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General- Reward- Benefits- Terms 

Detailed provisions in regard to Employee reward benefits duties and other terms are set out in 

employees statements of terms/contracts of employment. In the event of any discrepancy with 

the statement of terms/contract of employment then the provisions of such statement/contract 

shall apply 

 
 Expenses  
Expenses are only payable for expenditure wholly and necessarily incurred in the course of TTW 
business.  
Expenses are only payable where they have been previously agreed as being payable 
Claims shall be submitted using such claim form as the Finance Director shall supply and with 
relevant receipts 
Claims must be submitted within 2 months of the expenditure or before the end of the current 
financial year (financial year is 31 March to 1 April) whichever is the sooner or they may not be 
paid 
In cases where motor car travelling expenses are payable the TTW rate is currently 30p per mile.  
 
NOTE- It may be possible for those claiming to apply for tax relief in respect of the difference 
between this rate and the maximum rate currently allowable by HMRC (currently 45p) but no 
warranty is given and claimants must deal with any such matters themselves) 
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Bullying & Harassment 

 

TTW aims to provide a working environment, which is supportive to all staff, an environment in 

which everyone is entitled to work without harassment, victimisation or bullying, due their 

gender, marital/civil partnership status, colour, race, religion or belief, nationality (including 

citizenship), ethnic or national origin, sexual orientation, age, disability, trans-gender status or 

otherwise.  

 

What is Harassment? 

Harassment is uninvited, unwanted and unwelcome action or behaviour by one or more people 

against one person or a group of people which causes offence, embarrassment and/or tension in 

the work place. Definitions of unacceptable behaviour include:  

 

¶ unwelcome physical contact 

¶ unwanted verbal conduct e.g. unwelcome advances, lewd comments, patronising titles etc 

¶ unwanted non-verbal conduct eg sexually or racially based graffiti, offensive gestures, display 

of pornographic/suggestive material etc 

¶ unlawful victimisation eg treating one individual less favourably than others 

¶ bullying eg persistent criticism and personal abuse/and or ridicule in public or private, which 

humiliates or demeans the individual involved etc 

¶ other conduct which denigrates, ridicules, intimidates or is physically abusive of an individual 

or group 

 

The examples above are not exhaustive. Much of this behaviour would be considered gross 

misconduct, punishable by summary dismissal without notice. None of the behaviour above will 

be tolerated. All will result in a disciplinary investigation. 

 

Dealing with Harassment 

If you feel that you are being harassed, you should speak to your line manager or if more 
appropriate any director straight away. The complaint will be handled fairly, sympathetically and 
in confidence and a thorough investigation will be conducted. If you feel that the matter has not 
been dealt with satisfactorily then you are entitled to use the grievance procedure set out in this 
handbook 
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Disciplinary Rules & Procedures 
Purposes 
The purposes of this procedure are:- 

¶ to ensure consistent and fair treatment of disciplinary and performance issues; 

¶ to encourage employees to achieve and maintain appropriate standards of conduct  
 
General principles 
The Company will not dismiss any employee for a first offence, unless the first offence amounts to 
gross misconduct (see below) in which case the employee will be dismissed without notice or pay 
in lieu. 
The Company will not take any formal action under this procedure without appropriate prior 
investigation and without giving the employee an opportunity to put his or her case in respect of 
the allegations made. 
Employees have the right of appeal against any formal action taken against them under the 
procedure 
This procedure will be amended from time to time to ensure its continuing effectiveness and 
relevance, and to take account of any changes in employment legislation. 
Conduct of meetings under the procedure 
The following will apply to all disciplinary situations:- 
An employee who is requested to attend a meeting under this procedure will be informed, in 
writing, whether the meeting is investigatory or disciplinary.  The nature of the allegation will be 
explained to the employee and s/he will be given time to prepare his/her case.  
In any disciplinary hearing an employee has the right to be accompanied by a fellow employee or a 
full-time Trade Union Official.   
The appropriate level of management will conduct meetings.  
The employee will have the opportunity to put his/her case. 
Any disciplinary meeting may be adjourned to enable further investigation of matters arising to be 
carried out. 
 
Gross misconduct 
The following are examples of conduct falling within the definition of gross misconduct and which 
entitles the Company to dismiss without notice or payment in lieu of notice: 

¶ Refusal to accept and act on reasonable instructions from an employee’s supervisor or 
other member of management 

¶ Serious negligence that could or does result in unacceptable loss, damage or personal 
injury. 

¶ Fighting, assault or threatening behaviour. 

¶ Swearing at a fellow employee with intent to cause distress 

¶ Breach of the Company’s Internet Policy. 

¶ Unauthorised use of Company property, equipment, facilities or computers. 

¶ Theft, fraud, falsification of Company records or any dishonesty involving the Company, its 
employees, customers or authorised visitors or attempts to commit such offences. 

¶ Deliberate or reckless damage to the property of the Company, its employees, customer or 
authorised visitors. 
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¶ Being under the influence at work of alcohol or illegal drugs. 

¶ Unauthorised disclosure of confidential information. 

¶ Action bringing the Table Tennis Wales  and/or the sport into disrepute 
 
The above list is NOT exhaustive but illustrates the type of transgression that normally merits 
dismissal for a first offence.  Other types of offences, such as harassment and bullying, may be 
treated as gross misconduct, depending on the seriousness of the case. 
If an employee is accused of gross misconduct, s/he may be suspended on full pay normally for a 
period of up to five working days to enable investigations to take place. 
If the Company is satisfied, following investigation and a disciplinary hearing, that the employee 
has committed gross misconduct, s/he will normally be dismissed without notice or pay in lieu.   
Disciplinary procedure 
Except for gross misconduct (see above) the following procedure will apply. Depending on the 
seriousness of the misconduct the first and/or second stages of the procedure may be omitted. 
The company may issue a formal warning to an employee which may be a stage one, stage two or 
final written warning, as appropriate. 
First stage - Verbal Warning 
If conduct or performance does not meet the Company’s standards, the employee may receive a 
Verbal Warning, normally from their immediate manager.  Where, following the disciplinary 
meeting, the manager decides to issue such a warning, s/he will inform the employee of: 

¶ the reason for the warning 

¶ that it is the first stage of the Company’s disciplinary procedure 

¶ the action(s) or improvement which is required of the employee 

¶ if appropriate, the timescale for implementing any such action 

¶ the consequences for the employee of not implementing required action or of further 
misconduct 

¶ the time that the warning will last.  This will normally be for 6 months.  

¶ the right of appeal. 
All of these matters will be confirmed to the employee in writing. 
Second stage - Written Warning 
The Company may issue a Written Warning if: 

¶ the required improvement is not achieved within the timescale stated in the verbal warning; or 

¶ further misconduct takes place or 

¶ the seriousness of the misconduct merits it. 
 

Where, at the conclusion of the disciplinary meeting, the manager decides to issue a written 
warning s/he will inform the employee of: 

¶ the reason for the warning, including any prior warning(s) taken into account 

¶ that it is the second stage of the Company’s disciplinary procedure 

¶ the action or improvement (if any) which is required of the employee 

¶ if appropriate, the timescale for implementing any such action 

¶ the consequences for the employee of not implementing required action or of further 
misconduct, 

¶ the time that the warning will last.  This will normally be 12 months.  

¶ the right of appeal. 
 
All of these matters will be confirmed to the employee in writing. 
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Third stage - Final written warning 
The Company may issue a final warning if - 

¶ the required improvement is not achieved within the timescale in a stage two warning; or 

¶ further misconduct takes place or  

¶ the seriousness of the misconduct merits it. 
 

Where, at the conclusion of the disciplinary meeting, the manager decides to issue a final warning 
s/he will inform the employee of - 

¶ the reason for final warning,  

¶ the action or improvement (if any) which is required of the employee, 

¶ if appropriate, the timescale for implementing any such action, 

¶ that the next stage of the procedure will be dismissal, 

¶ the time that the warning will last.  This will normally be 12 months. 

¶ the right of appeal. 
All of these matters will be confirmed to the employee in writing. 
Dismissal 
The Company may dismiss an employee where: 

¶ the required improvement is not achieved within the timescale stated in a final written 
warning; or 

¶ further misconduct takes place, following a final written warning or  

¶ it is reasonably believed that he or she has committed an act of gross misconduct. 
Unless dismissal is for gross misconduct, the employee will be dismissed with his/her notice. 
Where, at the conclusion of the disciplinary meeting, the appropriate manager determines to 
dismiss the employee, s/he will briefly state the reason, the date on which the dismissal takes 
effect and inform the employee of his/ her right of appeal.  These matters will be confirmed in 
writing.  
Appeals 
Any employee who is dissatisfied with any disciplinary decision taken in respect of him or her may 
appeal against that decision.  Appeals should be in writing, setting out the reasons for the appeal, 
and should be addressed to the Board within five workings days of receipt of the dismissal letter.   
Suspension from Work 
The Company reserves the right to suspend, with pay, any employee pending a disciplinary 
hearing.  The objective of such suspension is to allow reasonable time to investigate and prepare 
for a disciplinary hearing. 
 Capability Procedure 
If performance falls short of the required standard, the Company will take all reasonable steps to 
ensure that guidance and, where appropriate, training is provided. Instances of poor performance 
will follow the same stages as the disciplinary procedure (see above) adapted to suit capability 
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Employee Consultation 
 
It is the policy of TTW to consult with its employees on all matters which could have a significant 
effect on their jobs 
 
Before taking decisions which could impact in such a way upon employees it will - as far as 
realistically feasible and except where there is deemed by the board to be insufficient time to do 
so- consult with staff before reaching such decisions 
 
Such consultations may be in writing or take the form of face to face meetings conducted by the 
Chair or TTW Secretary 
 
The results of such consultation shall not be binding on the board but will be taken into account 
before decisions are finalised  
 
The TTW shall follow any legal requirements binding upon it (if any) in regard to consultations 
before redundancies or any other matters prescribed by law 
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Grievances 
This procedure applies to all employees and supersedes all previous agreements.  Any significant 
change to employment legislation may require that the detail of the procedure be reviewed.  
Purpose. A grievance can be defined as ‘a formal complaint that an individual employee or group 
of employees make regarding their terms and conditions of employment’ .This procedure 
provides the means for resolving the grievance as fairly and as quickly as possible. 
It is agreed by all parties that normal working will be maintained whilst a grievance is progressed 
through the stages of the procedure. 
Key principles and procedure.  

¶ Every effort should be made to resolve the grievance at the earliest possible stage.   

¶ This procedure does not apply to the Annual Pay Review 
 
Informal procedure. Employee raises grievance with immediate supervisor/line manager. At this 
stage the grievance does not need to be in writing. If the matter is not resolved the formal 
procedure should be adopted. 
Formal procedure 
Stage 1. The employee puts their grievance, in writing, to the company. Normally the appropriate 
person is their line manager but, if this not practicable, it should be addressed to the Board. The 
company will acknowledge receipt of the grievance. 
Stage 2. The manager arranges a meeting within 5 working days to discuss the matter. The 
employee may be represented, at the meeting, by a fellow employee or a trade union official. The 
meeting may be delayed by mutual agreement if appropriate e.g. to enable representation for the 
employee or information to be gathered or specific personnel to attend. 
The employer will notify the employee, in writing, of their proposed actions normally within 5 
working days. This notification may be delayed by mutual agreement if necessary. E.g. If other 
personnel need to be interviewed or further information gathered etc. The employee will be told 
of their right of appeal if not satisfied.  
Stage 3. If not settled at stage 2, the employee requests, in writing, an appeal hearing. The 
company will acknowledge receipt of the appeal.  
 
