use of personal equipment for work purposes is permissible if it satisfies the necessary Health and Safety and technical requirements.

The Company will not be responsible for maintaining employees’ own computers and equipment. 

Health and Safety

The Health and Safety at Work Act 1974 applies to home working employees as well as office-based employees. Under the Act, the Company is responsible for the health, safety, and welfare of its employees, wherever they work. At the same time employees have an obligation to ensure that they take reasonable care not to expose themselves and others to risks to health and safety.

Prior to any employee starting home working, the Company will undertake a risk assessment at the employee’s proposed place of work in order to ensure that it is suitable for its purpose and that the work can be carried out safely. This may be carried out by the employee themselves. Should any remedial work or measures be required, they must be completed prior to the employee starting to work from home.

The risk assessment will be reviewed on an annual basis to ensure that it remains appropriate.

Home working employees are responsible for day-to-day health and safety issues and for reporting any concerns to the manager. Employees must take reasonable care to ensure that they work in a safe working environment. 

Failure to comply with the health and safety provisions may result in the withdrawal of the home working arrangement and disciplinary action.

Insurance and Other Financial Concerns

The employee will be responsible for providing and maintaining a valid and comprehensive insurance policy for all equipment supplied to them for home working. Employees must take reasonable care to ensure that all equipment owned by the Company is kept secure.

Employees will be held responsible for the loss or damage to any supplied equipment when caused by failure to take adequate precautions to ensure its safety.

It is the responsibility of the home working employee to provide adequate home buildings and contents insurance. The Company will not accept liability for damage caused to the home or its contents.

Home working arrangements may affect the home and contents insurance policies of the householder. Before commencing home working, employees are required to contact their own insurance company to advise that they will be working at home on a regular basis. 

Some mortgage and rental agreements do not allow for the home premises to be used for work purposes. It is the responsibility of the employees to inform their landlord or mortgage provider and to obtain permission where necessary.

Employees should check with their local council as to whether business rates are payable in respect of any part of their home used for business purposes.

The Company will not accept any responsibility for an employee who suffers any detriment, loss, or legal action as a result of not obtaining the necessary permissions from their insurer, mortgage lender, landlord etc.

Confidentiality, Security and Data Protection 

All employees, whether working at home or at their office base, are required to comply with the Company’s Data Protection Policy.

Employees are responsible for ensuring the security of the Company property and all Company information, files, documents etc. within their possession.

It is the responsibility of the line manager to determine whether the home working employee is able to retain the security and confidentiality of information within the home. Line Managers must be satisfied that all reasonable precautions are taken to maintain confidentiality of material in accordance with the requirements of the Company.

Data security is a particular concern for home working employees. The Company may want to carry out a data protection risk assessment before deciding whether to agree to a homeworking request.  Employees must ensure that all information stored and accessed, including written information and that held on a computer, is secure and cannot be accessed by other parties. Employees must take no action which might prejudice the security of such information.

Employees must report any actual or potential breach of security, confidentiality, or data protection to their line manager immediately.

Failure to keep information secure is a serious matter and will be dealt with under the Company’s disciplinary procedure.

Hours of work

Employees working from home and their line manager are required to agree an appropriate working pattern in the Home Working Agreement. Home working employees must ensure that appropriate breaks are taken.

Requests from home working employees to change their hours of work will be treated in the same way as requests from office-based employees and must be agreed by their line manager.

Annual and Sick leave 

Requests for annual leave must be sent to and agreed by the individuals line manager following the normal procedure.

Employees working from home will be subject to the normal sickness absence procedures.

Expenses 

Expenses paid for by the Company will be agreed at the outset of the Home Working Agreement.

Further reasonable expenses incurred by the employee may be reimbursed at the Company’s discretion, to be decided on a case-by-case basis.
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