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Specification for Hire of Portable Air Conditioning Units for Maidstone & Tunbridge Wells NHS Trust
Introduction
Maidstone & Tunbridge Wells NHS Trust is a large acute hospital Trust in the South East of England. The Trust was legally established on 14th February 2000 and provides a full range of general hospital services, and some areas of specialist complex care to around 560,000 people living in the South of West Kent and the North of East Sussex.

The Trusts core catchment areas are Maidstone and Tunbridge Wells and their surrounding boroughs, and it operates from two main clinical sites: Maidstone Hospital and Tunbridge Wells Hospital at Pembury. The latter is a Private Finance Initiative (PFI) hospital and provides wholly single bedded en-suite accommodation for in-patients.

The Trust employs a team of over 5000 full and part-time staff. In addition, the Trust provides specialist cancer services to around 1.8 million people across Kent, Hastings and Rother, via the Kent Oncology Centre, which is sited at Maidstone Hospital and at Kent and Canterbury Hospital in Canterbury. The Trust also provides outpatient clinics across a wide range of locations in Kent and East Sussex.


Duration of Hire Contract
[bookmark: _GoBack]The contract will be established for an initial period of 1 + 1 + 1 years. Invoiced monthly during the hire period. Contract is intended to start  ASAP


Description of works
Hire of portable air conditioning units to Maidstone Hospital


Location
Maidstone Hospital, Hermitage Lane, Maidstone, Kent, ME16 9QQ


Equipment required
· 10 x 3.5kW Portable AC units with exhaust
· 25 x 6.7kW Avalanche with external heat exchanger and push fit hoses. 10m and 5m lengths fitted with HEPA Filters.

Amount of Units for hire
· Amount of units hired may vary year to year
· Hire period may vary due to the climatic conditions (Min 12 weeks)

Delivery & Collection
· Units to be delivered to Maidstone Hospital Site

Installation and Initial set up
· Company to assist with installation and initial set up

Emergency Breakdown Cover
· Company to collect and deliver new unit FOC in the case of a breakdown that was not due to damage, fire or theft from staff, patients or visitors of Maidstone Hospital.

Key Performance Indicators


	KPI
	Good %
	Approaching target %
	Requires Improvement %
	Inadequate %

	[bookmark: _Hlk195249905]% Response time to reactive works and emergency breakdowns
	98%
	97%
	96%
	95%

	% Customer satisfaction and aftersales support
	98%
	97%
	96%
	95%

	% engineer’s competency while attending to breakdowns
	98%
	97%
	96%
	95%

	% DBS checks for service engineers
	98%
	97%
	96%
	95%

	% ensuring the quality of the product delivered and service provided
	98%
	97%
	96%
	95%




KPI rating system:

	Good
	Performance is meeting or exceeding the Key Performance Indicators

	Approaching target
	Performance is close to meeting the key Performance Indicators

	Requires Improvement
	Performance is below the Key Performance Indicators

	Inadequate
	Performance is significantly below the Key Performance Indicators


Quote Form
For Hire of Portable Air Conditioning Units as per the above specification


Organisation:		………………………………………………………

Print Name:		………………………………………………………

Signature:		………………………………………………………

Date:			………………………………………………………

Telephone:		………………………………………………………

Please can you complete the below pricing matrix
	Item
	Total Price

	3.5kW Portable AC unit with exhaust
	£xxx Per unit

	6.7kW avalanche with external heat exchanger and push fit hoses. 10m and 5m lengths fitted with HEPA Filters
	
 £xxx per unit

	Insurance waiver
	10 % of equipment weekly price

	Delivery
	

	Collection Cost
	

	Installation
	

	De-Commissioning
	



	Total cost for 2025
	£

	Total cost for 2026
	£

	Total cost for 2027
	£

	Total cost for whole 3-year proposal
	£



 



[bookmark: _DV_C371]Declaration

On completion of the response to this Quote, please read and sign the declaration below.

I/We certify that the information supplied in response to this Quote is accurate to the best of my/our knowledge.

I/We also understand it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body and that such action will empower the Clients to exclude the organisation from any further involvement in the Quote process.

I/We declare that this offer is made in good faith and that the rates and prices quoted have not been fixed or adjusted by or in accordance with any agreement or arrangement with any other party.  I/We also declare that I/we have not and will not:

(i)	communicate to any person other than the Clients the amount or approximate amount of the offer, except in confidence in order to obtain quotations required for the preparation of the offer or for insurance purposes;

(ii)	enter into any arrangement or agreement with any other person that he/she shall refrain from making an offer or as to the amount of any offer to be submitted.

