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Guardianship Services Ltd
Quality Policy
Guardianship Services Ltd ’s quality policy has been established specifically to enable the company to achieve
sustainable and profitable growth by providing cleaning & security services which routinely satisfy and where
possible exceed the expectations and requirements of its customers and other key stakeholders (including
employees of the company as internal customers).
This level of quality will be achieved through application of an audited system of company operating procedures
that reflect the competence of the company to existing customers, potential customers, employees, stakeholders
and independent auditing authorities of adherence to the recognised British Standards for the sectors of security
in which it operates and the international standard ISO9001:2015.
Successful achievement of this policy involves all staff, all of whom are individually responsible for the quality of
their work and have been made aware of this fact and how they may contribute towards overall organisational
improvement through the quality of their work.
To achieve and maintain the required level of quality assurance the Managing Director retains responsibility for
the Quality System and oversees the management of the system with recourse to outsourced specialist advice
in the form of consultancy services. All executive policy requirements are rolled out via the Managing Director.
The objectives of the Quality Assurance System are:
i.
ii.
iii.
iv.
v.

Continually improve our Quality Management System through ISO 9001(Quality Systems) and other
industry specific accreditation schemes such as the British institute of cleaning science Members
accreditation scheme and Security Industry Authority’s Approved Contractor Scheme.
To achieve and maintain a level of service delivery quality which enhances the Company's
reputation with customers, consumers, employees and other key stakeholders.
To ensure compliance with relevant statutory and safety requirements.
To routinely seek, at all times, to maximize customer satisfaction with the security services
provided by Guardianship Services Ltd .
Meet all applicable requirements.

The Director is committed to encouraging and maintaining a culture of continuous improvement and professional
development within the company whereby all staff are required to comply with the requirements of the Quality
Management System and are actively encouraged to suggest improvements. All staff are empowered with the
relevant authority to perform their allocated responsibilities and are informed of such, via job descriptions and
role specifications. All staff share the authority and responsibility of identifying non-compliances or possible
improvements regarding the Quality Management System and should notify any and all concerns to the head
office of Guardianship Services Ltd .
The Manging Director continually reviews the company's performance and resources to ensure that adequate
staff, equipment and materials are available to meet all quality service requirements.
This policy will be communicated to all existing and new staff, and other parties who may be impacted upon by
the performance of Guardianship Services Ltd in the discharging of our business. This policy will be reviewed on
a regular basis to ensure their continuing suitability.

Signed:
Managing Director

QP01: V1 26TH Feb 2020

Date 26-02-2021

Review Date 26-02-2022

Guardianship Services Ltd
Environmental Policy
It is the aim of Guardianship Services ltd to ensure that its operations and activities, in no way,
adversely affects the environment. A commitment to continually improve environmental performance,
with a view to reducing environmental impacts to levels not exceeding those corresponding to
economically viable applications of best available practices and techniques, has been established by
the Directors.
POLICY AIMS:
All new policies introduced into Company procedure will be assessed for their effects on the
environment. The Company aims, where possible to minimize the use of energy in its own buildings,
vehicles and equipment.
The company aims to follow the code of practice set down by EHRC (Equality and human rights
commission code of practice).
The Company aims where possible to control the consumption of water to a level appropriate for
efficient Operations only.
The Company will ensure that the drivers of all Company vehicles will adopt a sensible driving style to
reduce noise levels and omissions reducing air and noise pollution.
Where and when economically viable the Company will endeavour to run its fleet on unleaded, highoctane fuel or diesel.
The Company will work towards a reduction in air pollution in our operational areas.
The Company will encourage employees and personal contacts to reduce their negative impact on
the environment.
The Company will ensure that the Company requirements necessitate minimal use of solvents to
reduce water pollution.
The Company will ensure that a strict policy is adhered to in the purchase of materials to meet
operational needs and to minimize the production of waste.
The Company will where practicably ensure that all recyclable waste is disposed of in an appropriate
way.
The Company will ensure that the condition of buildings, surroundings, and facilities available to both
employees and Company contacts are operating in accordance with our environmental policy.
The Company will endeavour to educate with information its employees and contractors of the
Company and local operating Councils Environmental policies.

Signed:
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Guardianship Services Ltd
Recruitment Policy
This policy sets out the recruitment process to be observed when identifying, assessing and
appointing human resources for Serjeant Security Ltd, to ensure that a consistent methodology exist
to appoint appropriately skilled staff into vacancies within the Company.
Policy Statement
The recruitment and selection process plays a fundamental and crucial role in the functioning and
development of the Company and is therefore considered an integral part of the overall business
strategy.
Guardianship Services Ltd is committed to establishing the following recruitment practice principles:
•

To recognise that personnel selection decisions are an investment and that ill-considered
decisions can lead to high employee turnover, inefficiency, disciplinary and ill health costs etc.

•

To identify the criteria against which to select the most suitable candidate by use of an up to date
job description and person specification, which determines the precise mix of qualifications,
experience, aptitude and competencies needed by applicants and the appropriate customer.

•

To use only appropriate, professional and effective interview techniques.

•

To make employment decisions against pre-determined selection criteria ensuring the recruitment
process, being both efficient and cost effective.

•

Ensure consistency of treatment for all applications across the Company.

•

Ensure that Guardianship Services Ltd meets all legislative obligations arising through relevant
employment legislation.

Recruitment Procedures:
Prior to commencing recruitment, details of the post, customer requirements, the person specification
and the method of recruitment should be carefully considered.
Equal Opportunities:
Guardianship Services Ltd is committed to its Equal Opportunities Policy. Managers should therefore
ensure that they do not discriminate either directly or indirectly at any stage of the recruitment and
selection process.
Job Descriptions:
Before the recruitment process commences, a job description should be drawn up which should
summarise the main responsibilities of the job and the contribution to the Company for which the
jobholder will be held accountable.
The following requirements should be identified:
•
•

The qualifications necessary to do the job
The skills, aptitudes, knowledge and experience
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•
•
•

Recruitment Policy
The personal qualities relevant to the job, e.g. the ability to work as part of a team
The person specification should not include unnecessary or marginal requirements that might
in anyway discriminate.
Overall competency to do the job as far as practicable.

Recruitment Sources:
Internal Adverts/ Candidates Guardianship Services Ltd policy is to encourage employee
development and to promote from within the Company wherever possible. Vacancies may therefore
be advertised internally in the first instance.
External Sources
Unsolicited Applications – Unsolicited speculative applications may be received from time to time.
The suitability of the applicants can then be ascertained if a vacancy arises.
Advertising – Advertisements should be clear and state briefly:
•
•
•
•
•
•
•

The requirements of the job
The necessary and desirable criteria for job applicants
The job location
The salary/wage rate
The benefits package
The application procedure
The length of the contract if not permanent.

Advertisements may be placed in a variety of media including the Company website; trade press;
local/national press and the Company newsletter.
Short listing
In reviewing applications each should be considered objectively and where applicable a short-list
drawn up (the company acknowledges that short listing may not always be necessary). The following
points should be remembered if short listing is to be used:
•
•
•
•

Use objective criteria and only shortlist those who meet the selection criteria as outlined on the
person specification.
Avoid any form of discrimination on race, religion, sex, sexual orientation, disability, age, trade
union membership or other grounds.
If the first short listing does not produce applicants meeting the criteria, consider a review of the
specification or review the effectiveness of the media used.
Carry out the short-listing as soon as possible after the receipt of all applications to preclude
unnecessary delays. A closing date for applications for certain roles is good practice.

