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This Handbook has been written assuming that your employer is the Service User 
and receives Direct Payments. Where appropriate the Service User may have a 
Suitable Person to act on their behalf and responsible for any communication 
with you relating to your employment. Any reference to the employer should be 
interpreted to include the service user and/or their authorised alternative person.

As a Personal Assistant (PA), you are employed by the direct 
payments service user, and not Diverse Cymru.

This means Diverse Cymru cannot provide references for future 
employment and any requests for a reference should be made 
directly to your employer.
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Introduction

The success of our employer/employee relationship depends very largely on me 
sharing trust and confidence in each other and your commitment to providing me 
with support and assistance.

I provide equal opportunities and am committed to the principle of equality 
regardless of race, colour, ethnicity or national origin, religious belief, political 
opinion or affiliation, sex, marital status, sexual orientation, gender reassignment, 
age or disability. I will apply employment policies that are fair, equitable and 
consistent with your skills and abilities. I look to your support in implementing these 
policies to ensure that all my employees are accorded equal opportunity for training 
and promotion and on equal terms and conditions of employment.

I will not condone any discriminatory act or attitude in the workplace, acts of 
harassment or discrimination on any grounds.

I welcome you and express my sincere hope that you will be happy here in your 
employment.

3



Starting Employment

Probationary Period
You start with me on an initial probationary period as set out in your Contract of 
Employment. During this period your work performance and general suitability will 
be assessed and, if it is satisfactory, your employment will continue. However, if 
your work performance is not up to the required standard, or you are considered 
generally unsuitable, I may either take remedial action (which may include the 
extension of your probationary period) or terminate your employment at any time. I 
reserve the right to apply my full contractual capability and disciplinary procedures 
during your probationary period.

Job Description 
Where you have been provided with a job description of the position to which you 
have been appointed amendments may be made to your job description from time 
to time in relation to my changing needs and your own ability.

Employee Training
At the commencement of your employment you will receive any training for your 
specific job which may be necessary, and as your employment progresses your skills 
may be extended to encompass new job activities.

Job Flexibility
It is an express condition of your employment that you are prepared, whenever 
necessary, to transfer duties within your day to day activities. During holiday periods, 
etc. it may be necessary for you to take over some duties normally performed by 
other people. This flexibility is essential as the type and volume of support is always 
subject to change, and it allows me to operate my life efficiently and gain maximum 
potential.

Mobility
Although you are usually employed at my home address, it is a condition of your 
employment that you are prepared, whenever applicable, to transfer to any location. 
This mobility is essential to meet my support needs.

Disclosure and Barring Service (DBS)
Your initial employment is conditional upon the provision of satisfactory DBS check 
(previously known as CRB) of a level appropriate to your post. This is mandatory in 
the Pembrokeshire and Ceredigion Council areas, but only advised to employers in 
Carmarthenshire. You will be required to consent to subsequent DBS checks from 
time to time during your employment as deemed appropriate by me. In the event 
that such certificate(s) are not supplied your employment will be terminated.
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Salaries, etc

Lateness/Absence
You must attend for work punctually at the agreed time(s) and you are required to 
comply strictly with any time recording procedures relating to your work.

All absences must be notified in accordance with the sickness reporting procedures 
laid down in the Employee Handbook.

If you arrive for work more than one hour late without having previously notified 
me, other arrangements may have been made to cover your duties and you may be 
sent off the premises for the remainder of the shift/day without pay.

Shortage of Work
If there is a temporary shortage of work for any reason e.g. I am on holiday or in 
hospital, I will try to maintain fair working relationship and you will receive wages in 
line with the Local Authority’s current lay-off payment.

Maternity/Paternity Leave and Pay
You may be entitled to maternity/paternity leave and pay in accordance with the 
current statutory provisions. If you (or your partner) become pregnant you should 
notify the employer or the person working on their behalf at an early stage so that 
your entitlements and obligations can be explained to you.

