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Know Your Rights – Getting Individual member support - FAQ 
1-Where do I find information on the terms & conditions of my employment such as working hours and holiday entitlement etc?

Every staff member should look at your Contract of Employment.  You would have been issued with one when you started your employ,ent  Keep it where you can find it! Get to know it!  If you can’t find it, email HR and ask for a copy.  
Whilst most entitlements are the same whatever your job is, your Contract of Employment will also contain any specific, individual terms of employment so it is important to have a copy. 
2-How can I check that I am not being asked to carry out work that is not part of my job?
Any information regarding what is expected of you in your day-to-day role at Oaklands should be detailed in your Job Description which you should have been issued when/before you started. This is different from your Contract of Employment and both documents taken together are the two main reference documents about your employment.  Everybody should have one – keep it safe along with your Contract of Employment.  If you can’t find yours, email HR to ask for it. 
3-I’m not happy with the behaviour of a colleague towards myself and others, what should I do?
Any complaint made between colleagues is dealt with using what is called the Grievance Procedure.  You should always try to resolve issues informally, but this doesn’t always work.  Depending on the nature of the issue there is also the Bullying & Harassment Procedure to refer to as well as the Grievance Procedure.
 Other policies may also be relevant, such as the Capability Procedure or Wellbeing/Dignity at Work policies.  
There are policies and procedures across a multitude of topics that members can refer to for information and check if they are being followed. Such policies and procedures will cover such areas as Annual leave (including special leave entitlement), sickness -absence, disciplinary etc. 
Do you know how to find these?
All policies and procedures should be easily available to staff. They will usually be placed somewhere on the internal intranet / SharePoint pages of your institution or by requesting a copy directly from HR.


4-What if I haven’t been able to resolve my issue at work and need further help and advice after doing the above? 
Before you contact the branch it’s very useful especially in complicated situations to complete a casework referral form which you can download via the link on the website page here – 
Once we receive it we will be in touch to see how best we can support you and/offer advice and guidance. 
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