Referring Candidates for Interview
Candidates should be required to bring the following items to interview:
•
•

Evidence of qualifications relevant to the role applied for.
Birth certificate/passport or driving licence and other documentation that satisfies the
requirements of BS7858 and prevailing UK legislation immigration/residency requirements.
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Recruitment Policy
All interviews must be confirmed in writing to the candidates. In order to avoid disability
discrimination, it is advisable for candidates to be given the opportunity before the interview to
indicate whether they have specific requirements and therefore any necessary and reasonable
adjustments, which need to be made in advance.
Interviews
The purpose of the interview is to:
•
•

Exchange information in order to predict how successfully the candidate would perform in the job
and assess his/her suitability against predetermined criteria.
Provide the candidate with details of the job and the organisation.

During the interview, the interviewer(s) should:
•
•
•
•
•
•
•

•
•
•
•
•

Put the candidate at ease and ensure they do not feel intimidated or threatened.
Question the information given in the CV or application form and be aware that it may be untrue
and/or exaggerated.
Ask probing questions to verify facts and responses and not accept everything that is said at face
value.
Ask open questions - avoid closed questions, which prompt a “yes” or “no” answer or leading
questions, which indicate the appropriate answer.
Ask questions which are linked to the person specification and job description.
Investigate any gaps in employment.
Ask specific questions on health if these relate to the applicant’s capability to do the job.
Questions about health should be kept separate from questions about disability throughout the
recruitment process. Disability is not synonymous with ill health. It may be helpful to ask ‘If you
have a disability that may affect the way you could do the job, are there any reasonable
adjustments which can be made?’ (It is discriminatory not to employ someone solely because of
a medical condition if that condition meets the definition of a disability as defined in the Disability
Discrimination Act 1995, as updated by the Disability Discrimination Act 1999).
Not ask any discriminatory questions.
Offer the candidates the opportunity to ask questions.
Also take the opportunity to verify professional registrations.
Confirm the identity of the candidate by taking a copy of the identification they have brought to the
interview e.g. passport, birth certificate, or driving licence. [For the successful candidate, this will
later form part of their vetting file.]
Take the opportunity to verify that the candidate possesses qualifications required for the position
by having sight of documentary evidence and/or taking copies for future reference.

All candidates should be advised how long it is likely to be before they hear about the outcome.
Appointment Procedures
Candidates should be informed of the outcome of their application as quickly as possible.
Unsuccessful candidates at interview stage should be informed in writing that they have been
unsuccessful. This should be done sympathetically. On occasions, it may also be appropriate to offer
unsuccessful candidates constructive feedback.
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Recruitment Policy
Job offers should be made as soon as possible after the selection process has been completed.
Offers should be made formally in writing and candidates should be told they are subject to the receipt
of satisfactory vetting covering the preceding 5 years.
Once offered a provisional place, the prospective employee must complete the employee evaluation.
This is to ascertain what skills they have and identify any areas of weakness. This covers numeracy
and literacy as well as general knowledge and understanding of their role as a security officer.
Guardianship Services Ltd accepts that there may be circumstances where an employee who has left
its employment wishes to be re-employed. With the exception of employees who have been
dismissed for disciplinary reasons. When considering whether to re-employ an ex-employee
managers should give careful consideration to the reasons why he/she left Serjeant Security Ltd.
Licence Linked Process
As part of the recruitment process we will ensure that all employees are subject to a licence linked
review. This purpose of this is to ensure that regardless of qualification the suitability of the candidate
is well understood. This will be tested through targeted questions/role plays and also practical’s e.g.
completion of an incident report. The results of which shall be reviewed and recorded by
management. This may instigate additional training before personnel are deployed to site.

Signed:
Head of Operations
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Guardianship Services Ltd
Training Policy
Guardianship Services Ltd is committed to providing the necessary training and support to ensure that
all persons employed are appropriately trained and competent in their specific job roles, to ensure the
continued effective operations of the organisation and the continued delivery of services that meet
and where possible, exceed, our customers expectations.
Training Objectives
•
•
•
•
•
•
•

To ensure that all employees are provided with the necessary basic training and for example
where appropriate training required for an SIA Licence relevant to their job to ensure that they
become competent, as are assessed as such within a reasonable time.
To make sure that procedures are in place to manage the implementation of changes to
procedures that are relevant to the type and impact of the change including communicating the
change to the relevant employees training.
To ensure that those employees who exhibit a desire to further develop their skill and knowledge
have the necessary support to do so.
To provide training on the Data Protection Act so that all employees understand their
responsibilities.
To provide employees with an opportunity to work towards a National Vocational Qualification in
security.
To identify and develop those employees who have leadership/managerial potential to establish
career paths and succession planning internally as far as possible.
To establish training applications into everyday activities and promote the importance of
continuous learning amongst all employees.

GUARDIANSHIP SERVICES LTD aims to ensure that:
•
•
•
•
•
•
•
•
•

its stated objectives are met
each member of staff understands what his or her work role involves
each person is developed to enable them to achieve their work objectives
staff are prepared and equipped to deal with changes in GUARDIANSHIP SERVICES LTD
and each change is communicated clearly via site visits and other one to one’s.
to provide Data Protection Act training/refresher training and those in high risk areas to
provide them with additional contact.
each individual is encouraged to develop his or her potential, both personally and
professionally through an allocated budget designated to training to offer opportunities to
develop NVQ’s etc.
One to one mentoring is in place to support those in supervisory positions the skills required
for leadership.
Feedback on individual staff is given – both positive and negative and to identify further
training if required.
lifelong learning is supported and encouraged for all staff.

Principles of the training policy
•

•

Training and development makes GUARDIANSHIPSERVICES LTD a more effective
organisation. Guardianship Services Ltd continued success depends upon meeting the
objectives set by the Board in consultation with key stakeholders. This will be achieved
through staff who are competent in their roles.
Training and development can be defined as any activity designed to help individuals become
more effective at their work by improving, updating or refining their knowledge and skills. It

QP04 Issue 01 01/05/2021

Guardianship Services Ltd
•

•
•

•

•

•

•

•

encompasses a range of activities including, for example, involvement in various projects,
attendance at training courses, conferences or seminars, visits to other institutions, formal
study, coaching and mentoring.
GUARDIANSHIP SERVICES LTD believes that training and development is a continuous
process. There is an expectation that staff will keep abreast of developments within their own
area of expertise, and all staff are encouraged to undertake development activities throughout
their working lives.
The GUARDIANSHIP SERVICES LTD performance review system allows for specific input
from individuals in relation to suggestions for development.
Guardianship Services Ltd approach to the provision of training and development is to
consider the development needs identified and how these should be met. This is in line with
Guardianship Services Ltd definition of training and development, and it focuses attention on
development activities that add value to the business, enabling GUARDIANSHIP SERVICES
LTD to meet its strategic objectives.
The responsibility for identifying training and development needs and carrying out agreed
training and development activity is shared between the line manager and member of staff.
GUARDIANSHIP SERVICES LTD will encourage and support appropriate training and
development.
Line managers are responsible for providing support and guidance in relation to the training
and development of those reporting to them, particularly in relation to the identification of
training and development needs and making sure that appropriate action can be taken as a
result.
Each member of staff is expected and encouraged to take ownership and responsibility for
their personal development in relation to their work, within the framework of support provided
by GUARDIANSHIP SERVICES LTD. This includes analysing one’s own skills, aptitudes and
potential development needs, as well as having a positive attitude and proactive approach to
development.
GUARDIANSHIP SERVICES LTD is committed, through its performance review process, to
the creation of training and development opportunities for all staff, and will work to ensure
equality of opportunity across all training and development activity. Equal opportunities will be
monitored specifically and reported on annually to the Board.
GUARDIANSHIP SERVICES LTD will monitor and evaluate training and development activity
so as to continually learn and improve provision. All staff are expected to participate in the
evaluation of training and development.