I/We hereby declare that I/we am/are authorised by the under mentioned organisation to supply the information given above and, at the date of signing, the information given is a true and accurate record.



Signed:	………………………………………………


Name:		…………………………………..………….


Position:	……………………………………………..


On behalf of:	……………………………………………..


Date:		……………………………………………..


The declaration must be signed by an authorised signatory, in his/her own name, and for and on behalf of the organisation.  Where a consortium is submitting a Quote, each member organisation should sign the declaration.

Please return this form with your response to the Quote.


Compulsory Questions

Confirmation to all of the questions below must be given before the quote will go forward for scoring.
Any questions not completed satisfactorily will be disqualified.

	Site Visit 

	Confirmation the site visit has taken place:



	
Date of Visit

	Accompanied by
	Signature

	
N/A
	
	




	DBS Checks 

	Confirmation that all employed directly or indirectly by the tenderer and working on site will have a current Standard or Enhanced DBS certificate:



	
Date 

	Policy
	Signature

	
	


	




	[bookmark: _Hlk182902034]Equality and Diversity 

	Confirmation that all employed directly or indirectly by the tenderer and working on site will adhere to The Trust’s Diversity Policy at all times



	
Date 

	Policy
	Signature

	
	

	





	Smoking and Drug and Alcohol Policies

	Confirmation that all employed directly or indirectly by the tenderer and working on site will adhere to The Trust’s Smoking and Drug and Alcohol Policies at all times



	
Date 

	Policy
	Signature

	
	


[bookmark: _MON_1752907402][bookmark: _MON_1752907408]
	






	Net Zero Commitment 

	Please confirm that your organisation is taking steps to reduce your greenhouse gas emissions over time and is publicly committed to achieving net zero by 2050. 

Please circle yes or no

	            
            Yes / No




	Please confirm your Net Zero target date: e.g. 2050
	




	Business Continuity Plan

	Please attach your current Business Continuity Plan

	
Date 

	Policy
	Signature

	
	
	





	Competencies 

	Confirmation that all employed directly or indirectly by the tenderer and working on site will have the necessary competency to carry out their tasks and evidence will be provided during the pre-start meeting and at any time during the works at request of the Trust.


	
Date 

	
	Signature

	
	
	







	[bookmark: _Hlk182303692]Site Supervision 

	Confirmation that a competent site supervisor is on site at all time works is being untaken including that of sub-contractors and other services being employed by the tenderer.


	
Date 

	
	Signature
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e undertaken oncethey arve inthe Ux and shouid not s prodfcf s Tesghasthars e,
et delay the process of filling the vacancy. + Two forms of photcgraphic eniification and one. v -
© e 085 Update Service s ona s
+ o Alindhidts equiring  standardor enanced D85 [tkatisidsirrios
+ oocr. chec il e encoursge 1 g0 5 9 th onine DBS e
[ R———— Upata Servce e Ausalef sy
P s ks s e e
o e 085 UpdateSaice allows: —
it + tr spplcant o keep et 85 cerfcte up s ) e ————
o e b o et e
+ emplyers o <hecks D85 certfcte i i o or s o
‘standard DBS check playe heck s DES certfi onfemaion wil be sufcient proof that  or behaviour. Peoghe on the barred iss cannot o certain
n standard check will how information on spent and unspent  The service i for standard or enhanced DBS checks th checks complet. The canddte wil b sentthe ertfcatetpes of workan a sy ot b stable o3 0
s, cadions reprmandsan s warnns oni ey v . Wt i g v g
T - I Tty
olowin rles issue of = disclosure centificats they can register to e with i Recrmentveam o fna manager for " v
“any empleyment o ther work whic s concemed with the use the Updste Service. Thers i 2n smual fe. There e Nocandidae i be confimeduithanoffr © "N
rosonf hesin s SO s s K310 mchr o vomear e sty OB dearce s oo e *
cntlth e ot employmnt o the parsonenogedin s waecort s G o o e+ -
it wo o ave s 5 prers I e of s cesh MWl cver th st ofth annue updte senice, o [
‘the course of their normal duties.” ‘this can be claimed back via e-expenses. ESURR lroi ek . supervises renincuing
herefors, MTW must conduct  standard check for s The DES must receive your application form Thelevewi b dapandentonth st appbed for, 33 . i i for,upanisi o paing
mopeent il o a nbarced check vk il \nin a8 . ek h DR, Tt oy b crcmsts wh capstucam
A wirer 010 Ouonseea b e
e ————— et T Ll e tes
incidentaly,such s in hospital corridors). Where an applicant subscribes to the DBS Update e Bt s et g tincuse:
‘Service the spplicant must give consent to the Trust post. Bark, vohamoer and homareey contract reles '
et sghl for stancard o o ok tere v ot e o e e e i s e sl P ————
P —— ora Gatonrecordic. et o e enloes g sl
+ ward Clerk. 43 portabiity o "
, o sty eqramens for 55, T can st
* One Team Rumnersf working i 2 cinical area DS certificates undertaken by other NHS Trusts within the
ot ot e or 85 chck 56 mona o doctrs i ing et n. st
et herehe i doss do ot come o coacwih b or the e el 95 chck s oot
o s el s o gl fr s or T fr e post ¢ AT, Th 05 ot bl
s o ot e vt e o et o e seenand verfed o e oy o ecniment s
plicnitvestenuor b e S eorde eSS s
=
‘Examples of posts not sigible for 2 D85 chack include: ‘Where 3 positive disclosure s presented to MTW a frash
« orrn 088 cack i ppe o o srrs
pp— S ——————
[ e o et o o proesswih P
‘“d discesure.
4.4 arting employment without 05 hck
.2 Candidates wha have ved oversess Candidaes uho ey et cremancas eyt may
v hedone v ot e e s v 2o s o
pastfive years will be asked to provide 20 ouerseas palice. providing a risk assessment is completed by the fine
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manager supprted by 3 Senor HR Advsor, ith the
recruitng manager responsibl fo ensuring that al
agjustments dentiied n the isk assessment are sdhered
%o and tht he indiidul doss notwork slons n patient
Fowever, tisis not spproprise fo posts mvoing orkin with
i, The Rt eam and recritng mansger vl
complteth ik st o ssess e prson' sutabily
beforethey st n i e th employment s prvisionl and
ondionalon  satstacoryDBS heck and he Recitmnt
team il sy the manager when the 02 chec s aceived