The appeal manager (normally at a level not previously involved in the grievance) will arrange an 
appeal hearing within 5 working days to discuss the matter. The employee may be represented, at 
the appeal, by a fellow employee or a trade union official. The appeal may be delayed by mutual 
agreement if appropriate e.g. to enable representation for the employee or information to be 
gathered or specific personnel to attend. 
The employer will notify the employee, in writing, of the outcome of their appeal within 5 working 
days. This notification may be delayed by mutual agreement if necessary. E.g. If other personnel 
need to be interviewed, information checked etc. 
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Performance Management Policy & Procedures 
 
TTW is committed to providing staff with feedback on performance, progress and achievement in 
relation to the priorities of the organisation and the appraisal and internal review system is the 
primary means of so doing.  
 
Appraisal Process - employees 
An appraisal is held every year.  Your line manager will arrange the date and time with you.  The 
appraisal is a detailed discussion of all areas thought important by your line manager and you  
It will consider how effectively your targets and/or KPIs have been attained. If they have not been 

attained it will consider what barriers there may be and how they may be dealt with 

It will look at your duties as described in your Job Description and how effectively they have been 

discharged. Again any barriers to discharge will be discussed 

It will look at notes of the previous appraisals if applicable and how far any previous action plan 

has been complied with 

Any training and development needs identified will be considered 

It will look at any concerns of any kind that you may have in regard to your position 

If necessary a new or revised action plan will be agreed between you and your line manager 

A note of the appraisal and its conclusions shall be prepared by your line manager. The 

Performance Evaluation Form set out below will be utilised. You will have an opportunity to 

discuss its contents before it is finalised with a view to hopefully being able to agree the 

conclusions. If the conclusions are not agreed between you and your line manager then you will be 

permitted to add your own comments. 

A copy of the final form will be supplied  

Appraisal of Volunteers/Directors/Consultants/Chair 

The Chair will carry out an appraisal of each key volunteer/director utilising a similar process and 

form as mentioned above. The Vice Chair or Company Sec will appraise the Chair. The Chair will 

appraise sub-groups using a similar form to the below with appropriate amendment 
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Performance Evaluation Form 

Name of individual  

 

Staff/Director/Volunteer/Consultant?  

 

Date of appraisal  

 

Appraisal carried out by  

 

Attendance record if relevant  

 

Actions from any previous appraisal completed- & if 
not what actions will be taken to do so? 

 

Familiar with all our policies and procedures?  

 

If not - action plan to remedy 

 

 

If not – action plan to remedy 

  

 

Familiar with all his/her responsibilities as per job 
description? 

 

 

If not – action plan to remedy 

 

 

Familiar with our strategic plan (if relevant to the 
post)? 

 

 

If not- action plan to remedy  
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How well has the individual performed his/her 
responsibilities as per the job description over the 
previous 12 months 

 

Any required action plan in relation to the above 

 

 

Agreed strengths 

 

 

 

Any agreed weaknesses 

 

 

Any required action plan in relation to the above 

 

 

Any training carried out in the previous 12 months 

 

 

Any training identified as required in the 
forthcoming 12 months and actions required to 
arrange 

 

 

Any other comments or concerns of the appraisee  

 

 

Any other comments or concerns of the appraiser 

 

 

 

Signed by both parties: 

 

Dated: 
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Family Emergencies/Compassionate Leave 

 

Time off for Dependents 

 
You are entitled to “a reasonable amount of time off unpaid” in the following situations: 

¶ To assist you when a dependent falls ill, gives birth, is injured or assaulted 

¶ To help you to arrange for care of an ill or injured dependent 

¶ On death of a dependent   

¶ To help you where care of a dependent is unexpectedly disrupted 

¶ To assist you to deal with an unexpected incident at your child’s school 

 
Your dependent is your partner, child, parent, member of your household or a person who relies 
on you for emergency care.  
 
The amount of unpaid leave taken must be reasonable and agreed with your line manager. 
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Flexible Working   

Employees do not have an automatic right to work flexibly, however TTW recognises its duty to 

consider all applications for a change of working hours or work patterns from employees who: 

¶ have a child/children under the age of 16 (or disabled child/children under the age of 18)  

¶ or are a carer for either a spouse, partner, civil partner or relative who lives at the same 

address 

¶ has worked for the organisation for at least 26 weeks continuously   

 

In order to request this, you must make an application in writing to your line manager specifying 

the change you propose.  Alternatively speak to your Line Manager if you require further details. 
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Holidays/Holiday Pay 

The Employer's holiday year runs from 1st January to 31st December inclusive.  You shall, in addition 
to public holidays, be entitled to a pro rata of 25 working days paid holiday. 

All holiday pay will be calculated at your basic rate of pay and will be subject to normal deductions. 
Your entitlement to holidays shall, subject to the provisions below, accrue pro rata throughout each 
holiday year.  For the purpose of calculating the amount of accrued holiday entitlement, only 
complete calendar months will count.  
 In agreement with the Table Tennis Wales, up to 5 days holiday entitlement outstanding at the end 
of the holiday year shall be carried forward to any subsequent year. You will not, except in agreement 
with the Table Tennis Wales, be permitted to take more than 10 working days holiday at any one 
time. 
If you leave the Employer's employment the following applies:-  
You will be paid in lieu of any accrued but untaken holiday entitlement which may exist as at the date 
of termination of your employment [save that where possible you will be required to take any 
outstanding holiday entitlement during your notice period].  
If by the termination of your employment you have taken more holidays than you have accrued, you 
will be required to repay to the Employer pay received for holidays taken in excess of your basic 
holiday entitlement.  Any sums so due may, if necessary, be deducted from any money owing to you 
from the Employer.   
You must obtain authorisation from the Employer before making any holiday arrangements. The 
date of holidays must be agreed with the Employer and a Holiday Request must be completed and 
authorised by the Employer at least 14 days prior to your proposed holiday dates. 
The Employer may require you to work on any public holiday and in such circumstances the Employer 
will offer you to take time off in lieu. 
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Maternity Leave 

Antenatal Care 

If you become pregnant, you are entitled to time off with pay to attend your antenatal clinic.  If 
you can you should try to get appointments either at the beginning or the end of the working day 
to reduce your time out of the office. 

Maternity Leave 

Irrespective of your length of service and hours of work, you are entitled to 26 weeks ordinary 
maternity leave (OML) and 26 weeks additional maternity leave (AML) making one year (52 weeks) 
in total.   During this period benefits such as holiday entitlement still accrue.  Please remember 
that you are only allowed to carry over 5 days annual leave to a new leave year should your 
maternity leave go over two holiday years. 
Maternity leave may start from 11 weeks before the baby is due.  However, if you fall sick with a 
pregnancy related illness in the four weeks before your baby is due, maternity leave may 
automatically begin (at the discretion of TTW).  You must give notice, of when you intend to take 
maternity leave, before the end of the 15th week before the expected week of childbirth. 
You will not be allowed to return to work for at least two weeks after your baby is born.   
If you return to work after OML you have a right to the same job and the same terms and 
conditions as if you had not been absent.  This also applies when you come back after AML, unless 
TTW shows that it is not reasonably practicable for the organisation to take you back into your 
original job, because, for example the job may no longer exist.  In which case you must be offered 
alternative work with terms and conditions as if you had not been absent. 
You can automatically return to work on expiry of your maternity leave. However, if you want to 
return earlier you must give TTW eight weeks notice in writing of your intention to return early. 
You are required to provide your Line Manager with a MATB1 maternity certificate to confirm the 
date you baby is due. 

Statutory Maternity Pay 

If you have been continuously employed by TTW for at least 26 weeks, continuing into the 15th 
week before your baby is due (the qualifying week), you will be entitled to Statutory Maternity Pay 
(SMP). You will receive SMP for up to a maximum of 39 weeks, starting as you begin maternity 
leave.   
You will receive SMP at two rates, the higher rate and the lower rate.  For the first six weeks of 
your maternity leave you will receive the higher rate of SMP.  This is approximately 9/10ths of 
your salary.  For the next 33 weeks you will receive the lower rate of SMP.  This is a figure set by 
the Government and tends to change each April.  For details of the current lower rate of SMP 
please contact your Line Manager. 
Any pension contributions if applicable will continue during the period of time you receive SMP.  
The employer’s contributions will continue at the rate paid before you commenced maternity 
leave and the employee’s contribution will be based on the amount of maternity pay that you are 
paid. 

Maternity Allowance 

If you do not have six months service with TTW, you may qualify for Maternity Allowance from the 
Department for Work and Pensions (DWP).  You should contact your local DWP office for further 
details on this allowance and how to claim it. 
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Keeping in Touch (KIT) Days 
During your maternity leave you are entitled to work up to 10 days without losing your SMP or 
maternity allowance, or bringing your leave to an end.  These days may only be worked if both you 
and your line manager agree.  For these days, you will be paid your normal daily rate off-set 
against any SMP that you may be receiving. 
General Help 
If you are pregnant it is essential that you contact your Line Manager as soon as possible to 
establish your rights and the correct procedures to follow.  All your discussions will be confidential.  
For health and safety related issues, please speak to your Line Manager. 
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Paternity Leave/Parental Leave 

 

You are entitled to paternity leave if you are the baby’s biological father or the mother’s husband 

or partner, have or expect to have responsibility for the child’s upbringing and have more than 26 

weeks continuous service by the 15th week before the baby is due, or by the end of the week in 

which you are notified of being matched with your child, in the case of adoption. 

 

You can choose to take the one or two whole weeks leave anytime up to eight weeks (56 days) 

after the date of birth.   The leave cannot start before the baby is born. 

 

You will need to inform us of your intention to take paternity leave by the 15th week before the 

baby is due. You can change your mind but you must give us 28 days notice. 

 

Statutory Paternity Pay  

If you have been continuously employed by TTW for at least 26 weeks, continuing into the 15th 
week before your baby is due (the qualifying week), and you earn at least the lower earnings limit 
(LEL) for National insurance contributions (NICs), you will be entitled to Statutory Paternity Pay 
(SPP).   
Under current employment legislation, SPP is at the same rate as Statutory Maternity Pay (SMP). 
This is a figure set by the Government and tends to change each April.  However TTW have agreed 
to pay up to 9/10ths of your salary per week, for a maximum of two weeks, on the understanding 
that you would be prepared to come to work if a temporary urgent need arose.  Please speak to 
your Line Manager for further details 
 

Parental Leave  

If you are a parent or act as a parent towards a child (including adoption) and have been 

continuously employed by TTW for one year or more, then you are entitled to a maximum of 13 

weeks unpaid parental leave if it becomes necessary. You can take the leave at any time until your 

child is 5 years old, or in cases of adoption, until the 5th anniversary of their placement or until 

their 18th birthday, or where your child is disabled you have the right to take up to 18 weeks until 

their 18th birthday. 

You can take a maximum of 4 weeks leave per child per year and the leave must be taken in blocks 

of 1 week.  