The training policy provides a framework within which decisions can be made and supported with
regard to the development of individuals and groups within GUARDIANSHIP SERVICES LTD .

Signed:
MD
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Guardianship Services Ltd
Company Health and Safety Policy
Guardianship Services Limited is committed to providing a safe and healthy environment for all
employees and visitors whilst in their offices and on site. It is the responsibility of Guardianship Services
Limited Ltd to ensure the well being of all personnel whilst employed upon their premises under the
Health & Safety at Work Act 1974.
They are equally committed to ensure that as far as possible, whether in Company or customers'
premises, that all operations are conducted to ensure as far as reasonably possible the Health & Safety
of their employees and all persons likely to be affected by their operations, including Sub-Contractors
and the public.
In support of the above general statement, it is the responsibility of any employees to approach their
immediate supervisor and to comment on any subject that he or she feels is relevant to maintaining or
improving health and safety at work. In addition to verbal reporting, every employee has the right to
submit in writing their observations, concerns, suggestions, or recommendations on any aspect
connected with health and safety, direct to the Assistant Manager. All employees have a legal duty
not only to work in a safe manner but also to co-operate in efforts made to create and maintain a safe
environment.
The Managing Director will apply this policy throughout the Company's operations.

Policy Objectives
To achieve the following:
•
•
•
•
•
•
•

That the Company’s operations are conducted as to prevent any injury to persons and to avoid
damage to property.
The observance of the requirements of the Health and Safety at Work Act 1974 and all
obligations under that act.
To ensure that all staff receive adequate and appropriate training
To insist that staff observe safe working practices at all times.
To institute proper reporting and investigation of incidents and damage with a view to achieving
a reduction in accidents. Incident rates will be calculated by analysing causes and trends.
To provide and maintain reasonably safe working conditions.
To provide and maintain suitable and adequately trained employees.

Issued by: Paul Driver
Managing Director
Date: 05/01/2021

QP 05 Issue 01/05/21.

Review date: 01/05/2022
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Guardianship Services ltd Data Protection Policy
Introduction
Purpose
Guardianship Services Ltdis committed to being transparent about how it collects and uses the personal
data of its workforce, and to meeting its data protection obligations. This policy sets out our commitment
to data protection, and individual rights and obligations in relation to personal data.
This policy applies to the personal data of Job Applicants, Employees, Contractors, Volunteers,
Apprentices and former Employees, referred to as HR-related personal data. This policy does not apply
to the personal data of Clients or other personal data processed for business purposes.
Guardianship Services Ltdhas appointed P Driver as the person with responsibility for data protection
compliance within the organisation. He can be contacted at paul@guardianshipservicesltd.co.uk for
Questions about this policy, or requests for further information, should be directed to him.
Surveillance and Security Data
CCTV, and Electronic Access Control is used for maintaining the security of property and premises
and for preventing and investigating crime, it may also be used to monitor staff when carrying out
work duties. For these reasons the information processes may include visual images, personal
appearance and behaviours. This information may be about staff, customers and clients, offenders,
members of the public and those inside, entering or in the immediate vicinity of the area under
surveillance. Where necessary, or required, this information is shared with the data subject
themselves, employees and agents, service providers, police forces, security organisations and
persons making an enquiry.

Definitions
"Personal data" is any information that relates to a living individual who can be identified from that
information. Processing is any use that is made of data, including collecting, storing, amending,
disclosing or destroying it.
"Special categories of personal data" means information about an individual's racial or ethnic origin,
political opinions, religious or philosophical beliefs, trade union membership, health, sex life or sexual
orientation and biometric data.
"Criminal records data" means information about an individual's criminal convictions and offences,
and information relating to criminal allegations and proceedings.
Data Protection principles
•

Guardianship Services Ltdprocesses HR-related personal data in accordance with the following data
protection principles:

•

Guardianship Services Ltdprocesses personal data lawfully, fairly and in a transparent manner

•

Guardianship Services Ltdcollects personal data only for specified, explicit and legitimate purposes

•

Guardianship Services Ltdprocesses personal data only where it is adequate, relevant and limited to
what is necessary for the purposes of processing
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•

Guardianship Services Ltdkeeps accurate personal data and takes all reasonable steps to ensure that
inaccurate personal data is rectified or deleted without delay

•

Guardianship Services Ltdkeeps personal data only for the period necessary for processing

•

Guardianship Services Ltdadopts appropriate measures to make sure that personal data is secure, and
protected against unauthorised or unlawful processing, and accidental loss, destruction or damage
We will let you know the reasons for processing your personal data, how we use such data and the
legal basis for processing in our Privacy Notices. We will not process personal data for other reasons.
Where we rely on our legitimate interests as the basis for processing data, we will carry out an
assessment to ensure those interests are not overridden by the rights and freedoms of any individuals.
Where we processes special categories of personal data or criminal records data to perform obligations
or to exercise rights in employment law, this is done in accordance with a policy on special categories
of data and criminal records data.

Guardianship Services Ltdwill update HR-related personal data promptly if an individual advises that
his/her information has changed or is inaccurate.
Personal data gathered during the employment is held within the individual's personnel file (in hard copy
or electronic format, or both), and on HR systems. The periods for which the organisation holds HRrelated personal data are contained in its Privacy Notices.
We keep a record of our processing activities in respect of HR-related personal data in accordance with
the requirements of the General Data Protection Regulation (GDPR).
Individual rights
As a data subject, you have a number of rights in relation to your personal data.
Subject Access Requests
You as an individual have the right to make a Subject Access Request. Should you do this, we will tell
you:
•

whether or not your data is processed and if so why, the categories of personal data concerned and the
source of the data if it is not collected from yourself

•

to whom your data is or may be disclosed, including to recipients located outside the European
Economic Area (EEA) and the safeguards that apply to such transfers

•

for how long your personal data is stored (or how that period is decided)

•

your rights to rectification or erasure of data, or to restrict or object to processing

•

your right to complain to the Information Commissioner if you think Guardianship Services Ltdhas failed
to comply with your data protection rights; and

•

whether or not we carry out automated decision-making and the logic involved in any such decisionmaking
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Guardianship Services Ltdwill also provide you with a copy of the personal data undergoing processing.
This will normally be in electronic form if this request has been made electronically, unless you agree
otherwise.
[If the individual wants additional copies, the organisation will charge a fee, which will be based on the
administrative cost to the organisation of providing the additional copies.]
To
make
a
Subject
Access
Request,
you
should
send
the
request
to
paul@guardianshipservicesltd.co.uk In some cases, we may need to ask for proof of identification
before the request can be processed. Guardianship Services Ltdwill inform you if we need to verify your
identity and the documents we require.
We will normally respond to a request within a period of one month from the date it is received. In some
cases, which include processing large amounts of data, we may respond within three months of the
date the request is received. We will write to you within one month of receiving the original request to
tell you if this is the case.
If a Subject Access Request is manifestly unfounded or excessive, we are not obliged to comply with
it. Alternatively, we can agree to respond but will charge a fee, which will be based on the administrative
cost of responding to the request. A Subject Access Request is likely to be manifestly unfounded or
excessive where it repeats a request to which we have already responded. If a request is submitted
that is unfounded or excessive, we will notify you that this is the case and whether or not we will respond
to it.