Parental Leave
If you are entitled to take parental leave in respect of the current statutory 
provisions, you should discuss your needs with me to identify your entitlements 
and look at the proposed leave periods, dependent upon your child’s/children’s 
particular circumstances and the operational aspects of your employment.
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Holiday Entitlement and 
Conditions

Annual Leave
Your holiday year begins on      /     /     and ends on     /     /      each year.

Your annual holiday entitlement is  hours per year.

Please keep a record of your entitlement and how much leave you have taken. 
Please keep a written log of annual leave taken using the Annual Leave Record sheet 
I have provided.

It is my policy to encourage you to take all of your holiday entitlement in the current 
holiday year. Holidays are not to be carried forward.

Conditions Applying To Your Annual Leave Entitlement
Holiday requests must be presented to me for authority within reasonable time 
before you make arrangements to be absent from work.

You should give at least one month’s notice of your intention to take leave as this 
leave request could be rejected.

Public/Bank Holidays
Your entitlement to public/bank holidays and to any additional payment which 
may be made for working on a public/bank holiday is shown in your Contract of 
Employment.
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Sickness/Injury Payments and 
Conditions

Notification of Incapacity for Work
You must notify me by telephone on the first day of absence and at the earliest 
possible opportunity. Notification should be made personally, or if you are unable to 
do so, then by a relative, neighbour or friend.

You should try to give some indication of your expected return date and notify me 
as soon as possible if this date changes.

If your incapacity extends to more than seven days you are required to notify me of 
your continued incapacity once a week thereafter, unless otherwise agreed.

Evidence of Incapacity
Doctor’s certificates are not issued for short-term incapacity. In these cases of 
incapacity (up to seven calendar days) you must sign a self-certification absence 
form on your return to work.

If your sickness has been (or you know that it will be) for longer than seven days 
(whether or not they are working days) you should see your doctor and make sure 
he/she gives you a medical certificate and forward this is to me without delay. 
Subsequently you must supply me with consecutive doctors’ medical certificates to 
cover the whole of your absence.

Doctors ‘fit’ notes must be sent to me and are not to be sent to payroll directly. A 
doctor’s ‘fit’ note is used to establish the right rate of pay and also as evidence of the 
reason for your absence from work.

You are entitled to statutory sick pay (SSP) if you are absent because of sickness or 
injury provided you meet the criteria in the current SSP regulations. When you are 
absent for four or more consecutive working days, you will be paid SSP by me if you 
are eligible. This is treated like wages and is subject to normal deductions.



Confidentiality

All information that:

a. is or has been acquired by you during, or in the course of your employment, or 
otherwise been acquired by you in confidence; 

b. relates particularly to my personal life, health and well-being or that of other 
persons who reside with me; and, 

c. has not been made public by, or with my authority; 

shall be confidential, and you shall not at anytime, whether before or after the 
termination of your employment, disclose such information to any person without 
my prior written consent.

You are prohibited from reading any personal and private mail and documentation 
which contains confidential information unless you have been given my express 
consent. Where consent is given you are to exercise reasonable care to keep safe all 
documentary or other material containing confidential information. At the time of 
termination of your employment with me, or at any other time upon demand, you 
must return to me any such material in your possession.
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Health, Safety, Welfare and 
Hygiene

You must make yourself familiar with my Health and Safety Policy and your own 
health and safety duties and responsibilities.

You must not take any action that could threaten the health or safety of yourself, 
other employees, visitors or members of the public.

Protective clothing and other equipment which may be issued for your protection 
because of the nature of the job must be worn and used at all appropriate times. 
Failure to do so could be a contravention of your health and safety responsibilities. 
Once issued, this protective wear/equipment is your responsibility.

You should report all accidents and injuries in work, no matter how minor, to me 
and record the event in the accident book that can be obtained from me.

Smoking Policy
I operate a No Smoking Policy that applies to any area of my home and vehicle.