You should give 21 days notice of your intention to take leave. You should note that TTW may 

refuse or defer the request for up to 6 months but this would be in exceptional circumstances. 
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Sickness Absence  
Reporting  
Notification of absence from work due to sickness or injury must be notified to the Table Tennis 
Wales office by telephone before 11am on the first day of absence, together with an indication of 
the likely period of absence. Any absence must be properly explained and in the case of any 
absence of uncertain duration you must keep the Employer regularly informed. 
If you are absent from work due to sickness or injury for up to 7 consecutive calendar days you 
must complete a self certification form.   If you are absent for 8 or more consecutive calendar 
days, you must send or hand deliver to the Table Tennis Wales a medical certificate.  You are 
required to continue to provide medical certificates regularly to cover the whole period of your 
absence until you return to work.  
Failure to comply with the notification procedures may result in disciplinary action.  
Sick Pay  
Subject to you complying with the Employer’s notification and certification requirements, you will, 
if eligible, be paid Statutory Sick Pay in accordance with the legislation applying from time to time.  
For the purpose of Statutory Sick Pay, your qualifying days are Monday to Friday. 
The Employer shall continue to pay your salary during any period of absence due to sickness or 
injury as follows:- 
 
 

Length of Continuous Service Number of days 

Less than 1 year 30 days 

More than 1 year and less 
than 6 years  

3 months 

More than 6 years   1 extra month for each year of service to a 
maximum, in any 12 month period of 6 
month’s pay. Subject to a maximum of 12 
months sick leave in any four years or less. 

  
Any payment made pursuant to this clause shall be subject to set off by the Company in respect of 
any Statutory Sick Pay and any social security sickness benefit or other benefits to which you may 
be entitled. 
Medical Examination  
The Employer reserves the right at any time to require you to undergo a medical examination by your 
doctor and/or any other doctor nominated by the Employer including a consultant or other specialist. 
 
Jury Service & other Public Duties 
 
If you are called for jury service, leave of absence will be granted but you will be expected to 
return to work when there are adjournments which make return practicable. Please inform your 
line manager and the HR Manager immediately you receive the Jury Summons from the Court. You 
should forward any correspondence concerning jury service to the HR Manager. You must apply 
for the maximum payment permissible by the authorities concerned, and the TTW will make up 
the difference between the amount you receive and your normal gross pay.  
If you seek leave of absence for other public duties these requests will be considered on a case-by-
case basis 
 
 



Table Tennis Wales 
Tenis Bwrdd Cymru  

 

 19 

 
 
 
 
 
Pensions 
Please see the terms of your contract of employment for details of any benefits 
The Pensions Act 2008 has introduced new obligations in regard to auto-enrolment in a scheme 
but these regulations are not as yet binding on businesses of our size. We are committed to 
introducing auto-enrolment as and when we are required to do so and in due course this 
Handbook will be updated to deal with matters 
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Training and Development Policy 
TTW is committed to training and developing its staff in order to meet its aim and objectives as 
laid out in its Strategic Plan and to ensure that employees can function efficiently and effectively.   

Identification of Training Needs 

The identification of training needs happens in a planned and structured way enabling TTW to plan 
its resources for training and development.    
The initial induction period may highlight areas of training need which would be discussed and 

reviewed during the probationary period.  

Further identification of needs will occur on an on-going basis through the appraisal process.   

Identification of training needs is a two way process with responsibility largely resting with line 
managers and individual employees.  
 

What is Training and Development? 

TTW uses a range of methods as appropriate (subject to its financial resources at all times)  
including formal courses, workshops, on the job training, coaching, shadowing, mentoring, 
secondments etc to meet training needs.  Training and development will be allocated to 
employees according to their existing qualifications and training record and to ensure that the 
organisation meets any legal and regulatory obligations. Training and development will be 
prioritised as follows: 

1. Legal/regulatory requirements, eg updating and gaining appropriate qualifications 

2. Skills updates essential for health and safety 

3. Business imperatives  

4. Personal development, eg courses and training that benefits the individual as opposed to 

the organisation may be considered as part of a strategy of staff retention and motivation 

 
Training and development may take place over a period of time and according to these priorities.   
Training costs must be agreed in advance with the line manager and are subject to available 
resources 
 

Review of Training and Development Policy  

This policy will be reviewed from time to time in order to ensure that the policy continues to meet 

the needs of the organisation in helping it achieve its aims and objectives.    

 

 

 
 
 
 
 
 



Table Tennis Wales 
Tenis Bwrdd Cymru  

 

 21 

 
Health & Safety Policy 
Introduction 
TTW recognises its responsibilities in relation to the health, safety and welfare at work of all 
employees, whether on our premises or carrying out TTW business elsewhere regardless of 
location. It recognises that a duty of care extends to other persons whilst they are involved in TTW 
activities. This policy sets out TTW’s approach to performing its duty in relation to health and 
safety. 
Policy 
The Chair of the Board of Directors has the primary responsibility for the implementation of the 
health and safety policy. In addition, The General Manager is responsible for the health and safety 
at work both of employees and others involved in activities within his/her area of control. 
Whether as a volunteer or as an employee it is your duty to comply with TTW’s policy on Health 
and Safety and to take all necessary steps to ensure your own safety and that of others. Failure to 
comply with the provisions of this policy or obstructing its implementation may give rise to action 
under the disciplinary procedure up to and including summary dismissal. 
Roles and responsibilities 
1. Competent Person 
The Competent Person appointed by TTW, as required by the Management of Health and Safety at 
Work Regulations 1992, to assist in the implementation of health, safety and welfare statutory 
requirements is the Chair. 
2. Management 
Implementation of health and safety arrangements is delegated to the General Manager (GM). 
The GM will do all in his/her power to ensure so far as is reasonably practicable, compliance with 
the provisions of the Health and Safety at Work Act 1974 and subsequent related legislation, 
including:- 
• Supporting and assisting the Chair as the Competent Person in the discharge of his/her 
responsibilities to ensure adequate control of health and safety risks arising from work activities 
• provide all required instruction, training, supervision and other relevant health and safety 
information to employees 
• ensure that all employees are competent in the work activities they are engaged in 
• continue to consult with and update employees on all Health and Safety issues 
• provide, as a minimum, ‘generic’ risk assessments for all common tasks engaged in by employees 
where risk is involved and potential danger has been identified 
• encourage all employees to take reasonable care for the health and safety of him/herself, fellow 
employees and all persons accordingly and to report any hazard which cannot be controlled 
personally to appropriate personnel. 
• Carrying out periodic checks out to ensure compliance with statutory requirements, codes of 
practice and TTW's standards relating to safety, health and welfare in the workplace, and taking 
any necessary steps to eliminate potential or actual hazards 
• Investigating and maintaining a record of all accidents, incidents and near-misses thoroughly 
with a view to preventing recurrence and maintaining a record of all accidents, incidents and near-
misses in an Accident Book – see Report form Appendix 2 
3. Employees 
All employees share the responsibility for ensuring a safe place of work and are expected to help 
and co-operate in achieving safe and hazard-free working. Specifically, employees must comply 
with the following: 
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• All precautions, protective clothing and equipment prescribed in an approved method of 

work must be applied as directed. 

• 0nly personnel who are trained and authorised to use equipment, machinery or vehicles 

may do so, provided always that the item is in a safe and proper working condition, and 

that any guarding and other precautions are operating. 

• All employees have a duty to bring to TTW’s attention via their Manager or Director any 

work situation which they consider represents an immediate danger to health and safety, 

or any item that the employee reasonably considers to be a shortcoming in health and 

safety precautions or arrangements. 

• All equipment, work and storage areas should be maintained in a clean and tidy condition. 

• All machinery, power supplies and materials must be left in a safe condition when 

unattended or when work ceases. 

• Repairs and adjustments to equipment or machinery may only be carried out by those who 

are suitably qualified and authorised to do so. 

• Any dangerous or injurious accident or near miss and/or treatment must be reported at 

the earliest opportunity to the GM (see Accident/Near Miss Report form at Appendix 2) 

and appropriate details recorded in the Accident Book . 

• Misuse or interference with any item provided in the interests of safe and healthy working 

conditions will be treated as serious misconduct. 

• Practical joking, horseplay or reckless behaviour that might endanger others is forbidden. 

• No telephones will be used whether for speaking texting emailing or otherwise while 

driving 

• While working at external premises, employees must comply with all of the laid down 

safety policies, procedures and precautions operating at that site. 

• No attempts will be made to lift heavy items if it is conceivable that this could cause strain 

or injury  

Use of Display Screen Equipment (DSE) 
All employers must ensure that computer workstations conform to the standards of comfort and 
safety as laid down in the regulations issued by the EU and UK Health and Safety Executive.  
A DSE user is a person who habitually uses visual display units (VDUs) as a significant part of their 
normal work. This will include most staff. The main problems which can occur with the use of 
VDUs are related to job or workstation design. Each workstation will be assessed to ensure that it 
is correctly set up. Instructions will be provided to all DSE users on how to establish a suitable 
working position and workstation. 
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The General Manager will ask you to complete an assessment for any environment in which you 
use a workstation for TTW business. You must report any requirements resulting from this 
assessment to the General Manager 
A DSE Assessment Form is set out in Appendix 1 
 
 
Preventing Back Injuries 
It is estimated that nearly one-third of accidents that occur in offices result in back injuries.  Such 
injuries can be prevented by lifting and carrying boxes and files correctly.   

¶ Do not attempt to lift anything if you are concerned that it is too heavy or awkward  

¶ Check loads are not dirty or have jagged edges before attempting to move them 

¶ Wherever you can, pull or push a load letting your leg muscles do the work 

¶ When lifting loads from the floor, bend your legs and keep your back straight. Stand as close to 
the load as possible and face it square.  Don’t twist your body when lifting 

¶ If a load is unevenly distributed, hold the heaviest part closer  

¶ If you are lifting from the floor to a high shelf break the lift into two eg lift from ground to 
waist level then waist level to a high shelf.  

¶ Don’t lift loads when seated 
 
All appropriate staff (based on levels of risk) shall be given basic manual handling training.  
Activities requiring large/heavy/awkward objects should only be carried out by trained employees. 
Discuss any persistent aches and pains you have with your line manager 
 

Working from Home  

The TTW from time to time permits staff to work from home on such occasions when it is 
beneficial for both parties to do so and it has been approved in advance by the employee’s line 
manager. 
All staff working from home will be required to 

¶ arrange a workstation assessment on home equipment and consult with their manager on 
rectifying any problems identified 

¶ assist with the production of a risk assessment on the home office environment 

¶ ensure all home equipment is PAT (Portable Appliance Testing) tested 

¶ ensure that the computer being used is fully protected with current, up-to-date anti-virus 
software 

¶ abide by all sections of the TTW Health and Safety Policy, particularly those relating to 
personal safety. All accidents and near misses must be reported to the General Manager and 
an Accident Report completed if the accident or near miss occurs during regular office hours 

 
 
Regulatory compliance & general 
1. Risk Assessments 
TTW has carried out (or will carry out) assessments and taken (or will take) appropriate steps in 
accordance with the various Health and Safety at Work Regulations 1992 (Management of Health 
and Safety at Work, Workplace Equipment Manual Handling & Workplace, Personal Protective 
Equipment and Display Screen Equipment). 
2. Consultation 
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TTW will consult with its employees as appropriate, and in accordance with the requirements of 
the Health and Safety (Consultation with Employees) Regulations 1996. In this the management 
welcomes employees suggestions designed to eliminate potential hazards and to improve safety 
standards at work. 
3. Support 
The Board will give full backing to this policy and will support all those who endeavour to carry it 
out. 
4. Review 
This Policy will be reviewed regularly in accordance with legislative requirements. 
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Code of Ethics and Whistle-Blowing Policy 

Policy  

This policy reflects a code of conduct that requires directors, officers, employees, volunteers and 
members/affiliates to observe high standards of business and personal ethics in the conduct of 
their duties and responsibilities.  

All must practice honesty and integrity in fulfilling our responsibilities and comply with all 
applicable laws and regulations. It also is our responsibility to report violations of this Code in 
accordance with this Policy. No director, officer employee volunteer or other who in good faith 
reports a violation of the Code shall suffer harassment, retaliation or adverse employment 
consequence. 