Other rights
You have a number of other rights in relation to your personal data. They can require us to:
•

rectify inaccurate data

•

stop processing or erase data that is no longer necessary for the purposes of processing

•

stop processing or erase data if the individual's interests override Serjeant Security Ltd’s legitimate
grounds for processing data (where Guardianship Services Ltdrelies on legitimate interests as a reason
for processing data)

•

stop processing or erase data if processing is unlawful; and

•

stop processing data for a period if data is inaccurate or if there is a dispute about whether or not your
interests as an individual override Serjeant Security Ltd’s legitimate grounds for processing data
To ask Guardianship Services Ltdto take any of these steps, you should send the request to
paul@guardianshipservicesltd.co.uk .
Data Security
Guardianship Services Ltdtakes the security of HR-related personal data seriously and has internal
policies and controls in place to protect personal data against loss, accidental destruction, misuse or
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disclosure, and to ensure that data is not accessed, except by employees in the proper performance of
their duties, including internal policies and controls i.e. systems restrictions and IT policy.
Where Guardianship Services Ltdengages third parties to process personal data on its behalf, such
parties do so on the basis of written instructions, are under a duty of confidentiality and are obliged to
implement appropriate technical and organisational measures to ensure the security of data.
Data Breaches
Should Guardianship Services Ltddiscover there has been a breach of HR-related personal data that
poses a risk to the rights and freedoms of individuals, it will report it to the Information Commissioner
within 72 hours of discovery. We will record all data breaches regardless of their effect.
If the breach is likely to result in a high risk to the rights and freedoms of individuals, we will tell affected
individuals that there has been a breach and provide them with information about its likely
consequences and the mitigation measures it has taken.
International data transfers
The organisation will not transfer HR-related personal data to countries outside the EEA.
Individual responsibilities
You as an individual are responsible for helping Guardianship Services Ltdkeep your personal data up
to date. You should let the HR Department know if data provided changes i.e. should you move house
or change bank details.
You may have access to the personal data of other individuals and of our customers and clients in the
course of your employment. Where this is the case, we rely on individuals to help meet our data
protection obligations to staff and to customers and clients.
Individuals who have access to personal data are required:
•

to access only data that they have authority to access and only for authorised purposes

•

not to disclose data except to individuals (whether inside or outside the organisation) who have
appropriate authorisation

•

to keep data secure (i.e. by complying with rules on access to premises, computer access, including
password protection, and secure file storage and destruction)

•

not to remove personal data, or devices containing or that can be used to access personal data, from
Serjeant Security Ltd’s premises without adopting appropriate security measures (such as encryption
or password protection) to secure the data and the device

•

not to store personal data on local drives or on personal devices that are used for work purposes; and

•

to report data breaches of which they become aware to cs@serjeantsecurityltd.co.uk immediately
Further details about Serjeant Security Ltd’s security procedures can be found in our Data Security
Policy.
Failing to observe these requirements may amount to a disciplinary offence, which will be dealt with
under Serjeant Security Ltd’s Disciplinary Procedure. Significant or deliberate breaches of this policy,
such as accessing Employee or customer data without authorisation or a legitimate reason to do so,
may constitute gross misconduct and could lead to dismissal without notice.
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Training
Guardianship Services Ltdwill provide training to all individuals about their data protection
responsibilities as part of the Induction process and at regular intervals thereafter.
Individuals whose roles require regular access to personal data, or who are responsible for
implementing this policy or responding to subject access requests under this policy, will receive
additional training to help them understand their duties and how to comply with them.

Signature:
Name: Paul Driver
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Guardianship Services Ltd
TUPE Policy
TUPE (Transfer of Undertakings and Protection of Employment) will apply to all applicable contracts
that fall under legislative guidelines.
As soon as notification of contractual award is announced the Company will ensure that a full and
meaningful consultation of staff, through the recognised trade unions/staff associations, at the earliest
practicable time is conducted. All security personnel will be made aware of their rights under the
Transfer of Undertakings Regulations 1981. The Company will observe contractual positions with
regards to pay and holidays with the objective of improving employee terms and conditions where
practicable.
A Head Office representative will be assigned to every new contract and will be the point of contact to
discuss terms and conditions of employment and to ensure the smooth transition of employees from
one company to another. A meeting will be made prior to any transfer date at the appropriate
assignment where possible to engage with transferring employees, with the agreement of the
customer.
In accordance BS 7858, the Company is obliged to carry out full screening on all employees
employment history during the first 12 weeks of the transfer period. Anyone that is unable to satisfy
the Company requirements in relation to the screening will be invited to attend a meeting to discuss
their position within the Company. The following checklist will be referred to in all instances where
TUPE is held to apply:
HR Area
Length of service
(employment starting
date)
Job descriptions (are
they accurate or up
to date)
Salary/Wage Rate

Benefits

Notice periods

Pensions

Considerations
With a TUPE transfer, the employee’s continuity of service transfers to the
new employer. This could have future knock-on implications for such benefits
as redundancy, annual holiday, sick pay etc.
Employees may be performing duties over and above their written job
descriptions. Consequently they may allege they are entitled to pay over and
above their normal remuneration rate or scale.
What is the current salary/wage rate, is it linked to any external pay scale? Are
there incremental pay scale rises due to staff as part of the contract? When
are pay rises due? How are pay rises agreed with staff?
The provision of benefits can be very open ended and hence needs a
thorough investigation.
Whereas many employment benefits have an
underlying statutory entitlement, many employers often “enhance” them at a
higher level or for a longer period of time. Such benefits to be determined
could be: paid holiday, sick pay terms, maternity/paternity benefits,
redundancy payments, travel expenses, essential car user allowances, car
parking fees, travel season tickets, private health insurance etc.
What are the notice periods of both the employer and the employee? Although
there are statutory minimum entitlements, contractually employees may be
entitled to a longer length of notice. Some senior staff members may be on a
six months notice period. If redundancy or dismissal was an issue this could
be very costly to honour.