s ositue discosure

Candicets mustinform the ecrutment esm ot 2y
comictons, unspent or spent orrelevant s s00m 35 5
pracicatle

mployees have a
contractual responsibility to
inform t

they receive a conviction,
caution, reprimand
‘warning during their
employment with MTW”

where

wtions, vestgatons convictions o any ther
infrmaton arsdedred by a canicat o reveled by 085
chack,the Recutment eam il oty he recrting manager
and nstigatea ik asessment.

The candidete willshar the DES cerifcate wih the
Recruitment team or line manager with the deails
informing an open and honest discussion about their
sutabilty for the post. The ik assessment should 150 be
completed by the recnting manager before ny decision
Sbout the sppcintment s mads, upported by 3 Senor HR.
Acizor.

Fsur o reve cautions, convictions o nvestgstons n he
10 spplcation form, deciaration form o atnteiew may e &

caus for concen and impac he utzome ofthe sk
ssessmen, leaingt witndrawa of an ffr of employmers,
smisa from emplojmnt atMTW, efral 0 the S
Counter Fraus authriy (4452} 3 s elevansprfessional
ooy

5 isting mployees

Employees haveaconracual esponsiy o nform her
manager should hey receive  comician, autio,reprimand or

i)
===

Switch  Macros  Properties
Windows~ -

Macros | SharePoint

Waring g thlremployment wth MTW. Faire to
iscioe formation ma resufin discipinay acion and
possibly  referral o the scra.

Wihera anaising mployee moves t 3 new post wiin
MTW, theywil notausomtialy need o be re-<hecked
thle e responsiiiis and level of conactwith
inrabi roups s it sgincently angec,

47 Renewl of DBS Cartfcates
The DES Certicates doss notrecommend 3 spacfc
enevilinterval for DBS checks. However, follawing
the NationslCare Standards’ recommendations, tis
the Trus's policy to renaw allDBS Certifcates every
three years.

Itis mandatoryforexstng amployees to undartake 3
new checkin the fllowing crcumstances:

+ o2 085 check o leis more than v years ol

+ Where previously o DES was required and
moving to 5 postion the now requires 3 DBS
chack.

+ Wnere they are mavinginto s role which now
requires 3 nigher evelofcheck.