Code of Conduct  

The directors, officer and employees of this organization are expected to adhere to high standards 
of ethical conduct. Although it is impossible to describe all conduct that is addressed, this policy 
specifically requires the following: 

1. Dedication to TTW vision and core values policies procedures and strategies and 

recognition that the chief function of TTW is at all times is to serve the best interests of our 

membership. 

  

2. The responsible and prudent management of TTW funds and assets. 

  

3. Honest and ethical conduct, including the ethical handling of actual or apparent conflicts of 

interest between personal and professional relationships. 

  

4. Full, fair, accurate and timely disclosure of relevant facts in all reports and documents 

dealing with matter of program service, governance and business administration. 

  

5. Compliance with all applicable governmental laws, rules and regulations. 

  

6. Treatment of all persons with respect, equity and fairness as per our Equality Policy and 

avoidance of any bullying intimidation harassment or abuse of any kind 
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7. Respect and protection of confidential and/or privileged information to which we have 

access in the course of our duties. 

  

8. Prompt internal reporting of code violations to an appropriate person or persons within 

the organization. 

  

9. Personal accountability for adherence to this Code of Conduct. 

Reporting Responsibility 

It is the responsibility of all directors, officers, volunteers members, affiliates and employees to 
comply with the Code and to report violations or suspected violations in accordance with this 
Whistle-blower Policy. Under this policy, it is a disciplinary issue for an employee or other to know 
of ethical misconduct and stay silent. 

No Retaliation or Victimisation 

No director, officer volunteer, employee, member or affiliate who in good faith reports a violation 
of the Code shall suffer harassment, retaliation victimisation or adverse employment 
consequence. An employee who retaliates against someone who has reported a violation in good 
faith is subject to discipline up to and including termination of employment. This Whistle-blower 
Policy is intended to encourage and enable employees and others to raise serious concerns within 
TTW prior to seeking resolution outside the organization. 

Reporting Violations 

The Code addresses TTW’s open door policy and suggests that employees share their questions, 
concerns, suggestions or complaints with someone who can address them properly. In most cases, 
the General Manager is in the best position to address an area of concern. However, if it is 
inappropriate speaking with him/her or you are not satisfied with his/her response, you are 
encouraged to speak with the Chair or any other Director whom you are comfortable in 
approaching.  

All are required to report suspected violations of the Code of Conduct to the Chair (or if more 
appropriate the Company Secretary  who will then act as a Compliance Officer for the matter and 
will have specific and exclusive responsibility to investigate.. 

Acting in Good Faith 

Anyone lodging a complaint concerning a violation or suspected violation of the Code must be 
acting in good faith and have reasonable grounds for believing the information disclosed indicates 
a violation of the Code. Any allegations that prove not to be substantiated and which prove to 
have been made maliciously or knowingly to be false will be viewed as a serious disciplinary 
offense. 
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Confidentiality 

Violations or suspected violations may be submitted on a confidential basis by the complainant or 
may be submitted anonymously provided adequate information is contained. Reports of violations 
or suspected violations will be kept confidential to the extent possible, consistent with the need to 
conduct an adequate investigation. 

Handling of Reported Violations 

The Compliance Officer will notify the sender and acknowledge receipt of the reported violation or 
suspected violation within five business days. All reports will be promptly investigated and 
appropriate corrective action will be taken if warranted by the investigation. 

 

Contact details – Chair TTW – Bernard Carter Tel: 01244 571335 email: pingpongcarter@aol.com    
TTW Company Secretary – Neil O`Connell Tel :  07747 037845 email: fodnam@tiscali.co.uk 
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Anti Fraud/Bribery/Corruption Policy & Procedures 
 
1. Policy statement 

1.1 It is the Association’s policy to conduct all of our business in an honest and ethical manner.  
The Association takes a zero-tolerance approach to bribery and corruption and is 
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. 

1.2 The purpose of this policy is to: 

(a) set out the Association’s responsibilities, and the responsibilities of those working 
for us, in observing and upholding the Association’s position on bribery and 
corruption; and 

(b) provide information and guidance to those working for the Association on how to 
recognise and deal with bribery and corruption issues. 

1.3 Bribery and corruption are punishable for individuals by up to ten years' imprisonment and 
if the Association is found to have taken part in corruption it could face an unlimited fine, 
be excluded from tendering for public contracts and face damage to its reputation. We 
therefore take our legal responsibilities very seriously. 

1.4 The Board will arrange a regular and detailed risk assessment (see the form at Appendix 3) 
and will address any concerns which may arise. 

1.5 In this policy, third party means any individual or organisation you come into contact with 
during the course of your work for the Association, 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. 

1.6 The Compliance Manager shall be the General Manager or if more appropriate to any set 
of circumstances the Chair of TTW 

2. Who is covered by the policy? 

2.1 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 
workers in this policy). 

3. What is bribery? 

3.1 A bribe is an inducement or reward offered, promised or provided in order to gain any 
commercial, contractual, regulatory or personal advantage (including selections for teams 
or events). 
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Examples: 

Offering a bribe 

You offer a potential client tickets to a major sporting event, but only if 
they agree to do business with us. 

This would be an offence as you are making the offer to gain a commercial 
and contractual advantage. The Association may also be found to have 
committed an offence because the offer has been made to obtain business 
for us. It may also be an offence for the potential client to accept your 
offer. 

Receiving a bribe 

A supplier gives your nephew a job, but makes it clear that in return they 
expect you to use your influence in our organisation to ensure we continue 
to do business with them. 

It is an offence for a supplier to make such an offer.  It would be an offence 
for you to accept the offer as you would be doing so to gain a personal 
advantage. 

Bribing a foreign official 

You arrange for the business to pay an additional payment to a foreign 
official to speed up an administrative process. 

The offence of bribing a foreign public official has been committed as soon 
as the offer is made. This is because it is made to gain a business advantage 
for the Association. The Association may also be found to have committed 
an offence.  

 

4. Gifts and hospitality 

4.1 This policy does not prohibit normal and appropriate hospitality (given and received) to or 
from third parties.  

4.2 The giving or receipt of gifts is not prohibited, if the following requirements are met: 

(a) it is not made with the intention of influencing a third party to obtain or retain 
business or a business advantage, or to reward the provision or retention of 
business or a business advantage, or in explicit or implicit exchange for favours or 
benefits; 

(b) it complies with local law; 

(c) it is given in our name, not in your name; 

(d) it does not include cash or a cash equivalent (such as gift certificates or vouchers); 

(e) it is appropriate in the circumstances. For example, in the UK it is customary for 
small gifts to be given at Christmas time; 
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(f) taking into account the reason for the gift, it is of an appropriate type and value and 
given at an appropriate time; 

(g) it is given openly, not secretly; and written notification is given to the Company 
Secretary who will maintain an appropriate record 

(h) gifts should not be offered to, or accepted from, government officials or 
representatives, or politicians or political parties, without the prior approval of the 
Compliance Manager. 

4.3 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. 

5. What is not acceptable? 

5.1 It is not acceptable for you (or someone on your behalf) to: 

(a) give, promise to give, or offer, a payment, gift or hospitality with the expectation or 
hope that a business advantage will be received, or to reward a business advantage 
already given; 

(b) give, promise to give, or offer, a payment, gift or hospitality to a government 
official, agent or representative to "facilitate" or expedite a routine procedure; 

(c) accept payment from a third party that you know or suspect is offered with the 
expectation that it will obtain a business advantage for them; 

(d) accept a gift or hospitality from a third party if you know or suspect that it is offered 
or provided with an expectation that a business advantage will be provided by us in 
return; 

(e) threaten or retaliate against another worker who has refused to commit a bribery 
offence or who has raised concerns under this policy; or 

(f) engage in any activity that might lead to a breach of this policy. 

6. Facilitation payments and kickbacks 

6.1 We do not make, and will not accept, facilitation payments or "kickbacks" of any kind. 
Facilitation payments are typically small, unofficial payments made to secure or expedite a 
routine government action by a government official. They are not commonly paid in the 
UK, but are common in some other jurisdictions  

6.2 If you are asked to make a payment on the Association’s behalf, you should always be 
mindful of what the payment is for and whether the amount requested is proportionate to 
the goods or services provided. You should always ask for a receipt which details the 
reason for the payment. If you have any suspicions, concerns or queries regarding a 
payment, you should raise these with the Compliance Manager.  
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6.3 Kickbacks are typically payments made in return for a business favour or advantage.  All 
workers must avoid any activity that might lead to, or suggest, that a facilitation payment 
or kickback will be made or accepted by us. 

7. Donations 

7.1 We do not make contributions to political parties. 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. 

8. Your responsibilities 

8.1 You must ensure that you read, understand and comply with this policy. 

8.2 The prevention, detection and reporting of bribery and other forms of corruption are the 
responsibility of all those working for the Association or under the Association’s control. All 
workers are required to avoid any activity that might lead to, or suggest, a breach of this 
policy. 

8.3 You must notify the Compliance Manager as soon as possible if you believe or suspect that 
a conflict with this policy has occurred, or may occur in the future.  For example, if a client 
or potential client offers you something to gain a business advantage with us, or indicates 
to you that a gift or payment is required to secure their business. Further "red flags" that 
may indicate bribery or corruption are set out in the Error! Reference source not found.. 

8.4 Any employee who breaches this policy will face disciplinary action, which could result in 
dismissal for gross misconduct. The Associations reserves the right to terminate any 
contractual relationship with other workers if they breach this policy. 

9. Record-keeping 

9.1 The Association must keep financial records and have appropriate internal controls in place 
which will evidence the business reason for making payments to third parties. 

9.2 The recording of Gifts and Corporate Hospitality will be dealt with by the Company 
Secretary. Minor hospitality-  in the form of payments for light refreshments under £10 - 
need not be recorded (provided otherwise in accordance with this policy). 

9.3 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. 

10. How to raise a concern 

10.1 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, these should be raised with the Compliance 
Manager. Concerns should be reported by following the procedure set out in our Code of 
Ethics & Whistle-blowing Policy.  
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11. What to do if you are a victim of bribery or corruption 

11.1 It is important that you tell the Compliance Manager 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. 

12. Protection 

12.1 Workers who refuse to accept or offer a bribe, or those who raise concerns or report 
another's wrongdoing, are sometimes worried about possible repercussions. The 
Association aims 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. 

12.2 The Association is 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 a formal grievance through Human Resources. 

13. Training and communication 

13.1 Training on this policy forms part of the induction process for all new workers. All existing 
workers will receive regular, relevant training on how to implement and adhere to this 
policy. 

13.2 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. 

14. Who is responsible for the policy? 

14.1 The Board has overall responsibility for ensuring this policy complies with our legal and 
ethical obligations, and that all those under our control comply with it. 

14.2 The Compliance Manager 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. Members 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. 

15. Monitoring and review 

15.1 The Compliance Manager 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. 
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15.2 All workers are responsible for the success of this policy and should ensure they use it to 
disclose any suspected danger or wrongdoing. 

15.3 Workers 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 Compliance 
Manager. 

15.4 This policy does not form part of any employee's contract of employment and it may be 
amended at any time. 
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Trade Union Policy 

TTW recognises the right of any employee who is a member of a Trade Union to be represented  

by such Union and will grant reasonable time off for staff to attend meetings with their Union 

representative 

If required by the employee the TTW will be happy to enter into negotiations with the Union on 

any matters relating to the employment of the employee 
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Redundancy Policy 
 
It is the TTẀs wish that cases of potential redundancies are handled in a sensitive manner 
reducing, as far as possible, the hardship to those directly affected. The organisation will try to 
limit the uncertainty caused among employees and endeavour to maintain staff morale by 
creating a positive and supportive climate.  
 