TUPE legislation protects the pension rights of employees, thus if the
employee was a member of a very generous local authority pension scheme,
there could be a very high cost implication to provide a “similar pension” if not
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TUPE obligations

Employment tribunal
cases

Staff appraisal

Recruitment
procedures

Disciplinary
procedures

Grievance
procedures

Union involvement

Staff associations

exactly the same.
Has consultation been carried out? How detailed has this been? When did
consultation start? Have all relevant employment records been transferred?
Are more than 20 employees affected by the transfer? If so have collective
consultation rights been agreed?
Has any situation arisen in the last six months that could potentially result in
an employment tribunal? Are there any outstanding Tribunal cases? Are there
any staff members on long term sick leave? Are there any employees who are
protected under the Disability Discrimination Act? Upon the effective TUPE
transfer date, all employment liabilities transfer to the new employer. Thus if
there was a pending Tribunal case, which subsequently agreed compensation
or damages to an employee after the Transfer date, the new employer would
be totally liable.
Are comprehensive staff appraisal notes/records, supervision notes etc
available? Staff appraisal records can be crucial in demonstrating the
good/satisfactory performance of an employee.
Poor or non-existent
appraisal records could result in a very long or protracted capability process
subsequently if this was necessary later.
Does the Transferor have a recruitment policy? Do they have an Equality and
Diversity policy? Do they have all the recruitment selection notes for
employees recruited within the last six months? Have all necessary
immigration and identity checks been carried out and documentary proof
retained? Has vetting to BS7858 been completed successfully? As all
employment liability also transfers at the effective TUPE transfer date, any
poor recruitment practice could result in liability to the Company at a later
date.
Does the Transferor have a disciplinary policy? Is the policy up to date with
current ACAS Codes of Practice? Are there any ongoing disciplinary
processes underway? Do any employees have disciplinary warnings still live?
As all employment liability transfers, it is crucial to determine if there is any
potential dispute between the Transferor and any employees.
Does the Transferor have a grievance policy? Is the policy up to date with
current ACAS Codes of Practice? Has any employee lodged a grievance
within the last six months? Has any employee (or their representative)
submitted a written letter, email etc outlining any complaint or disagreement
with you, within the last six months? As all employment liability transfers, it is
crucial to determine if there is any potential dispute between employees and
the Transferor.

Does any Trade union have recognised bargaining rights? Has any employee
or Trade Union asked for recognised bargaining rights? Are there any relevant
Collective Agreements in place? Upon the TUPE transfer, any Trade Unions
“rights” also transfer. If more than 20 employees are affected by the transfer
and there is a recognised trade union, collective consultation will be required.
Is there any recognised staff association? Have any employees asked to
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have a staff association recognised? If more than 20 employees are affected
by the transfer and there is a recognised staff association, collective
consultation will be required.

Where Guardianship Services Ltd is the transferor, all legal obligations to provide written information
to the transferee about the employees who are to transfer will be met in a timely manner. In all cases,
it will be expected that both transferor and transferee must inform their employees who are affected
by the transfer.
Considering dismissing employees or changing their terms and conditions for a reason
connected with the transfer is strictly prohibited without documented legal advice from the
Company’s appointed solicitors – such actions are permitted in only limited circumstances.
New employees transferred in under a TUPE process will be subject to a Company induction and 3
month probationary review, at which specific items relating to the TUPE process will be discussed to
ensure that bedding in is progressing effectively. During the first 3 months of a new transferee’s
employment, their file will be distinguished to enable more effective monitoring.
In areas where the TUPE process comes into direct conflict with the Private Security Industry Act
2001, the PSIA will generally prevail, however qualified legal advice should once again be sought.
It is recognised by the Company that affected staff may be anxious about a transfer situation and
therefore all efforts to reassure them will be made.
All new transferring employees shall be fully integrated into the organisation. This shall be achieved
by one to one discussions or team discussions where possible. Consideration will be given to their
understanding of the role, their position in the company and the training needed.

Signed:
Head of Operations
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Guardianship Services Ltd
CORPORATE SOCIAL RESPONSIBILITY POLICY

This document sets out the Company’s approach to the responsibilities it has for its staff, its
partners and clients, consumers and for the community and environment in which it operates.
It provides an overview of our corporate responsibilities, some of which are detailed in other
documents.
We recognise the unique and important contribution made by every individual person with
whom we involve ourselves, to our work, to their own organisations and to the wider
community. We welcome human diversity in all its forms and see diversity as fundamental in
all our dealings with clients, partners, associates and the wider community.
We accept responsibility for caring for our staff, providing them with meaningful employment,
with the opportunity to provide for themselves and their families and for ensuring, as far as we
can, their continuing health, safety and welfare in the workplace.
We recognise the need of our clients to a safe and secure environment and regard their
property, including intellectual property as being as important as our own.
We recognise that we must contribute to maintaining and improving the environment in which
we operate through the application of our Environmental Policy, our policy on Equality and
Diversity and our Health and Safety Policy. In addition we regard as unacceptable the
employment of child labour and forced labour.
It is the aim of Serjeant Security Ltd. to ensure that its operations and activities, in no way,
adversely affects the environment. A commitment to continually improve environmental
performance, with a view to reducing environmental impacts to levels not exceeding those
corresponding to economically viable applications of best available practices and techniques,
has been established by the Directors.
We will deal with our business partners and employees in an honest and honourable manner
at all times.

Signed:
MD
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Guardianship Services Ltd
Anti-Bribery Policy

1.

Purpose
The purpose of this policy is to establish controls to ensure compliance with all applicable
anti-bribery and corruption regulations, and to ensure that the Company’s business is
conducted in a socially responsible manner.

2.

Policy statement
Bribery is the offering, promising, giving, accepting or soliciting of an advantage as an
inducement for action which is illegal or a breach of trust. A bribe is an inducement or reward
offered, promised or provided in order to gain any commercial, contractual, regulatory or
personal advantage.
It is our policy to conduct all of our business in an honest and ethical manner. We take a zerotolerance approach to bribery and corruption. We are committed to acting professionally,
fairly and with integrity in all our business dealings and relationships wherever we operate
and implementing and enforcing effective systems to counter bribery.
We will uphold all laws relevant to countering bribery and corruption in all the jurisdictions in
which we operate. However, we remain bound by the laws of the UK, including the Bribery
Act 2010, in respect of our conduct both at home and abroad.
Bribery and corruption are punishable for individuals by up to ten years' imprisonment and
a fine. If we are found to have taken part in corruption, we could face an unlimited fine,
be excluded from tendering for public contracts and face damage to our reputation. We
therefore take our legal responsibilities very seriously.

3.

Scope

3.1

Who is covered by the policy?
In this policy, third party means any individual or organisation you come into contact with
during the course of your work for us, and includes actual and potential clients, customers,
suppliers, distributors, business contacts, agents, advisers, and government and public
bodies, including their advisors, representatives and officials, politicians and political parties.
This policy applies to all individuals working at all levels and grades, including senior
managers, officers, directors, employees (whether permanent, fixed-term or temporary),
consultants, contractors, trainees, seconded staff, homeworkers, casual workers and
agency staff, volunteers, interns, agents, sponsors, or any other person associated with us,
or any of our subsidiaries or their employees, wherever located (collectively referred to as
employees in this policy).
This
covers:

policy

Bribes;
Gifts and hospitality;
Facilitation payments;
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Political contributions;
Charitable
contributions
3.2

Bribes
Employees must not engage in any form of bribery, either directly or through any third party
(such as an agent or distributor). Specifically, employees must not bribe a foreign public
official anywhere in the world.