+ Where the new position means working with 3
difrant winarabe group and must have a heck
Sgainst one or both barrad s

+ Where they have hid 3 bresk n senvice for more
han thrse manths between eaving the od
position and taking U the new posiion

+ Where there i ressonsble cause to bl that
new DBS check vould reves! previously
unciscosad information

The DBS renewal mustbe cariad out within six
montns of the hvee years annversary date. fan
employee ais to comply, th ins manager wil bs
informed, 3 meeting hald and futher fallure >

complymay et i dsclar proceedings nd

48 oocarsintraining
Doctors onsccationaly spproved roatona traning
programmes aeragardd 2 being in continuous
employment duin the tarm o rining and are herefore
e o e 085 check o st every ey,
athe tran s timechy ot

Wil e i ssurances from he st revius
employr tht approprat learances have been obained
Withinthe pat tree years and thatth check s st he
ightleufor tei new post.
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1What the policy covers
P —— “The MTW Board s committed
e o, e and e bk by o ensuring that no employee or
i aninclsv iac o work job applicant s subjectto
E— unlawful discrimination, ither
- directly or indirectly, on the
+ Help amployses undsrstand theirresponsiilties in
Teciing e e ing s rametng e, erounds of any protected
sy snd s characteristics”
R ————
Skt sy ot ey o o
st he vy ot ey wald et an
incisveand suorive emplrr
2 Types of discrimination
Dirc iscimination:uhre somecreis st s dciinain, sty rndrac oo
Tmersly tansomecre e o ot o on e roundsf any protecd charcestic. T spses
[l —" o lspect o emplomen,cding ecrnert
race, reiigion or belif, disabilty, age, sexusl orientation, ‘and selection, training, promotion opportunities,
o matage o s, i e and condionsofempleymens, aning o
Pl o, epicatin o Gan rcedres and
S - oo o ey
favourably than someane else, where there is 2 rule or - :’;’EW "’;':::i:::‘;‘r‘:’;;zf;f;‘:ﬁgm
s i et i, vty ol g
i emopee o et et o,
arsmen s anyuvared syl vl o ron- e i,
ot ot s o s sl o, il
orcit prtnerstp s, genderressignent relgon .
orbel, age, ace, pegnancy and maternicyor disabity 4 Responsibilities
st e g st o et a0 Al amplyee nd sgny s e e
s, ol derain, hombtnger e i o ey whendring i s
enitomer. A dneincnof e o ofeie en-epeaning .
et oo et P —
et ————y s i
relating o 2 protected characteristc by third parties such theirlive manager's sctention.
e R P —
. g e oy e of s, ey
:r:“::::::n::e;:T::::;ZTJ:::”:::‘;:;:‘QM ‘and inclusion within this polcy and will nsure that
! o allts policies and procedures do not discriminate.
3 Principles
e o commicad o s ot
st ot sptent et 10 o
Page600f236 103645words L%
1529
ooa2023
Page20f3 Owords [J2 B - N 100%
_ 1529
P Type here to search INHS] = ou wi O paoes B







[image: image3.png]JB People policies [RWF-HUM- HUM-POL-4][1.1].docx - Word Joanne BYFLEET [

Home.

Insert

B lgen D M R 5y @ rimiat

= [ Outline o S EE  Ore O\ [E] One Page = E [T | Oviewsidety sse ==
8 5 ot D (VR €5 0 Gine B OOwtiplepages m? L °
Read | Prnt | Web Learning | RO Side Zoom 100% 0En (mmsp G Sy | e | Bopees Design  Loyout  References  Mailings View Help @ Tellmewhatyouwantto do
Mode Layout Layout Tools toSide ] Navigation Pane EPage Width  window Al Windows~ - e
- - A A | b iz =% I3 P pr—— ind =
s e ey show Zoom Window o | SR ~ IR Calibi @ody) -[11 -| A" A7 A2~ | B 2 E=7= 8T agsocenc| assbecoe AaBbCC AsBocct AQB assbcer acsbocoi aasbccoc aasbccd. AsBbCDe AGBBCCD( AGBDCCD. ARBSCCD AABBCCDT AGBBCAD( | 4 e
Paste - 3 - - TNormal | T No Spac. leading leading itle Subtitle  Subtle Em. -mpha Intense Strong Quote Intense Q... Subtle Ref Inter Re. ook Title o
S poapame | BT U e x - Normal | TNoSpac... Heading1 Head il biitle  SubtleEm.. Emphasis IntenseE..  Strong te ot bile Ref... Intense Re... Book il X sete
Giboara Font B Parsgrah 5 5 ating .

Page 6101236 103645 words

&

TS managers and heads of department a2
cespansbefor nsuring thepraciclspplicaton of
i plcy a3 loca lvel and thy e spectedtc
aciely promote ighsandards of squalty,
ey and ncsion.