One of the main purposes of this redundancy procedure is to provide time and resources to 
explore opportunities for maintaining the continuity of employment, looking at redeployment 
both within the TTW and externally. 
 
The TTW will consult with affected employees at the earliest possible opportunity to ensure that 
they are aware that their jobs may be affected by redundancy and to give employees the 
opportunity to consider the implications and to allow time for discussion.   
 
Minimising Redundancies 
 
The TTW will try where possible to avoid redundancies.  If this cannot be achieved it will try to 
minimise the number of compulsory redundancies.  
 
Selection for Redundancy  
Selection for redundancy will be based on fair and objective criteria which may include skills, 
knowledge and experience, attendance and disciplinary records.  
 
Alternative Employment 
 
Should your job be considered for redundancy the TTW will seek where feasible to redeploy you in 
any suitable alternative employment of a similar nature and salary level if available. You may be 
offered such work and unless you can show reasonable grounds for refusing the offer you will not 
be considered redundant. 
 
Where an offer is made of a position that is not commensurate with your training, experience or 
career, it may be taken up on a trial basis which would include appropriate training.  The following 
conditions will apply in such conditions: 
 

1) There will be a trial period of employment in the position of not less than four weeks from 
the date of taking up the new position, which may be extended by mutual agreement. 

2) During the trial period, payment will be made at the rate paid in your previous position 
irrespective of whether the new position pays a higher or lower salary. 

3) Prior to starting the trial period you will be given, in writing, the date the trial period ends 
and the terms and conditions of employment which will apply after the trial period ends. 

4) If you terminate the Contract of Employment within the trial period your position will be 
declared redundant  

5) Towards the end of the trial period you must agree with the TTW whether the employment 
should continue, whether a further trial period in another suitable job is appropriate or 
whether redundancy should take place.  During the trial period you will be advised of your 
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performance.  If at the end of the trial period your performance has been unsatisfactory 
the TTW has the right not to confirm your appointment and your position will be declared 
redundant  

 
Assistance to Find Other Employment 
 
If your job is declared redundant, the TTW will endeavour to assist you to secure other 
employment as far as it is able.  You will be given paid reasonable time off to attend interviews 
with potential employers or arrange re-training provided your absence is notified and agreed with 
your line manager. . 
 
Resignation Before Notice Expires 
 
Should you resign or leave the TTW before you are given formal notice of the termination of your 
position due to redundancy, you will not be considered to have left due to redundancy.  If you 
wish to leave after formal notice has been issued but before the date of termination, you must 
give the TTW notice of your intention as specified in your Statement of Particulars of Terms of 
Employment.    Under these circumstances you will be considered as having left due to 
redundancy and retain your right to a redundancy payment. 
 
 
 
Payment in Cases of Redundancy 
 
If it is necessary to terminate an employee’s Contract of Employment due to their position being 
declared redundant the TTW will make such payment as it is required to make by law 
 
Appeals 
You may appeal any decision to make your post redundant. Appeals must be made in writing to 
the Chair within 5 working days of receiving any such decision. Any such appeal shall be 
considered by the board of directors as soon as reasonably practicable. The decision of the board 
shall be final and binding 
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Induction  
It is essential that new staff and volunteers are provided as swiftly as possible with all information 
and guidance necessary so as to be able to perform their roles effectively 
Every new joiner will receive such of the following as may be considered appropriate to their roles 
by their line manager (or if none by the Chair) (or information as to where they may be 
downloaded if on the website and save where already received 
 

¶ Statement of Terms of Employment 

¶ Job Description Manuals 

¶ Staff Handbook 

¶ Governance Handbook  

¶ Safeguarding Policy & Procedures 

¶ Copy Memorandum and Articles of Association 

¶ Guidance in regard to the duties and responsibilities of company directors 

¶ Copy of the most recent TTW accounts 

¶ Organisational Diagram 

 
The General Manager will liaise directly with the joiner to deal with any questions 
 
 
 
 
 
 
 

 

 

 

 

 
 
 
 
 
 



Table Tennis Wales 
Tenis Bwrdd Cymru  

 

 38 

ICT Policy/Procedures- Employees 

Introduction 

Table Tennis Wales recognises that encouraging our employees to make full use of our computer 
system, including the email and internet facilities, is extremely important if we are to maximise 
the benefits which can be achieved through the use of modern ICT facilities. However, 
inappropriate use of our computer system by our employees (including the email and internet 
facilities) could result in legal action being taken against us and/or any employees involved. 

Examples of possible claims which could be brought include copyright infringement, defamation, 
racial, sexual and/or other forms of harassment, offences under the Obscene Publications Act and 
offences under the Computer Misuse Act. In addition, downloading material from the Internet, 
using disks, transferring files and even the use of email can cause serious damage to the computer 
system whether by introducing viruses, deleting files, corrupting data, causing system crashes or 
overloading resources. 

Table Tennis Wales has therefore introduced this policy in order to inform you of your obligations 
when using the computer system. This policy applies to all employees, as well as any other 
individuals using Table Tennis Wales’s ICT system. 

If you breach this policy, the matter will be dealt with within the context of Table Tennis Wales 
disciplinary procedures.  Each case will be considered on its merits and, if sufficiently serious, may 
constitute gross misconduct resulting in summary dismissal.  If you have any questions about this 
policy or wish to raise any comments, or if you become aware of any breaches of this policy, you 
should notify the General Manager or Chair immediately. 

Use of the ICT System 

Table Tennis Wales’s ICT system, including the email and Internet facilities is the property of Table 
Tennis Wales and is intended for business purposes only.  PCs, email facilities and Internet access 
should therefore be used only for these purposes. Any personal use should be limited, but if 
necessary should comply with the following conditions at all times: 

 

¶ your personal use must not interfere with your or any other employee’s job performance; 
¶ your personal use must not have a detrimental effect on the operation of Table Tennis 

Wales’s computer system whether because you are restricting the resources available to 
other employees or otherwise; and 

¶ you must not violate any of the provisions of this policy or any other Table Tennis Wales 
policies, procedures, rules or regulations of the Company when using the computer system 
for your own personal use 

Failure to comply with these conditions for personal use will constitute a breach of our policy, and 
may be subject to disciplinary procedures. Please note that personal use of the computer system 
is a privilege that may be revoked at any time. 
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Security 

You are responsible for the security of your PC and/or lap top/other equipment. The contents of 
all documents, files and email communications on your PC and/or laptop are the property of Table 
Tennis Wales. 

You must not allow your PC and/or lap top to be used by any unauthorised persons, including 
members of your family. When leaving your PC unattended, you must ensure that you either 
switch it off, log off or lock your work-station to prevent unauthorised users using it in your 
absence. 

You must keep any personal passwords confidential and not disclose it to anyone, including any of 
your work colleagues.  You must not ask any of your colleagues to give you their passwords, nor 
must you try to or actually access the system using any other person’s user ID or password.  You 
will be accountable for all activities created under your password. 

Email 

The use of email offers great advantage to us by enabling effective communication at great speed.  
However, email messages can give rise to legal action against Table Tennis Wales and could be 
presented as evidence in any such legal action.  It is therefore vital for email messages to be 
treated like any other form of correspondence. All email correspondence is the property of Table 
Tennis Wales. 

The content and language of messages sent via the email system must be written in accordance 
with the standards applicable to any other form of written communication. You must always work 
on the assumption that email messages may be read by others.   

General messages to a wide group should only be used where absolutely necessary.  Hard copies 
and confirmation of receipt of important email messages should be retained. 

Table Tennis Wales’s email facilities must not be used, at any time, for spreading gossip, 
fraudulently, for personal gain and/or in breach of any of Table Tennis Wales’s policies, 
procedures, rules or regulations.  In particular, we will not tolerate the use of email or email 
related services to create a hostile or offensive working environment based on gender, colour, 
race, nationality, ethnic or national origin, culture, religion, sexual orientation, age, disability, any 
other personal characteristic or any other reason. This includes communications, "jokes", pictures, 
stories or other material which may be perceived by others as harassing, sexually explicit, 
intimidating, profane, defamatory, demeaning, offensive and/or otherwise inappropriate.  Such 
behaviour may amount to gross misconduct and may result in your dismissal. 

If you receive an email which may be considered to be inappropriate you should notify your manager.  
If you receive such an email from someone you know, you should explain to them that you are not 
permitted to receive such emails at work and ask them not to send any more.  If you continue to 
receive such inappropriate communications and/or you retain such communications on your system, 
you will be held responsible and may be disciplined. 

If you receive an email which has been wrongly delivered to your email address, it should be 
redirected to the sender of the message. In the event that you wrongly receive an email containing 
confidential information, you must not disclose or use the confidential information. 
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You must not send or forward non-business related attachments including chain letters, animated 
greetings, video clips, graphics and sound files, games or other software as to do so has a detrimental 
effect on the efficient operation of Table Tennis Wales computer system. 

Entering Into Contracts 

A contract is an agreement between two or more parties to create legal obligations between 
them. Contracts can be made orally or in writing.  Binding contracts can be formed by email.  Email 
may appear informal but you must take care not to enter contractual obligations without the usual 
care and attention to detail necessary to protect the Table Tennis Wales’s interests.  Do take care 
when negotiating contracts by email and take legal advice or advice from your manager before 
entering contractual commitments.  

Confidential Information 

In general terms, confidential information includes any information which is not available to the 
public. Information which is highly confidential is information which would damage the Table 
Tennis Wales’s reputation if it became disclosed.  

Guidelines for dealing with confidential information: 

¶ Do ask your manager if you are not sure whether information is confidential. 

¶ Do not send any documents of a highly confidential nature by email unless you are authorised 
to do so by your manager. All such messages should have the following statement included: 

“This message is confidential and intended only for the addressee. No other person is authorised 
to read this message and unauthorised reading is prohibited and may be unlawful. Unauthorised 
decryption will not waive privilege or confidentiality.” Internet 

The Internet offers almost unlimited opportunities for obtaining information on a vast range of 
topics.   Your use of Table Tennis Wales’s Internet facilities should be primarily for business 
purposes. However, you are permitted to make limited use of the Internet facilities for your own 
personal reasons, subject to the Conditions for Personal Use referred to above. 

In addition to the many useful sites on the Internet, there are also a number of pages which have 
on them offensive, sexually explicit and inappropriate material. Whilst we recognise that it may be 
difficult for you to completely avoid such pages, as even innocuous search requests may lead to 
sites which contain offensive material, you are not permitted to and must not deliberately access 
and/or download material which others may perceive as demeaning and/or offensive from the 
Internet.  We reserve the right to restrict your access to the Internet. 

Home Computers   

Table Tennis Wales computers if any are organisation-owned assets and must be kept both 
software legal and virus free.  Only software purchased through the procedures outlined above 
may be used on the Table Tennis Wales’s computers.  Users are not permitted to bring software 
from home and load it onto Table Tennis Wales’s computers. Generally, organisation-owned 
software cannot be taken home and loaded on a user’s home computer if it also resides on a Table 
Tennis Wales computer.  If a user has a requirement to use software at home, which must be 
properly authorised, Table Tennis Wales will purchase a separate package and record it as an 
organisation-owned asset in the software register.  
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Lap tops and other portable devices 

The increasing use of portable computers and storage devices has generated extra security risks 
which need to be mitigated by following the guidelines below: 

¶ Do not leave portable computers unattended where they might be accessible by the general 
public 

¶ Store portable computers in locked cabinets or secure to furniture with approved cable locks 
when not in use for a prolonged period. 

¶ Do not display sensitive information in public places where the screen could be overlooked. 
Alternatively use a privacy screen. 