3.3

Gifts and hospitality
Employees must not offer or give any gift or hospitality:
which could be regarded as illegal or improper, or which violates the recipient’s
policies; or to any public employee or government officials or representatives, or
politicians or political parties; or which exceeds £0.00 in value for each individual
gift or £0.00 in value for each hospitality event (not to exceed a total value of £0.00
in any financial year), unless approved in writing by the employee’s manager.
Employees may not accept any gift or hospitality from our business partners
if:
it exceeds £0.00 in value for each individual gift or £0.00 in value for each hospitality
event (not to exceed a total of £0.00 in any financial year), unless approved in
writing by the employee’s manager; or it is in cash; or there is any suggestion that a
return favour will be expected or implied.
Where a manager’s approval is required above, if the manager is below Director level then
approval must be sought from an appropriate Director.
If it is not appropriate to decline the offer of a gift, the gift may be accepted, provided it is then
declared to the employee’s manager and donated to charity.
We appreciate that the practice of giving business gifts varies between countries and regions
and what may be normal and acceptable in one region may not be in another. The test to
be applied is whether in all the circumstances the gift or hospitality is reasonable and
justifiable. The intention behind the gift should always be considered.
Within these parameters, local management may define specific guidelines and policies
to reflect local professional and industry standards. Where this policy requires written
approval to be given, the Company Secretary shall put in place a process to maintain a
register of all such approvals.

3.4

Facilitation payments and kickbacks
Facilitation payments are a form of bribery made for the purpose of expediting or facilitating
the performance of a public official for a routine governmental action, and not to obtain
or retain business or any improper business advantage. Facilitation payments tend to be
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demanded by low level officials to obtain a level of service which one would normally
be entitled to.
Our strict policy is that facilitation payments must not be paid. We recognise, however, that
our employees may be faced with situations where there is a risk to the personal security
of an employee or his/her family and where a facilitation payment is unavoidable, in which
case the following steps must be taken:
Keep any amount to the minimum;
Create a record concerning the payment; and
Report it to your line manager.
In order to achieve our aim of not making any facilitation payments, each business of
the Company will keep a record of all payments made, which must be reported to the
Company Secretary, in order to evaluate the business risk and to develop a strategy to
minimise such payments in the future.
3.5

Political Contributions
We do not make donations, whether in cash or kind, in support of any political parties
or candidates, as this can be perceived as an attempt to gain an improper business
advantage.

3.6

Charitable contributions
Charitable support and donations are acceptable (and indeed are encouraged), whether of
in- kind services, knowledge, time, or direct financial contributions. However, employees
must be careful to ensure that charitable contributions are not used as a scheme to
conceal bribery. We only make charitable donations that are legal and ethical under local
laws and practices]. No donation must be offered or made without the prior approval of [the
compliance manager.
All charitable contributions
disclosed.

4.

should

be

publicly

Your responsibilities
You must ensure that you read, understand and comply with this
policy.
The prevention, detection and reporting of bribery and other forms of corruption are the
responsibility of all those working for us or under our control. All employees are required to
avoid any activity that might lead to, or suggest, a breach of this policy.
You must notify your manager OR the Company Secretary or the confidential helpline
as soon as possible if you believe or suspect that a conflict with or breach of this policy
has occurred, or may occur in the future.
Any employee who breaches this policy will face disciplinary action, which could result
in dismissal for gross misconduct. We reserve our right to terminate our contractual
relationship with other workers if they breach this policy.
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5.

Record-keeping
We must keep financial records and have appropriate internal controls in place which
will evidence the business reason for making payments to third parties.
You must declare and keep a written record of all hospitality or gifts accepted or offered,
which will be subject to managerial review.
You must ensure all expenses claims relating to hospitality, gifts or expenses incurred to third
parties are submitted in accordance with our expenses policy and specifically record the
reason for the expenditure.
All accounts, invoices, memoranda and other documents and records relating to dealings with
third parties, such as clients, suppliers and business contacts, should be prepared and
maintained with strict accuracy and completeness. No accounts must be kept "off-book" to
facilitate or conceal improper payments.

6.

How to raise a concern
You are encouraged to raise concerns about any issue or suspicion of malpractice at
the earliest possible stage. If you are unsure whether a particular act constitutes bribery or
corruption, or if you have any other queries or concerns, these should be raised with your
line manager OR the Company Secretary or through the confidential helpline.

7.

What to do if you are a victim of bribery or corruption
It is important that you tell the Company Secretary or the confidential helpline as soon
as possible if you are offered a bribe by a third party, are asked to make one, suspect that
this may happen in the future, or believe that you are a victim of another form of unlawful
activity.

8.

Protection
Employees who refuse to accept or offer a bribe, or those who raise concerns or report
another's wrongdoing, are sometimes worried about possible repercussions. We aim to
encourage openness and will support anyone who raises genuine concerns in good faith
under this policy, even if they turn out to be mistaken.
We are committed to ensuring no one suffers any detrimental treatment as a result of refusing
to take part in bribery or corruption, or because of reporting in good faith their suspicion that
an actual or potential bribery or other corruption offence has taken place, or may take place
in the future. Detrimental treatment includes dismissal, disciplinary action, threats or other
unfavourable treatment connected with raising a concern. If you believe that you have
suffered any such treatment, you should inform [the compliance manager] immediately. If
the matter is not remedied, and you are an employee, you should raise it formally using the
company’s Grievance Procedure.

9.

Training and communication
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Training on this policy forms part of the induction process for all new employees. All existing
employees will receive regular, relevant training on how to implement and adhere to this
policy. In addition, all employees will be asked to formally accept conformance to this policy
on an annual basis.
Our zero-tolerance approach to bribery and corruption must be communicated to all suppliers,
contractors and business partners at the outset of our business relationship with them and
as appropriate thereafter.

10.

Who is responsible for the policy?
The board of directors has overall responsibility for ensuring this policy complies with
our legal and ethical obligations, and that all those under our control comply with it.
The Company Secretary has primary and day-to-day responsibility for implementing
this
policy, and for monitoring its use and effectiveness and dealing with any queries on its
interpretation. Management at all levels are responsible for ensuring those reporting to them
are made aware of and understand this policy and are given adequate and regular training
on it.

11.

Monitoring and
review
The Company Secretary will monitor the effectiveness and review the implementation of
this policy, regularly considering its suitability, adequacy, and effectiveness.
Any
improvements identified will be made as soon as possible. Internal control systems and
procedures will be subject to regular audits to provide assurance that they are effective in
countering bribery and corruption.
All employees are responsible for the success of this policy and should ensure they use it
to disclose any suspected danger or wrongdoing.
Employees are invited to comment on this policy and suggest ways in which it might be
improved. Comments, suggestions, and queries should be addressed to the Company
Secretary.
This policy does not form part of any employee's contract of employment, and it may be
amended at any time.