+ The Hesd of it Engagement & Equlty Jeads an
thecquaity, diersiy snd inclsionsgenda for
employess, and wi develop, menior and 3 vlue
o MTW's aqualy, diversiy snd inclsion strategc
framavork

+ The v cepariment hs  spaci espansiilty
ensursth promoton of squal, dversty snd
inctusion hrough s employmant pactes, polcies
and procedures

« every employees responsil orcontrlung .
o  working enironment that promotes
equalcy, diversiy and inlsion. Each employee
mustreport 2 ansppropiae person e secton )
any istances of bahviour et thy are swareof
tha contravens s ol principles.

5 Staff networks
Saff ntwork re communities thatprvide 3 colctive
Voie, pr support and guidance, helping t promote
innavaton and crste constucse channet of
commuricaton. They lay 3 cusl ol n heling MTW
o delver s goals. Contac formationfor th LG8Ts,
Disabilty and Cutral and i inorties etworks
b found on BTV ntrane pages.

W i commited  supportin s saf networkswith
exacutive sponors an ensuing tht thl voices are
hesr st soar v,

6 Policy in pra
i ol st utheappropriae channes o dedling
i cse of dciminadonsnor bt does
ot suppors e equaity, sy and ncsin
prncls st

rasing s concemn

et sy sl conces s ' st o
drimiaton

Should empioesswish o  cocern uer s
ol thare ar e of wers i G s

« aninformal
cising concens nd thei mansger

« Seskingsticeand guidancefom HR anor

+ Freadom  spes Up Guardian (ETs and Depury.

+ st engagement & nciusion team.

PR ——

« sate spaceCrampions
Response and support

Thereare 3 number o ways that MTW can sppert
employees with heeconcer nclcing et ol
andformslroutes.

* exoie asistance withinformal dsussons
* inestigse and undertake formal messures

see also iy, dignitysndrespct ncluing buling
and rrsssment oy

Aliegations ragadingpotentil breaches f tis polcywil
e westad i confidance and investgated horoughly and
objectal. f an employee makesan alegaton of
scrmintion whichcannot be rescved nfarmly,
MTW s commitad o ersuring tat amployees are
prtectad from vicmisation,harassment or e
Favouraletrestment because thy have raac =

7 Equality Impact Assessment (EIA)
a0 E1ais ssenialwhen reviewin o dviingnew
i, procedures rsevces o ensure that o
emplyee, ptent ovistor s discrminatedsgainst ox
e negatvel afeced.The € s dsigned 1o ket
considraton how th plcy, procadure o senic

Vel toimpack ol peope i addtionl focusis
reqired o ensure equatyfor these wih potected
eraracersics

I ——

-
Indirect discrimination: where someane i treated less
favourably than someone else, where there s a e or
policythat pplies to everyone but disadvantages 3
person vith apartcuiar protected chara

Harassment: isany unwanted physical verbal or nor-
verbal condut based on se, sexual okntation, martal
or vl partnrship statu, gander eassignment, relgion
or belef, age, e, pregrancy and materniy or disabiity
thataffcts your digaity at work or reates an
incimicating, hostie, degrading, humiliating orcfensive
environment. A single incdent of unwanted or o

behaviour can amount o harassment.

Third pary harassment: where an employee s harassed
relaing o 2 protected charactristc by thirdparties such
aspatints, isitors or supplies

Victmisation: when someons s treated badly because
they have made a complint about iscrimination

3 principles
+ The MW s s commied o ensuig it na.
ampoyesor o splcantis uec o uns

selection fo redundancy.

ity standards in avengthing it

1 seeks to promot the princiles of

o T embeds
does

equalty, diversity andinclusion nal s deslings
with employees, job applicans, patients, vistors,
contractors,recruitment agencies and the publc

4Responsibilities

+ llemployees and sgency st re required 2
e o s polcy when ucrtsin hele dtes
cruhan eprasenting TV

+ Euery employe hs  rasponsiviy o ing.
aning tht couldbedeamed s discrimnsionto
theirne mnsgesatantion

+ e sosgs fuly commitetoscopting and
atomating th ey princiles of equal,dversty
angincusion within s pscy anc il ensure hat
s plcisand procadres o no dscminae.
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| Gender identity transitioning at work

1 What the policy covers

i polcy s designd osupport emplyees who re

ranstioningfrom the gender ssigned o them st birth

0 the gender with which they denty.

i ptc wit:

el employessundertand the term gende ity
and e terms associtedwith ender danty

+ ostlthe responiies o w, managers and_
s nprviing e and sppereve working
enironmen o theperson wha s ranstonig.