¶ Use a carrying case to minimise damage to the equipment. 

¶ Limit access to the equipment to authorised persons only 

¶ Use only authorised software in conjunction with the Software Policy. 

¶ Report any loss or theft of portable equipment to the General Manager or Chair as soon as 
practicable advising of what information was stored on the equipment. 

Use of portable equipment is for business purposes only. Any personal use should be limited, but 
if necessary should comply with the above conditions at all times.  

Virus Protection 

You must not:- 

¶ import any files including non-text files or unknown email messages or attachments; or 
¶ download any information from the Internet 

onto your PC and or lap top, without first seeking permission from the General Manager or Chair 
and scanning for viruses. Software that has not been approved in advance by the General Manager 
or Chair is banned from use on the system at all times.  Computer games, including quizzes and 
arcade games are banned in all cases and will be deleted whenever found. 

Copyright Infringement 

You must not make or try to make copies of any of the software on your PC and/or lap top/other 
device.  To do so could put Table Tennis Wales in breach of our licence terms and/or result in 
action being brought against you and/or Table Tennis Wales for copyright infringement.  You must 
not download, copy or transmit to anyone any work or documents from the Internet or otherwise 
belonging to or created by any third party without their permission, as this may infringe copyright 
or other intellectual property rights. 

Monitoring 

You should not have an expectation of privacy in anything you create, store, send or receive on the 
computer system.  Table Tennis Wales reserves the right to access the contents of any documents, 
files and/or email messages on your PC and/or lap top/other device for any purpose, including 
without limitation to:- 

¶ monitor whether your use of your PC and/or lap top and/or the computer system as a 
whole is legitimate and relevant to the business; 

¶ investigate or detect the unauthorised use of Table Tennis Wales’s systems; 
¶ find or retrieve lost documents, files and/or email messages; 
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¶ assist in the investigation of wrongful acts and establish the existence of facts relevant to 
Table Tennis Wales;  

¶ ascertain compliance with regulatory or self-regulatory practices or procedures relevant to 
Table Tennis Wales;  

¶ ascertain or demonstrate standards which are or ought to be achieved by persons using 
the system;  

¶ prevent or detect crime; 
¶ ensure the effective operation of the system; and/or  
¶ comply with any legal obligation 

Table Tennis Wales may also record, store and process the content of emails for many of the 
purposes set out above. 

Table Tennis Wales may also from time to time monitor the Internet sites which you access, 
including without limitation the length of time for which you access such sites to ensure that you 
are complying with this policy. 

Revision of Policy 

Table Tennis Wales reserves the right to amend and/or withdraw this policy from time to time for 

any reason, including without limitation, to take account of changes in the law, best practice 

and/or operational requirements. 
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Information and Communication Technology (ICT) Policy/Procedures - Volunteers 

1. Introduction 

Table Tennis Wales recognises that encouraging our key volunteers to make full use of computer 
systems, including email and internet facilities, Facebook, Twitter and other social media* is 
extremely important if we are to maximise the benefits which can be achieved through the use of 
modern ICT facilities. However, inappropriate use of the Table Tennis Wales email, Facebook, 
Twitter and internet facilities could result in legal action being taken against us and/or any key 
volunteer(s) involved. 

Examples of possible claims which could be brought include copyright infringement, defamation, 
racial, sexual and/or other forms of harassment, offences under the Obscene Publications Act and 
offences under the Computer Misuse Act. In addition, downloading material from the Internet, 
using disks, transferring files and even the use of email can cause serious damage to a computer 
system whether by introducing viruses, deleting files, corrupting data, causing system crashes or 
overloading resources. 

Table Tennis Wales has therefore introduced this policy in order to inform you of your obligations 
with regard to ICT, and this policy applies to all key volunteers, as well as any other individuals 
using Table Tennis Wales’s ICT systems. It is important that you read and understand the 
information contained in this policy and procedure so that you are aware of the Table Tennis 
Wales regulations for use of information systems and the required professional conduct using any 
social media. 

If you breach this policy, the matter will be dealt with within the context of Table Tennis Wales 
disciplinary procedures.   Each case will be considered on its merits and, if sufficiently serious, may 
constitute gross misconduct resulting in summary dismissal if an employee involved or withdrawal 
of membership of the organisation if a volunteer/athlete.  If you have any questions about this 
policy or wish to raise any comments, or if you become aware of any breaches of this policy, you 
should notify the General Manager or Chair immediately. 

2. Policy 

When using the Table Tennis Wales email, social media or computer systems, individuals 
have a responsibility to use Table Tennis Wales’s systems in a professional, lawful, and 
ethical manner, ensuring compliance with all other Table Tennis Wales (particularly Child 
Protection and Data Management) policies so that all Information Communication and 
Technology (ICT) facilities, services, programs and data are protected from threats, whether 
internal or external to the organisation, deliberate or accidental.   

3. Security 

You are responsible for the security of your PC and/or lap top/other equipment at all times, 
whether it is the property of Table Tennis Wales or your own. The contents of all documents, files 
and email communications about Table Tennis Wales on your PC and/or lap top/other equipment 
are the property of Table Tennis Wales. 

You must not allow your PC and/or lap top/other equipment, if owned by Table Tennis Wales to 
be used by any unauthorised persons, including members of your family.  

When leaving equipment unattended, you must ensure that you either switch it off, log off or lock 
it to prevent unauthorised access in your absence. 
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You must keep any personal passwords to access Table Tennis Wales data confidential and not 
disclose it to anyone, including any of your colleagues/family.  You must not ask any of your 
colleagues to give you their passwords, nor must you try to or actually access the Table Tennis 
Wales system using any other person’s password.  

4. Email 

The use of email offers great advantage to Table Tennis Wales by enabling communication quickly.  
However, email messages can give rise to legal action against Table Tennis Wales and could be 
presented as evidence in any such legal action.  It is therefore vital for email messages to be 
treated like any other form of correspondence. Table Tennis Wales will not tolerate the use of 
email or social media to create a hostile or offensive environment based on gender, colour, race, 
nationality, ethnic or national origin, culture, religion, sexual orientation, age, disability, any other 
personal characteristic or any other reason.  

Binding contracts can be formed by email even though it may appear informal but you must take 
care not to enter contractual obligations without the usual care and attention to detail necessary 
to protect the Table Tennis Wales’s interests.  Confidential Information should not be included in 
emails (NB confidential information includes any information which is not available to the general 
public which would damage the Table Tennis Wales’s reputation if it became known).  

5. Lap tops and other portable devices 

The increasing use of portable computers and storage devices has generated extra security risks 
which need to be reduced by simple measures including care of use to prevent others seeing 
information they should not see and in particular not leaving equipment unattended where it 
could be accessed or stolen. 

6. Virus Protection and Back-Up 

It is important to maintain up to date anti-virus software on any computer or portable devise that 
holds Table Tennis Wales information. Likewise it is vital that regular back-ups of data are 
undertaken to ensure that system failure, theft, or any other reason would not result in the loss of 
Table Tennis Wales information. External hard drives or secure cloud based options should be 
used. 

7. Leaving Table Tennis Wales  

When a key volunteer or regular user leaves their Table Tennis Wales position, all equipment 
owned by Table Tennis Wales, as well as all data and information held (including back-ups) must 
be returned to Table Tennis Wales as soon as reasonably practicable. If duplicate data already 
exists that is accessible to Table Tennis Wales the individual is required to delete all copies from 
his personal equipment immediately and confirm the action has been completed to the General 
Manager or the Chair. 

8. Revision of Policy and Procedures 

Table Tennis Wales reserves the right to amend this policy from time to time for any reason, 

including without limitation, to take account of changes in the law, best practice and/or other 

requirements. Every effort will be made to advise users of any changes agreed. 

Further Help and Guidance 
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Additional information may be found at the UK Safer Internet Centre’s Professional Online Safety 
Helpline which offers advice and guidance around e-Safety for professionals who work with 
children and young people in the UK. The helpline provides support with all aspects of digital and 
online issues such as social networking sites, cyber-bullying, sexting, online gaming and child 
protection.  

Contact the helpline   0844 381 4772, or visit www.saferinternet.org.uk/helpline  for more 
information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.saferinternet.org.uk/helpline
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ICT Acceptable Use Agreement Form  

It is important that Table Tennis Wales takes all possible and necessary measures to protect 
data and information systems from infection, unauthorised access, damage, loss, 
abuse and theft.  

All employees & volunteers have a responsibility to use Table Tennis Wales’s computer 
systems in a professional, lawful, and ethical manner.  

Table Tennis Wales will ensure that individuals are fully aware of their responsibilities when 
using Information Communication Technology (ICT) and the Table Tennis Wales 
systems, accordingly they are asked to read and sign this “ICT Acceptable Use 
Agreement”.   

This is not an exhaustive list and individuals are reminded that ICT use should be consistent 
with the Table Tennis Wales   ethos, other appropriate policies and the law. 

¶ I understand that Information Systems and ICT include networks, data and data storage, 
online and offline communication technologies and access devices. Examples include 
mobile phones, PDAs, digital cameras, email and social media sites. 

¶ Any Table Tennis Wales owned information systems must be used appropriately.  I 
understand that the Computer Misuse Act 1990 makes the following criminal offences:  

o to gain unauthorised access to computer material; 

o to gain unauthorised access to computer material with intent to commit or 
facilitate commission of further offences or to modify computer material 
without authorisation.  

¶ I understand that any hardware and software provided by my workplace for employee 
use can only be used by employees. To prevent unauthorised access to systems or 
personal data, I will not leave any information system unattended without first logging 
out or locking my login as appropriate. 

¶ I will respect system security and I will not disclose any password or security information. 
I will use a ‘strong’ password (e.g. a strong password has numbers, letters and symbols, 
with 8 or more characters, does not contain a dictionary word and is only used on one 
system).   

¶ I will not attempt to install any purchased or downloaded software on Table Tennis 
Wales equipment if applicable, including browser toolbars, or hardware without 
permission from the CEO/system manager.  

¶ I will ensure that any personal data of members and staff is kept in accordance with the 
Data Protection Act 1988. This means that all personal data will be obtained and 
processed fairly and lawfully, only kept for specific purposes, held no longer than 
necessary and will be kept private and secure with appropriate security measures in 
place, whether used in the workplace, hosted online or accessed remotely. Any data 
which is being removed from the Table Tennis Wales office site (such as via email or on 
memory sticks or CDs) will be encrypted by a method approved by Table Tennis Wales.   

¶ I will not keep professional documents which contain Table Tennis Wales related 
sensitive or personal information (including images, files, videos etc.) on any personal 

http://www.legislation.gov.uk/ukpga/1990/18/contents
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devices (such as laptops, digital cameras, mobile phones), unless they are secured and 
encrypted.  

¶ I will protect any devices in my care from unapproved access or theft particularly when 
travelling away from my office base. 

¶ I will not store any personal information on the Table Tennis Wales computer system 
that is unrelated to Table Tennis Wales activities, such as personal photographs, files or 
financial information. 

¶ I will respect copyright and intellectual property rights.  

¶ I will report all incidents of concern regarding children’s online safety to the Designated 
Child Protection Officer Lesley OConnell as soon as possible.  

¶ I will not attempt to bypass any filtering and/or security systems put in place by Table 
Tennis Wales. If I suspect a computer or system has been damaged or affected by a virus 
or other malware or if I have lost any Table Tennis Wales related documents or files, I will 
report this to the General Manager as soon as possible.  

¶ My electronic communications with Members and other professionals will only take 
place via work approved communication channels e.g. via Table Tennis Wales provided 
email address or telephone number. Any pre-existing relationships which may 
compromise this will be discussed with the General Manager.  