Authorised By: P Driver

Signed:

Date 01-05-2021

QP09 Issue01 Date: 01-05-2021

Review Date 01-05-2022

Guardianship Services Ltd
Equal Opportunities Statement
Guardianship Services ltd is committed to building an organisation that makes full use of
the talents, skills, experience, and different cultural perspectives available in a multi-ethnic
and diverse society, and where people feel they are respected and valued, and can achieve
their potential regardless of race, colour, nationality, national or ethnic origins, sexual
orientation, gender, disability or age.
Guardianship Services ltd
is similarly committed to eliminating discrimination and
encouraging diversity amongst our workforce. Our aim is that our workforce will be truly
representative of all sections of society and each employee feels respected and able to give
of their best.
Guardianship Services ltd will follow the recommendations and guidance of the Equality
and Human Rights Commission and ACAS in all our employment policies, procedures and
practices, and in dealing with customers, consumers and members of the public.
Equal Opportunity Policy
The aims of this policy are to ensure that:
•

No-one receives less favourable treatment, on grounds of any protected
characteristic (including age, disability, gender reassignment, marriage/civil
partnership, pregnancy/maternity, race, religion/belief, sex and sexual orientation); or
is disadvantaged by any conditions, requirements, provisions, criteria, procedures or
practices that cannot be justified on any other grounds.

•

No-one is victimised for taking action against any form of discrimination or
harassment, or instructed or put under pressure to discriminate against, or harass,
someone on the above grounds.

•

The organisation is free of unwanted conduct that violates the dignity of workers or
creates an intimidating, hostile, degrading, offensive, or humiliating environment.

•

Opportunities for employment, training and promotion are equally open to male and
female candidates, candidates from all racial groups, candidates with or without
disabilities, and candidates of any age, and of any sexual orientation, religion or
belief.

•

Selection for employment, promotion, transfer, training, and access to benefits,
facilities and services, will be fair and equitable, and based solely on merit.

This policy applies to all aspects of employment, from recruitment to dismissal and former
workers’ rights.
We will take the following steps to put the policy into practice and make sure that it is
achieving its aims.
1.
The policy will be a priority for the organisation.
2.

Mr Paul Driver Managing Director will be responsible for the day to day operation of
the policy.
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3.

The policy will be communicated to all workers and job applicants, and will be placed
on the company’s intranet and website.

4.

Workers and their representatives and trade unions will be consulted regularly about
the policy, and about related action plans and strategies.

5.

All workers will be trained on the policy, on their rights and responsibilities under the
policy, and on how the policy will affect the way they carry out their duties. No-one will
be in any doubt about what constitutes acceptable and unacceptable conduct in the
organisation. Unacceptable conduct includes discrimination and harassment at workrelated social functions.

6.

Managers and workers in key decision-making areas will be trained on the
discriminatory effects that provisions, practices, requirements, conditions, and criteria
can have on some groups, and the importance of being able to justify decisions to
apply them.

7.

Complaints about discrimination or harassment in the course of employment will be
regarded seriously, and may result in disciplinary sanctions, and even dismissal. The
grievance procedure will be published in a form that is easily accessible.

8.

Opportunities for employment, promotion, transfer and training will be advertised
widely, internally and externally, and all applicants will be welcomed, irrespective of
race, colour, nationality, ethnic or national origins, gender, sexual orientation,
disability, age, religion or belief.

9.

All workers will be encouraged to develop their skills and qualifications, and to take
advantage of promotion and development opportunities in the organisation. All
employees carrying out work of ‘equal value’ will receive equal pay, regardless of
their sex, race or any other protected characteristic, and equal pay audits will be
carried out as necessary.

10.

Selection criteria will be entirely related to the job or training opportunity

11.

We will make reasonable changes to overcome physical and non-physical barriers
that make it difficult for disabled employees to carry out their work, and for disabled
customers to access our services.

12.

We will take a flexible approach to working arrangements. We will consider requests
for changes carefully and objectively, and will accommodate them unless it would
cause significant difficulties to the business or employees.

13.

Information on the ethnic and racial background, gender, disability, and age of each
worker and applicant for employment will be collected and analysed, to monitor each
stage of the recruitment process. The information will be held in strictest confidence
and will only be used to promote equality of opportunity. Information about the
religion/belief and sexual orientation of employees may also be monitored. Monitoring
may include promotion and training if necessary.

14.

If the data shows that people from particular groups are under-represented in
particular areas of work, lawful positive action training and encouragement will be
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considered for workers and others from that group, to improve their chances of
applying successfully for vacancies in these areas.
15.

Grievances, disciplinary action, performance assessment, and terminations of
employment, for whatever reason, may also be monitored by gender, racial group,
age, disability, religion/belief and sexual orientation if necessary.

16.

Requirements, conditions, provisions, criteria, and practices will be reviewed
regularly, in the light of the monitoring results, and revised if they are found to, or
might, unlawfully discriminate on any of the above grounds. We will also regularly
review advertising, recruitment and application materials and processes, and this
policy.

17.

All contracts between Guardianship Services ltd and contractors to supply goods,
materials or services will include a clause prohibiting unlawful discrimination or
harassment by contractors and their staff, and by any sub-contractors and their staff.
The clause will also encourage contractors and potential contractors to provide
equality of opportunity in their employment practices.

18.

The effectiveness of the policy will be monitored regularly. A report on progress will
be produced each year, and published via the intranet, the website, the staff
newsletter, notice boards, and the annual report.

19.

Customers and clients will be made aware of the policy, and of their right to fair and
equal treatment, irrespective of race, colour, nationality, national or ethnic origins,
sexual orientation, gender, religion/belief, disability or age.

20.

Fair and equal treatment will be given to customers and members of the public by all
staff. The business will investigate any complaints from staff that they are being
harassed by a customer for reasons linked to protected characteristics, and take
suitable action to prevent further incidents.

21.

The business will take all necessary steps to ensure that employees are legally
entitled to work in the UK, making sure that employees from outside the EU have
permission to work here by checking the validity of documents and keeping copies of
them for two years after the employment has come to an end.

This policy has been endorsed by _Mr Paul Driver Managing Director
The policy is formulated and approved following consultation with senior managers, workers,
and workers’ representatives.
Overall responsibility for the effectiveness of the policy lies with Mr Paul Driver.

Signed:
Head of Operations
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Equal Opportunities and Diversity Policy
Guardianship Services Ltd is committed to promoting equal opportunities for all, irrespective of colour, race,
religion or belief, ethnic or national origins, gender, marital/civil partnership status, sexuality, disability or age.
Guardianship Services Ltd is committed to reflecting the diversity of the UK and to making its services accessible
to all.
What is Equal Opportunity and Diversity?
This applies both to our output, and the people who work here. Guardianship Services Ltd aims to create and
sustain an inclusive work environment which provides equality of opportunity for everyone.
1. Equal opportunity is about complying with our legal obligations to provide equal access to
opportunities and services for everyone. It is also about removing any barriers or discriminatory
practices that may affect particular groups.
2. Diversity is a concept based on the principle that everyone is different in some way, and that taking an
inclusive approach brings benefits and advantages. It is about recognising, respecting and valuing the
differences that everyone has.
Responsibilities for equal opportunities and diversity at guardianship services ltd
Everyone has an obligation to act in accordance with the above Guardianship Services Ltd Equal Opportunities
Statement. Everyone must ensure their own behaviour does not cause offence to others. Staff who have
concerns or issues in relation to equal opportunities and diversity, are encouraged to raise this with their line
manager. Other sources of advice and information can be obtained from HR.
Divisions will have diversity strategies embedded into their divisional plans, and channel controllers,
commissioners and creative leaders will be engaged in helping Guardianship Services Ltd meet its ambitions on
diversity.
Positive Action
Positive discrimination is illegal but positive action can be taken in circumstances where certain groups are
under-represented in particular areas of work at Guardianship Services Ltd . Examples of positive action to
enable individuals to reach the required level to compete for jobs and promotion opportunities include, interview,
management and assertiveness skills training.
Positive action can also consist of a wide range of outreach activities, open days, media awareness days, and
job adverts designed to reach and encourage applicants from underrepresented groups.
Monitoring
Guardianship Services Ltd monitors equal opportunities information of the recruitment and selection process and
current headcount. The purpose of monitoring data not only enables Guardianship Services Ltd to meet certain
legal obligations, but enable Guardianship Services Ltd to set diversity targets and monitor the developments in
meeting these targets. Equal Opportunities and Diversity.
Raising concerns
All staff are required to comply with the principles of this policy and to act in accordance with its objectives so as
to remove any barriers to equal opportunity. Where staff raises an allegation of discrimination arising in the
course of day to day working, the grievance procedure should be followed. All employees have the right to a
working environment free from harassment.
Guardianship Services ltd is opposed to harassment in any form and is committed to providing a workplace in
which the dignity of individuals is respected.
Signed
P Driver