+ cxplsinhow werpiacepan can support .
il lemerts o th rnsiion

2 General principles

+ v s commited o promotig  asthe waring
envronmen, witha cuture o uppor, unere
indidusts con thrive

Aol s diverseworkorc ess o ncusion of
moveceasandvewpeint and osters sty and

+ wwwene o provideemplyess with 3
understanding ofras s i he erkplce and
ohelp ampiyessprovice s welcomingand
Supporiveenvronmen o tanscollesgues during
heirransion plsse eferto the iy dinty
and respect polcy an e Trans sy in the
werkplac ol frfurter nformation znd
gudance.

3 Definitions

The deiiions provided ae ot ntanded o label
mploees bt athr 0 st undereanding th oy
and the obligation of MTW's employess Employees may
or may not uss these erms o descrbe themsehes. T s
by meansan exnaust s

Wi dfinitions o gender dentity and sexual
orietasion appearwiti he s, i s nended o
escri he ifferences rather than o crete ks
betveen them.

“MIW embraces and
values our diverse
‘workforce.When people
bring their whole selves
to work they thrive and
50 do e

igender: i term dascribes peopl who have s
gendr idetity that matchs her asigned sex.
Gender xpresson: An ndiidua’s charactzistics
and behaviour (such a5 appearance, res,
manneisms,speech patters,andsocilineractions)
that may be percivad 25 mascuine, eminingor
andeogynous.

Gender uidiy: Ths conveys 2 vider more floible
rangeof gender exresson withntarests and
behaviours that may change even rom day 0 Gay.
Gender i peopledo ot felconfined by
restrictiv boundaris of stareotypical expectaions of
men and women. or some peopl,gander iy
extends beyond behaviou and naress and actualy
serves o speciclly deine hei gender dentiy. In
ther words, prson my e heyare more famale
on some caysan mare mae o athersor gossly
Pt ——————
Gender dentiy: person's el despiy-fft.
sense of being mae, fmale, o inbetwazn o
somathing ther, regardiessof thesex thy were
asigned i

Gender varance/gender non-conforming:  This
term describespeople ho have, o are parcehed o
ave, gondercharactarsisandorbehaviowrs tht
42 not conform t raditon)orscital xpectztins
.5 fomales who ess n men's lthesormales who
et makess.
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 Iterse: T trm desarives peopl whoar born
withsnyof sversvariationsnsex characteritcs
0 might includ external encls hat cannotbe
sy casfind s mleor femal; incompiets
velopment ofth narnal reprocuctive ogans;
inconsitancy between the exarna enialssnd he
interal reprodacte orgen,aver o
nderproducion o the se eated ormones.

+ LGBT: A comman ssbreviation that rears o the
Iessian, gy, bisexal,and tansgander communiy

Non inary: This s 3n umbrel term forpeogle

hosa gender deniis do ot fiinta th gendar
iy of mleorfemsle. A no-binay erson might
considerthamlues o b nfthr mals o femae, o
o be i soms sene both mal and faml,or o 52

Somstimes malesnd sometimes

« Sexualorentation:  prson's physical o amotional
araction 0 peopls o thesame an o oiher
gendr. taight gay, and sl ae som ways ©
Gascrive sl crtation. s mportant 2 note
that sexua orention s it from gencer
{dantty and sxpresson. Transgender peoplecan be

fesian, iseual, o stragh, ust e disgender
pesple. Stereotypesae often inked 10 this and
assumpions mad aboutth sexualorietaton of
rans people.

o Transgender:

1 prson whos sex assgned i wasfemale but

Who deniies 35 mle 3 ransgendar man (a0 known

sstrans man, or famsle.to-male ransgender pareon, o

FTM). A person whase s ssdigned st b s sl

but o et s femle s 3 ransgendar woman (o

known s tans womn, or el emal ransgancer

person,or ITF|. . person whose sex assigned st ich

wassither leor el bt who e o

inar.

Some peopl
hamsahes

e by s defniion do ot consder
nsgender—they may se iher s, o
may ey smply 353 manor woman.

« Transhatecime:  any criminal offence thats
motiate by prfudie or hate. Ths can clude
Snyering that focuses onth i’ gander r sexusl

o Transton:Th proces o

anging ones gender

from hesex asigned a ith t on's gander
dentty.There aremany dferent ways to ransion
Forsomepeople, s  complex process tht ke

i)
===

Switch  Macros  Properties
Windows~ -

Macros | SharePoint
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+ Useoftolets and changingfciies.