¶ My use of ICT and information systems will always be compatible with my professional 
role, whether using Table Tennis Wales or personal systems.  This includes the use of 
email, text, social media, social networking, gaming, web publications and any other 
devices or websites. My use of ICT will not interfere with my work duties and will be in 
accordance with the Table Tennis Wales policies and the law. 

¶ I will not create, transmit, display, publish or forward any material that is likely to harass, 
cause offence, inconvenience or needless anxiety to any other person, or anything which 
could bring my role, Table Tennis Wales, or the sport, into disrepute. 

¶ I will promote e-Safety with the others will help them to develop a responsible attitude 
to safety online, system use and to the content they access or create. 

¶ If I have any queries or questions regarding safe and professional practise online either in 
Table Tennis Wales or off site, then I will raise them with the General Manager.  

¶ I understand that my use of the information systems, Internet and email may be 
monitored and recorded to ensure policy compliance.   

Table Tennis Wales may exercise its right to monitor the use of information systems, 
including Internet access and the interception of e-mails in order to monitor compliance with 
this ICT Acceptable Use Policy and the Table Tennis Wales’s Data Security Procedures. Where 
it believes, following investigation unauthorised and/or inappropriate use of the information 
system or unacceptable or inappropriate behaviour may be taking place, Table Tennis Wales 
will invoke its disciplinary procedure.  If Table Tennis Wales suspects that the system may be 
being used for criminal purposes or for storing unlawful text, imagery or sound, the matter 
will be brought to the attention of the relevant law enforcement organisation.   

I have read and understand the requirements of the ICT Acceptable Use Policy 
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Signed ………………………………………………  Date…………………………………… 

 

 

Two copies should be completed, one retained by the individual and the other given to the 
NGB 
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SOCIAL MEDIA POLICY 

 

1. Introduction  

Social media is a term for websites based on user participation and user-generated content. They 
include social networking sites and other sites that are centred on user interaction, such as: blogs; 
wikis; social networks; forums; podcasts; and content communities. 
  
Table Tennis Wales respects the legal rights of employees, by and large, what you do on your own 
time is your concern. However, actions in or outside of work that affect your work performance, the 
work of others, or Table Tennis Wales’s interests are a suitable focus for this policy. 

  
The lines between public and private, personal and professional are hazy in online social networks. 
This policy covers the responsibilities of all Table Tennis Wales’s employees, volunteers, coaches 
and consultants, both inside and outside of work. 
 
2. Using social media outside work 
 
The personal image you project in social media may adversely reflect on the image of the 
organisation.  We recommend you: 
 
a) Show yourself in your best light. By identifying yourself as a Table Tennis Wales employee within 

a social network, you are now connected to your colleagues, managers and stakeholders. You 
should ensure that content associated with you is consistent with your work at Table Tennis 
Wales.  

 
b) Think twice. You should use mature discretion in all personal communications in social media.  If 
you wouldn’t write something on email, on Table Tennis Wales headed paper, or say out loud in 
public, then you shouldn’t put it on a social networking site.  They are very public forums and 
should be treated as such. 

 
c) Use a disclaimer. When using social media for personal purposes, you must not imply you are 

speaking for Table Tennis Wales.  Avoid use of the organisation’s e-mail address, logos or other 
identification.  Make it clear that what you say is representative of your personal views only.  
Where possible, you should include a standard disclaimer, such as: "Statements and opinions 
here are my own and are not that of my employer ". 

 
d) Know your obligations. You must comply with other organisational policies when using social 

media. For example, you should be careful not to breach confidentiality and data protection 
policies. 

 
e) Show respect to all. You should be respectful of the organisation and your fellow 

employees.  
 
3. Using social media for communication at work 
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If employees use social media with due care, it can be of real benefit to Table Tennis Wales. For 
example, a Linkedin profile highlights the expertise of our people. Twitter and Facebook can help 
generate enthusiasm for and awareness of our work. Social media enables people to express 
opinions and share information as part of a globally distributed conversation. Each tool and medium 
has proper and inappropriate uses. 
 
If you are keen to do so, Table Tennis Wales encourages you to share Table Tennis Wales Facebook 
posts, retweet and to positively post items about your work. This helps to build the profile of our 
organisation.  However, whilst Table Tennis Wales encourages all of its employees to join in 
conversations, it is important to understand what is recommended, expected and required when 
you discuss Table Tennis Wales related topics.   
 
Table Tennis Wales expects you to exercise personal responsibility whenever you participate in 
social media. This includes not breaching the trust of those with whom you are engaging. You 
should be sure that you are presenting accurate information and ensuring audiences are not misled. 

   
4. Guidance to employees  

  
You should: 
 
a) Not set up any social media platforms or feeds as a Table Tennis Wales account or a Table 

Tennis Wales department account, unless otherwise instructed to as part of your work. 
 

b) Abide by the ICT usage, and any Data Protection policies. If you have any uncertainty about 
publishing something online, this document may help. If you still don’t know if something you 
want to publish is appropriate, it is best to hold back and seek the advice of your line manager  

 
c) Declare yourself. Some bloggers work anonymously, using pseudonyms. Table Tennis Wales 

believes in transparency and honesty, and we encourage you to use your real name, be clear 
who you are, and identify where you work. If you have a vested interest in something you are 
talking about, ensure you have made this clear. What you publish will be around for a long time 
so consider the content carefully and also be sensible about disclosing personal details.   

 
d) Write using your own voice; don’t be afraid to show your personality and talk from your own 

perspective. If the nature of the content is contentious, seek the advice of your line manager or 
before you contribute. 

 
e)  
Follow copyright and data protection laws. For the organisation’s protection as well as your 
own, it is critical that you stay within the legal framework and be aware that libel, defamation, 
copyright and data protection laws apply. Ask permission to publish or report on conversations 
that are private or internal to the organisation. Be aware that content on social media websites 
may be subject to Freedom of Information requests. 

 
f)   
Table Tennis Wales’s reputation is made up in a large part by the behaviour of its employees 
and everything you publish reflects on how we are perceived. Social media should be used in a 
way that adds value to our business.  

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1843/cukpga_18430096_en_1
http://www.opsi.gov.uk/Acts/acts1996/ukpga_19960031_en_1
http://www.opsi.gov.uk/acts/acts1988/UKpga_19880048_en_1.htm
http://www.ico.gov.uk/what_we_cover/data_protection.aspx
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g) Though not directly Table Tennis Wales related, background information you choose to share 

about yourself, such as information about your family or personal interests, may be useful in 
helping establish a relationship between you and your readers, but it is your decision to share 
this information. 

 
h) Not be defensive. When you see inaccuracies articulated about Table Tennis Wales or related by 

partners, journalists or by other bloggers, you may use social media to politely and sensitively 
point out the situation as you see it. Please also advise your line manager that you have 
identified information that is inaccurate or could damage the reputation of the organisation. 

 
 

i) Be prepared for a two-way conversation. And be aware that people are entitled to their views. 
You must make sure that what you say is factual and avoid unnecessary or unproductive 
arguments.  

 
j)  

Handle offensive comments swiftly and with sensitivity. If a conversation turns and becomes 
offensive in terms of language or sentiment, make sure you inform your audience exactly why 
you have removed the comment.  For example, “This comment was removed because 
moderators found the content offensive.  I will respond to your comments but please respect 
the views of all participants.” React your own mistakes and use your judgment.  If you make a 
mistake, be up front about your error and correct it quickly. In a blog, if you choose to modify an 
earlier post, make it clear that you have done so. 

 
k) Remember that there are consequences to what you publish. If you're about to publish 

something that makes you uncomfortable, review the suggestions in this document.  If you're 
still uncertain, discuss it with your manager Ultimately, however, you have sole responsibility for 
what you post or publish in any form of online social media. 

 
l)  Do 

not forget the day job.  You should make sure that your online activities do not interfere with 
your job, and do not talk about Table Tennis Wales in a derogatory way.   

 
5. Table Tennis Wales’s Protocol for Social Media use 

  
If you already use social networks or blogs for personal use and you have indicated in any way that 
you work for Table Tennis Wales you should add a disclaimer that states that opinions on this site 
are your own. 

  
If your actions are considered to bring the organisation into disrepute, or breach any other aspects 
of this or associated policies, you may be subject to action under Table Tennis Wales’s disciplinary 
procedures.  If you break the law using social media (for example by posting something 
defamatory), you will be personally responsible. 

 
All information you post using social media is subject to the Freedom of Information Act. You also 
must adhere to the following principles:  

http://www.ico.gov.uk/Home/what_we_cover/freedom_of_information.aspx
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¶ All information created as part of your job role constitutes a Table Tennis Wales record and 
is evidence of the organisation’s work, and may be needed for reference by others in future.  

¶ All information is subject to a retention period, specifying how long it must be kept.  
 
Any use of social media (whether or not accessed for work purposes) may be monitored and, where 
breaches of this policy are found, action may be taken under Table Tennis Wales’s Disciplinary 
Procedure.  If you notice any use of social media by other members of staff in breach of this policy 
please report it to the General Manager. 

 
7. Guidance for Managers 

  
Managers should not adopt an unnecessarily restrictive approach. Managers should bear in 
mind concerns about impartiality, confidentiality, conflicts of interest or commercial 
sensitivity. In some cases individuals may be dealing with matters which are so sensitive that 
rules may have to be set on what they can and cannot talk about using social media.  Any 
instructions should be reasonable and explained clearly to employees. 
 
8. Safeguarding. You must bear in mind TTW Safeguarding Policy & Procedure when using Social 
Media and ensure compliance 
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DATA PROTECTION POLICY STAFF & VOLUNTEERS 
Table Tennis Wales 

Introduction 

As your employer, Table Tennis Wales needs to hold and use information about you for the 
purposes of your employment.  Much of this information is “personal data” and “sensitive 
personal data”, as these terms are defined in the Data Protection Act 1998 (the “DPA”). 
Accordingly, we are obliged to comply with the requirements of the DPA.  This policy is to provide 
you with information regarding those requirements and your responsibilities and rights under the 
DPA. 

Table Tennis Wales also holds, uses and otherwise processes a great deal of information about 
other individuals, much of which is sensitive and confidential. In addition to your general 
obligations to Table Tennis Wales regarding confidential information, you should bear in mind 
that, where this information constitutes personal data that relates to a living individual, we are 
obliged to comply with the requirements of the DPA.  

This policy also applies to volunteers and references to employment refers similarly to the 
engagement of volunteers so far as the context permits 

Data Protection Principles 

Under the DPA, Table Tennis Wales is required to ensure that it your personal data is:- 

¶ processed fairly and lawfully; 

¶ processed only for specific purposes; 

¶ adequate, relevant and not excessive; 

¶ accurate and kept up to date; 

¶ kept for no longer than is necessary; 

¶ kept in accordance with your rights; and 

¶ kept securely. 

 

In essence, this means that we aim to tell you what information we hold about you, why and for 
what purpose we hold it, from whom we have obtained it and to whom we will disclose it.  We 
also aim to ensure that all your personal data is up to date and held securely. 

Personal Data 

Personal data is information which relates to an individual who can be identified from that 
information, whether or not in conjunction with any other information.  
As your employer, Table Tennis Wales will hold, use and otherwise process personal data relating 
to you for any purposes which reasonably arise out of and/or in connection with your 
employment, including without limitation, for the following purposes: 

¶ considering your suitability for employment; 

¶ administration of the payroll; 

¶ provision of employee benefits; 
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¶ compliance with legal requirements; 

¶ performance monitoring; 

¶ absence management; 

¶ effective management of the work we carry out; 

¶ publicity; 

¶ in connection with disciplinary matters; 

¶ to establish your training and/or development requirements; 

¶ to establish a contact point in an emergency. 