Managing Director
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Guardianship Services Ltd
Modern Slavery and Human Trafficking Policy Statement

Modern Slavery Act 2015
Guardianship Services is committed to the principles of the Modern Slavery Act 2015 and the
abolition of modern slavery and human trafficking.
As an equal opportunity’s employer, we're committed to creating and ensuring a non-discriminatory
and respectful working environment for our staff. We want all our staff to feel confident that they can
expose wrongdoing without any risk to themselves.
Our recruitment and people management processes are designed to ensure that all prospective
employees are legally entitled to work in the UK and to safeguard employees from any abuse or
coercion.
We do not enter into business with any organisation, in the UK or abroad, which knowingly supports
or is found to be involved in slavery, servitude and forced or compulsory labour.
Our supply chain
Due to the nature of our business, we assess ourselves to have a low risk of modern slavery in our
business and supply chains.
Our supply chains are limited, we procure goods and services from a restricted range of suppliers
ensuring to our best efforts they use good practice when employing.
Our policies in relation to the Modern Slavery Act 2015
The following policies are available to all staff from Guardianship Services HR Team:
• Code of conduct
• Ethics policy
• Whistleblowing policy
• Bullying and harassment policy
• Diversity and inclusion policy
• Recruitment and selection policy
Embedding the principles
We will continue to embed the principles through:
• providing awareness training to staff on the Modern Slavery Act 2015 and informing
them of the appropriate action to take if they suspect a case of slavery or human
trafficking
• ensuring that consideration of the modern slavery risks and prevention are added to
Guardianship Services’ policy review process as an employer and procurer of goods and
services
• making sure Guardianship Services contractors through procurement have strategies
and contract terms and conditions include references to modern slavery and human
trafficking
• continuing to take action to embed a zero-tolerance policy towards modern slavery
• ensuring that staff involved in buying or procurement and the recruitment and
deployment of workers receive training on modern slavery and ethical employment
practices.
•
This statement has been approved by Paul Driver, Guardianship Services Managing Director,
Date: 07/01/2021.
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Adverse Publicity Policy
Definition
Adverse publicity is that exposure that Guardianship Services Ltd may incur due to a particular, or a
variety of circumstances, which may lead to potentially significant consequences. It is recognised that
this may result in the Company’s reputation among its customers, competitors and wider consumers
being damaged, with possible collateral brand and commercial implications.
Potential Sources of Adverse Publicity:
The Directors have identified that the most probable sources of adverse publicity may be:
o
o
o
o

Disillusioned (ex) employee
Disgruntled customers
Misleading interpretations of website posts/interview excerpts
Competitors spreading unsubstantiated rumours.

Methodology:
The Directors of the Company have established the following methodology to address circumstances
where adverse publicity is, or has the potential to, impact upon Guardianship Services Ltd:
o
o
o
o
o

Investigate the problem to ensure that a comprehensive understanding of the issue is
obtained, including but not necessarily limited to business area; source; causation; potential
exposure; potential impacts.
Establish a robust remedial route to mitigate or eradicate the effects of any adverse publicity,
including any statement to be made to the media. Only Directors of the Company are
authorised to speak to media agencies without exception.
Provide concrete affirmations refuting allegations where possible.
The effectiveness of actions taken will be continually followed up until the Directors are
satisfied that as positive a conclusion as possible has been reached.
Feedback on preventative action will be given to the business to preclude reoccurrences
where this is possible.

Signed:
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Guardianship Services Ltd Complaints Policy

Guardianship Services Ltd is committed to providing good quality services. We
recognise however, that we sometimes get things wrong or make mistakes. To deal
with this we have a complaints procedure.
We will deal with your complaint
We do not look on complaints as unwanted. In fact, they may help us to see where
our services or procedures might be improved. So do let us know where you feel we
have made a mistake or done something which you found unsatisfactory or
unacceptable. Even if you do not think your particular concern amounts to a
'complaint' we would still like to know about it. You may help us to deal with
something we would otherwise overlook.
How to complain
Step 1: Contacting us
The first step is to talk to a member of Guardianship Services Ltd staff. This can be
done quite informally, either directly or by telephone.
Usually, the best staff member to talk to will be the person who dealt with the
matter you are concerned about, as they will be in the best position to help you
quickly and to put things right. If they are not available, or you would prefer to
approach someone else, then ask for their relevant line manager.
We will try to resolve the problem on the spot if we can. If we can't do this, for
example, because information we need is not to hand, then we will take a record of
your concern and arrange the best way and time for getting back to you. This will
normally be within five working days or we will make some other arrangement
acceptable to you.
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Step 2: Taking your complaint further.
We hope you will only feel the need to make a formal complaint as a last resort and
that you will complain to the person dealing with the matter first to give them a
chance to put things right. However, if you are still unhappy, the next step is to put
your complaint in writing to the Operations Manager of Guardianship Services Ltd,
setting out the details, explaining what you think went wrong and what you feel
would put things right. If you are not happy about writing a letter, you can always
ask a member of staff to take notes of your complaint. You should make sure you
agree with what they have recorded and that they provide you with your own copy
for reference. This record will be passed promptly to the Operations Manager to deal
with.
Once the Operations Manager receives a written complaint, he will arrange for it to
be fully investigated. Your complaint will be acknowledged in writing within five
working days of receiving it and the letter will say when you can expect a full
response. This should normally be within three weeks unless the matter is very
complicated, such as where other organizations need to be contacted. Where this is
the case, we will still let you know what action is being taken and tell you when we
expect to provide you with a full response.
Step 3: The next stage
If you are not satisfied with the Operations Manager’s investigation you can take
your complaint to the Managing Director of Guardianship Services Ltd. He will let
you know within seven working days that they have received your complaint and tell
you when to expect a full response from them.
Taking your complaint outside the organisation.
If you are not satisfied with the Board's response, you can always seek advice from
outside the organization. It may be possible to seek help from an advice agency or
other organization. Guardianship Services Ltd will provide you with details of any
services local to your area if we can.
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All Complaint should be at first instance directed to Our 24 Hour Control Centre by way
of Telephone/ Fax or email.
Contact Details as follows:
Telephone 08450344850
Emai: info@guardianshipservicesltd.co.uk

Signed:
Managing Director
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