« wWnatthe impications are, fay, for pensions.
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| standards of conHuct at work

1 What this policy covers
s documentismended ose standards
reaton o the more common quesions ofconuct
0 make s tha e o meetthese
standards wil normly et action beng taken. in
dion, the poiy sets out th crcumsances i
‘which sl vl normaly ke place without
previous warnings.

ereschs ofdiscipline vl b deslt withnsecordance
with s Dscpinary oty

1.1 Ganera standards of conduct st work MW expects
5 igh sandard of generlconduc rom amployees t all
times. Al mployees e expectad o combine prompt
S0 afcien i withconcer snd et for
fsling ofatr pople.

Allemployessshoud olow th resonablnsrucons
o thelr supenisors and managers and carry ot thie
ssgned duis

42 Atendance for daty

Employees ae expected 1 ttend forduty atthe corret
e and erk the contraceedhours. Unsuarsed
Sosencewil e st it 3 dicipinay e

Leaueshous be aranged i accordance with W'
oy and then by followinglcal rocedures.sbsence
incuig sckne bsence should e reported,
suthorised, recorde and managed ccording o local
procedures and s polices and oca procecures

1.3 Atendance for mandtory appentments ining
115 the responsibiey o theamployee t undertske
mandatorywaiing, 2.5 saf nduction, i safety,
movingand handing. Al employees are o recuired to
tend Occupation! Heath ppointents 3 W'
request

1. Smaling ondty
Smoking i ot alowed ampuhre nsid the hospicl
buiings.Smoking s not llowed on rust grounds o n
P ——
‘Smoke-reepolyand rocedurs.

1.5 Useofcquipment o escurces Employessshold
rsur they ke sparopratecae and trest it espect

T aquipment and resources and according 0 any
loca s and procedureson the safe andsppropriste
L6 private business
Conducting i busines srangamens for parsonsl.
fnsncilgainin e i oricn e sreed
atherae s prt o rmal contractul srangementsor
Withth permission f the member of the Bt
who's responsileforth deparement

prp—
Employees shouid comply with MTWs Securiy poicy
and procedureatallimes.

8 confdentsty

h turs o i sl sevice ok, sspcily
informaton about pacent and mploess, s ghly
confidential. normtion shoud nt nomal b v,
0 3nyunaushorseperson o agency without pror
permisio.famployees e everin doubt thy should
Saakacice fromthee mansger.

19 informaton Techncogy 1)/ information
‘Governance () poicis and procedures

Employees shouid snsur they famiarsethamsehies
a0 comply Wit MW 7 a1 pices and
procedures.

210 Health and safey and nfection pevention nd
control
Al employess should complywit nfection preventin
20 contrl messures nd e it nd sty of
patians, th pubi mploees o contactrs woring
on T remises Employees s sxpected o
famiiarse themseves with and v snyressonsbi
instzucionssued by MTW or th Healthand afey
executie o thesae parformance f theic work.
111 Discimination, bullingand harassment All
employee ould res ther amplyess, vitors v
ients with gy and espect t a imes. Acton il
betken sgint mployees whosebehaviour s
iscriminatory,sbusiv,buling or which consttses
racal 5ol o an ther fomofharassment.

112 Reatonsip with coleagues
Employees shouid ndeavour to mainain s harmonious
Woring reltionsi wich ther employees at allimes.
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Standards of cohduct at work

1 What this policy covers
s documentismended ose standards
reaton o the more common quesions ofconuct
0 make s tha e o meetthese
standards wil normly et action beng taken. in
dion, the poiy sets out th crcumsances i
‘which sl vl normaly ke place without
previous warnings.

ereschs ofdiscipline vl b deslt withnsecordance
with s Dscpinary oty

1.1 Ganera standards of conduct st work MW Expects
5 igh sandard of generl conduc rom amploees t all
times. Al mployees e expectad o combine prompt
S0 affcien e ithconcer snd st for
fsling ofatr pople.

Allemployessshoud olow th resonablnsrucons
o thelr supenisors and managers and carry ot thie
ssgned duis

42 Atendance for daty

Employees ae expected 1 ttend forduty atthe corret
e and erk the contraceedhours. Unsuarsed
Sosencewil e st it 3 dicipinay e
Leaueshous b aranged i accordance with W
poiyand then by followinglcal rocedures.sbsence
incuig scknec bsence should e reported,
suthorised, recorde and managed ccording o local
procedures and s polices and oca procecures

1.3 Atendance for mandtory appentments ining
115 the responsibiey o theamployee t undertske
mandatorywaiing, 2.5 saf nduction, i safety,
movingand handing. Al employees are o recuired to
tend Occupation! Heath ppointents 3 W'
request

1. Smaling ondty
Smoking i ot alowed ampuhre nsid the hospicl
buiings.Smoking s not llowed on rust grounds o n
P ——
‘Smoke-reepolyand rocedurs.