Sensitive Personal Data 

In addition, Table Tennis Wales may hold, use and otherwise process sensitive personal data which 
relate to you for any purposes which reasonably arise out of and/or in connection with your 
employment with Table Tennis Wales. 

Sensitive personal data is, according to the DPA, personal data which consists of the following:- 

¶ your racial or ethnic origin; 

¶ your political opinions; 

¶ your religious or similar beliefs; 

¶ your membership or otherwise of a trade union; 

¶ your physical or mental health or condition; 

¶ your sexual life; 

¶ your commission or alleged commission of any offence; or 

¶ proceedings relating to such an offence. 

 

Processing of personal data occurs when Table Tennis Wales holds personal data and/or carries 

out any operation relating to that information, such as altering or deleting it, accessing, 

downloading, reviewing or transferring it. 

We envisage processing sensitive personal data in the following circumstances:- 

¶ information relating to your physical or mental health or condition for health monitoring 

purposes, assessing your suitability for work and for equal opportunities monitoring; 

¶ information relating to your racial or ethnic origin where relevant to any application for a 

work permit and for equal opportunities monitoring; 

¶ information relating to your membership or otherwise of a trade union for the purpose of 

undertaking consultations with employees where we are required to by law; 

¶ information relating to your commission or alleged commission of any offence and 

proceedings relating to such an office where appropriate for determining your suitability 

for employment initially and on an ongoing basis. 
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Obligations 

Obligations relating to your Personal Data 

In signing and agreeing to your terms and conditions of employment with Table Tennis Wales, you 
have explicitly consented to Table Tennis Wales holding, using and otherwise processing personal 
data and sensitive personal data relating to you for all purposes reasonably arising out of your 
employment with Table Tennis Wales including the purposes specified above. 

Personal data and sensitive personal data relating to you will be held by Table Tennis Wales both 
manually and on computer.  Such data shall only be kept for as long as we deem necessary, in 
accordance with the attached guidelines. Other members of staff will have access to your personal 
data as may be required to fulfil the purposes specified above. 

We are required to ensure that all personal data and sensitive personal data which we hold is 
accurate and, where necessary, kept up to date.  In order to enable us to comply with this 
obligation, you are required to immediately notify Table Tennis Wales of any changes to your 
personal details including, without limitation, any changes to your name, address, emergency 
contacts and bank details. 

Obligations relating to the Personal Data of Others 

 
Consent may need to be obtained from the individual whose personal data is being processed by 

you; for advice in specific circumstances please check with the General Manager. When processing 

sensitive personal data it is essential that the individual who the sensitive personal data is about 

has given explicit consent to the processing. You cannot assume that consent has been given and 

you must check that there is written consent which applies to the particular case.  Where there is 

no written consent, it should be requested from the appropriate individual. 

In the course of your duties, you may be required to process personal data which relates to other 
individuals.  You are required to comply with the data protection principles set out above and with 
any specific instructions given to you regarding such personal data. 

In particular, you must not, save in the proper performance of your duties during your employment, 
make use of, divulge or communicate to any person (including any person working for or with Table 
Tennis Wales) or any organisation, company and/or firm, any personal data or sensitive personal 
data relating to any third parties, including without limitation the following:- 

¶ applicants for employment with Table Tennis Wales (successful and unsuccessful); 

¶ employees and former employees of the Table Tennis Wales; 

¶ other individuals who are doing work or have done work for Table Tennis Wales; 

¶  current and former committee members, directors, volunteers, players, athletes, officials. 

Breach of this requirement will be treated very seriously and where appropriate disciplinary action 

will be taken against you.  You should also be aware that in certain circumstances by making an 

unauthorised disclosure of personal data you will be committing a criminal offence. 
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Employee Rights 

On certain grounds, you are entitled to prevent Table Tennis Wales from processing information 
or require that processing is stopped if the processing or the purpose for which the data is 
processed is causing or is likely to cause substantial damage or distress to you, or another, and 
that damage or stress is, or would be, unwarranted. 

 
If you consider that the processing of your data will cause damage or distress, you should notify 
your line manager.  Table Tennis Wales  will respond to you within 21 days confirming that the 
data will not be processed, or providing reasons why preventing the processing of personal data 
would be unjustified. 

 
The DPA gives employees certain rights in connection with personal and sensitive personal data 
which relate to them.  In particular you are entitled to make a subject access request and (subject 
to certain legal exemptions) to receive copies of your personal data which we hold. 

If you wish to exercise this right, you must make a request in writing to the General Manager.   

If, on investigation, it is found that personal data is inaccurate, you are entitled to have the 
inaccurate data removed or corrected.  You will receive written confirmation that this has been 
done where appropriate.  

Responsibility 

If you would like more information about this policy please contact the General Manager 

Revision of Policy 

This policy is not intended to be contractually binding.  Table Tennis Wales reserves the right to 
amend and/or withdraw this policy from time to time for any reason, including without limitation, 
to take account of changes in the law, best practice and/or operational requirements. 
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APPENDICES 
 
 
 

Appendix 1 – DSE assessment form  
 
Dated:                                                                   Assessed by: 
 
Signed as agreed by Assessor & User:                                           To be reassessed on 

Nature of Check Satisfactory - or 
Action Needed 

If Action needed what and by 
when 

Action checked & 
implemented on (date 
and initials of Assessor) 

Have users eyes been checked at 
regular intervals if appropriate   

 

 

 
 

  

Screen cleaned regularly   

 
 

  

Angle & positioning of screen adjusted 
for easy visibility 
 
 

 

 

  

Adjusted curtains/blinds/lighting  if 
necessary to prevent intrusive light or 
glare/reflections 

 

 
 

  

Ensured individual characters on the 
screen are sharp, in focus and don’t 
flicker or move. If they do, the DSE 
may need servicing or adjustment 

   

 
Adjusted the brightness and contrast 
controls on the screen if necessary to 
suit lighting conditions in the room  

 

   

 
Font text large enough to read easily 
on screen when sitting in a normal 
comfortable working position.  

 

   

 
Selected colours that are easy on the 
eye (avoid red text on a blue 
background, or vice versa) 
  
 

   

 
When using keyboard forearms 
approximately horizontal and the 
user’s eyes the same height as the top 
of the screen.  
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Space under the desk to move legs  
 
 

   

 
Avoids excess pressure from the edge 
of seats on the backs of legs and 
knees.  
 
 
 

   

 
Enough work space to accommodate 
all documents or other equipment. A 
document holder may help avoid 
awkward neck and eye movements 

   

 
A space in front of the keyboard to 
help rest hands and wrists when not 
keying 
 

   

 
Wrists kept  straight when keying  
 
 
 

   

 
Good keyboard technique -a soft 
touch on the keys and not 
overstretching the fingers 
 

   

 
Mouse positioned within easy reach, 
so it can be used with a straight wrist 
 

   

 
Sits upright and close to the desk to 
reduce working with the mouse arm 
stretched 
 

   

 
Moves the keyboard out of the way if 
it is not being used 
 

 

 
 

  

 
Supports the forearm on the desk, 
and does not grip the mouse too 
tightly 
 

   

 
Rests fingers lightly on the buttons 
and does not press them hard  
 
 

   

 
User frequently moves away from 
workstation for exercise 
 

   

 
User regularly stretches and changes 
position 
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User regularly looks away from screen 
to rest eyes 

  

   

Addition considerations where 
laptops/tablets/portable computers 
used 

Docking station or firm surface and a 
full-sized keyboard and mouse mainly 
used.  

Height and position of the portable’s 
screen angled so that the user is 
sitting comfortably and reflection is 
minimised (raiser blocks used if 
necessary.  

More changes in activity applied if the 
user cannot minimise the risks of 
prolonged use and awkward postures 
to suitable levels.  

   

 

 

 

 

 

 

Appendix 2  - Accident/Near Miss Report Form 

 

Name of individual Date of Accident or 
Near Miss 

Full Details of incident including identification 
of any witnesses 

Treatment if any 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 

  

 
 
Dated: 
Signed by: 

 
 
 
 



Table Tennis Wales 
Tenis Bwrdd Cymru  

 

 60 

 
 
 
Appendix 3  Anti-Bribery/Fraud/Corruption Risk Assessment Form 
For each question, please choose from the following alternatives and insert the appropriate number in the right-hand column: 
1 = Low Risk 2 = Some Risk 3 = Medium Risk 4 = High Risk 5 = Very High Risk 
 

Does the Company operate mostly in the UK? 
If yes, give low score 

 

Is the proposed activity within the sector commonly at risk of 
bribery practices? 
If yes, give high score 

 

Do any transactions involve charitable donations? 
If yes, give high score. 

 

Do any transactions involve political donations? 
If yes, give high score. 

 

Do any the transactions involve licences, permits and 
transactions relating to public procurement which brings 
employees and others into frequent contact with public officials? 
If yes, give high score. 

 

Do projects involve a number of contractors and intermediaries? 
If yes, give high score. 

 

Do activities involve a tendering exercise? 
If yes, give high score. 

 

Do activities involve the potential use of intermediaries in 
transactions with foreign public officials? 
If yes, give high score. 

 

Is there a risk of relationships with politically sensitive persons 
where the proposed relationship involves or is linked to 
prominent public officials? 
If yes, give high score. 

 

How many employees does the Company employ? Score: one 
point for one to five employees; two points for six to 30 
employees; three points for 31 to 99 employees; four points for 
100 to 499 employees; and five points for 500 or more 
employees. 

 

What is the Company's turnover? 
Score:one point for up to £100,000; two points for up 
to£250,000; three points for up to £500,000; four points for up 
to £1m; and five points for more than £1m. 
 

 

Is there a robust and clear anti-bribery policy in place within the 
Company? 
If No, give high score. 

 

Has the Company’s anti-bribery policy been communicated at all 
levels? 
If No, give high score. 

 

Is there a board member or senior manager appointed to take 
responsibility for all anti-bribery measures within the Company? 
If No, give high score. 

 

Are there robust internal financial controls in place to monitor all 
payments and transactions? 
If No, give high score. 

 

Are there clear policies in place in relation to hospitality, 
entertainment, promotional expenditure and expenses? 
If No, give high score. 

 

TOTAL SCORE (Max 80)  

 
A score of 45 to 80 indicates a high risk of bribery. Immediate steps need to be taken to counter the high risk and probability of 
bribery occurring. In certain cases, it may be necessary to stop certain operations or transactions occurring.The Board will need to 
take urgent action in relation to specific high-risk areas identified above. 
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A score of 25 to 45 indicates a medium risk of bribery. A full anti-bribery policy needs to be in place and training rolled out at all 
levels. Such training should be given to employees and associated persons,including agents, consultants, and temporary workers, 
working on behalf of the Company, in the UK and overseas. Leadership is required from the board to ensure full engagement and 
compliance. The Company should ensure that clear reporting mechanisms are in place so that suspected bribery may be 
immediately dealt with. Specific high-risk areas identified above should be dealt with at the highest levels, preferably by board 
members as an urgent priority. 
 
A score of 16 to 25 indicates a low risk of bribery. Where there is a low risk on the basis of the risk factors identified above, steps 
will still be taken to ensure that there are adequate procedures in place to counter bribery.This may include a written policy that is 
available to all employees and associated persons working on behalf of the Company and regular audits of key financial processes, 
including expenses and hospitality.  
This risk assessment should be reviewed annually by the Finance director & Company Secretary 
 
 
 
 
 
 
 
 