Alcohol and Drugs Policy
Under legislation I, as your employer, have a duty to ensure so far as is reasonably 
practicable, the health and safety and welfare at work of all my employees and 
similarly you have a responsibility to yourself and your colleagues. The use of 
alcohol and drugs may impair the safe and efficient running of my support and/or 
the health and safety of my employees.

If your performance or attendance at work is affected as a result of alcohol or drugs, 
or I believe you may have been involved in any drug related action/offence, you may 
be subject to disciplinary action and, dependent on the circumstances, this may lead 
to your dismissal.



Capability/Disciplinary Appeal Procedure 
and Termination of Employment
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You have the right to lodge an appeal in respect of any capability/disciplinary action 
taken against you.

If you wish to exercise this right you should apply to me in writing and provide any 
evidence or documentation which you seek to rely upon.

An appeal against a formal warning or dismissal should give details of why the 
penalty imposed is either too severe, inappropriate or unfair in the circumstances.

If you are appealing on the grounds that you have not committed the offence then 
your appeal may take the form of a complete re-hearing and reappraisal of all 
matters so the person who conducts the appeal can make an independent decision 
before deciding to grant or refuse the appeal.

You may be accompanied at any stage of the appeal hearing by a fellow employee 
of your choice or a union representative, who may act as a witness or ask question 
on your behalf. The result of the appeal will be made known to you in writing as 
soon as reasonably possible after the hearing.

Termination of Employment

Terminating Employment without Giving Notice
If you terminate your employment without giving or working the required period of 
notice, as indicated in your individual statement of main terms of employment, you 
will have an amount equal to any additional cost of covering your duties during the 
notice period not worked deducted from any termination pay due to you. This is an 
express written term of your contract of employment.

Return of Property
On the termination of your employment you must return all my property which is 
in your possession or for which you have responsibility. Failure to return such items 
will result in the cost of the items being deducted from any monies outstanding to 
you.

Where you fail to return keys to my property immediately, you will be liable for 
any costs relating to the replacement of locking mechanisms. These costs will be 
incurred without your prior notice for my security. This is an express written term of 
your contract of employment.



The working relationship between us is a special one. It is a relationship which 
can develop into a useful partnership for both sides but it can be complicated by 
a variety of issues due to the nature of the work involved and the workplace (my 
home). 

It is therefore important that we set clear guidelines from the outset in order that 
disagreements or misunderstandings can be avoided. Also, it is important that you 
understand why certain procedures and standards are important to my independent 
lifestyle:

• I will be clear about how I want things done and give reasons why things should 
be done that way.

• When I specify the timetable I wish you to work to, I will explain why this is so 
and will try to keep to a routine where possible. 

• I will give you a clear idea of what is unacceptable and what is permissible.
• Please act strictly by my confidentiality rules as this is very important to me.
• Remember that just as I require my own space. I will also respect your needs 

while working as my PA.
• I will inform you of any PA training that Diverse Cymru will deliver and if I feel it 

is beneficial to your role then there will be an expectation that you will attend.
• If you feel things are not working out, please tell me so that I can get further 

advice from Diverse Cymru to support us both.

Acas provides advice and guidance for employers and employees on employment 
relations issues, including for new and micro businesses, and Q+As on individual 
employers and personal assistants.

www.acas.org.uk

The Acas helpline provides impartial confidential support on 08457 47 47 47.
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This handbook was produced by Diverse Cymru on behalf of your 
employer. We have some information about direct payments on 
our website, but we suggest you direct any questions directly to 
your employer.

directpaymentscymru.org.uk
diversecymru.org.uk

Diverse Cymru is a unique Welsh charity committed to supporting 
people faced with inequality and discrimination because of age, 
disability, gender reassignment, marriage and civil partnership, 
pregnancy and maternity, race, religion or belief, sex and sexual 
orientation.

© Diverse Cymru, 2016

Diverse Cymru is a registered charity (1142159) and a company registered in England and Wales (07058600).