1.5 Useofcquipment o escurces Employessshold
rsur they ke sparopratecae and trest it espect

T aquipment and resources and according 0 any
loca s and procedureson the safe andsppropriste

L6 private business

Conducting i busines srangamens for parsonsl.

fnsncilgainin e i oricn e sreed

atherae s prt o rmal contractul srangementsor

Withth permission f the member of the Bt
who's responsileforth deparement

prp—
Employee shouid comply with MTWs Securiypoicy
and procedureatallimes.

8 confdentsty

h turs o i sl sevice ok, sspcily
informaton about pacent and mploess, s ghly
confidential. normtion shoud nt nomal b v,
0 3nyunaushorseperson o agency without pror
permisio.famployees e everin doubt thy should
Saakacice fromthee mansger.

19 informaton Techncogy 1)/ information
‘Governance () poicis and procedures

Employees shouid snsur they famiarsethamsehies
a0 comply Wit MW 7 a1 pices and
procedures.

210 Health and safey and nfection pevention nd
control

Al employess should complywit nfection preventin
20 contrl messures nd e it nd sty of
patians, th pubi mploees o contactrs woring
on T remises Employees s sxpected o
famiiarse themseves with and v snyressonsbi
instzucionssued by MTW or th Healthand afey
executie o thesae parformance f theic work.

111 Discimination, bullingand harassment All
employee ould res ther amplyess, vitors v
pationswic gy and respec a¢ i imes. Acsom il
betken sgint mployees whosebehaviour s
iscrminatory, shuiv, Suling or whichconsttses
racal 5ol o an ther fomofharassment.

112 Reatonsip with coleagues

Employees shouid ndeavour to mainain s harmonious
Woring reltionsi wich ther employees at allimes.

1.1 profesion! reistration
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| Vehicle and driving (including lease cars)

1 What this policy covers « Theysnouldseise management of any problems o

s ol outine HTors expectaionsand he il that could afec e schecuing for that 1

employee’ esponsibiiies when diving 2 uehce

provided hvough MW .. eas car or thirown

Ve or business purpose. t o ghights the

actonstht employees musttke o nsurethey dive

saely

i poiyshoud b read i conuncion with he

employe's oun persoal car nsurance policy and  thay
3 lesce car, th trms s conditons of e lsse

a mobilephone, including
2 hands free phone, while
driving Mobile phone:

should only be us
vehicle has been par
safe place and the
been switched off

2 principles
ihre eference e o o i vhice or
s prpcss, e o ot e cermeing s
2 om e e of werk e, he
Tesponshies d o s o5 g

3 Responsibilities

ihen g  vehicfo bsinss purposss smplyses

e responsiefor ensuing

« The enicls rosdweorty and does ot pose 2 sk
0 other sars. Under o crcumstancas shoukd
employees e 3 vehictht i notrosducrth,
doss nthave 3 el MOT o gt .

« They olda fulland el divig cence that pemis
Sham o v inth UK, with o relevare

+ They hav v nsrsnce tha covers he et
s8] fbusiness use iy il e o check this
withtheirnsrance comgny).

« They o nok e f hey have st roblems it
I fcs e sy 2o

« Thelheath andssery an tht o thee pasangers |
o the roas ser.

« They iiveinasate lawfland sffcien maner,
Bayingdueregrd o3 i and westher
conations.

+ They s the moss direct route whers possle unsn
‘Sarming ot thi s,

4Policy in practice
1 kit phones and drving
Emplyeesshoudnct use s mobie phone, inducing
hendsree phone, whi g, e prones shasd
oy beusedhn the veice has e peked na e
pisceand theengine s been switched . Empleyees
Shoud et clls  vcamsl 0 thet messages can b
It il thy re g and picked p when s e
todose

2 riving under theinluence ofscahol_or s
Emplyees mus ot e on usiness whithy s
underthe nfunce ofscol,egal rus
prescied ru i heprescioes o s any

ot efcton her ines o dive

3 Using an emploee's own ehice hen
onduty

Employees using he wn vehic when carring out

thlr s, 5 thei responsibiy 1o ensure hat hee

veticl s rosduorthy and popery taed and tht thir.

Vehic inurencecover xtends 2 busnee s T
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