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Welcome to Transparency International UK 
This manual is a compilation of Transparency International UK (TI-UK), policies and procedures. 

They range from our principles as an organisation including our approach to anti-bribery and 

corruption, accepting gifts and hospitality and how we protect the independence and impartiality 

of our research and advocacy. In our workplace we wish to ensure that all colleagues are treated 

with dignity and respect and so a number of policies outline the approaches we take to uphold this 

including equal opportunities and promoting diversity, anti-bullying & harassment, safeguarding 

along with our approach to grievance and disciplinary action when things go wrong. Our employee 

benefits and the way in which we handle change as an organization are also outlined along with 

important office housekeeping and arrangements including data protection. Please read it 

thoroughly and retain it for future reference. Although the Manual is addressed primarily to 

employees of TI-UK, consultants, interns and volunteers are also advised to read it. In line with our 

principles for transparency and accountability we publish the manual on our public web-site.  

The policies and procedures described in this manual are subject to change and from time to time 

you may receive updated information concerning changes. 

We wish you the very best success in your position, look forward to your contribution to our team  

and hope your relationship with TI-UK will be a personally rewarding experience. 

Daniel Bruce 

 Chief Executive   

Please note: 

 This manual has been compiled from individual documents on the above date. These may 

change and the latest versions of the individual documents should be seen as the definitive 

versions. 

 All entries in the Contents table are hyperlinked to the relevant section. When using on- 

screen please Ctrl+Click to jump to a section. 
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Introduction 
Transparency International UK (TI-UK) is the country’s leading anti-corruption organisation and part 

of the global Transparency International (TI) movement. With colleagues working in more than 100 

countries, TI has unparalleled global understanding and expertise. 

TI’s global vision is: a world in which government, politics, business, civil society and the daily lives 

of people are free of corruption. 

TI-UK’s vision is a society in which: We work together to strengthen the defences against corruption, 

so that: 

• the lives of people in the UK and around the world are significantly improved; 

• the health of our institutions is enhanced; 

• we can trust the integrity of those in authority; 

• there is no impunity for the corrupt at home or abroad. 

All employees are integral to the success of TI-UK. No matter what role they play, each of them 

contributes something important to making this a successful community and organisation. While the 

roles may vary, the basic expectations of TI-UK do not. 

It is expected that all employees observe the following general guidelines: 

• Be committed to the success of TI and TI-UK – not solely their own position or 

department 

• Do their job enthusiastically and to the best of their abilities – hold themselves to high 

standards 

• Treat others with courtesy, respect, and fairness 

• Respect the diversity among staff 

• Strive to grow professionally 

• Be honest in communication 

• Take responsibility for raising issues and solving problems 

• Be thoughtful representatives of TI-UK and its resources 

• Acknowledge others for a job well done 

All employees can expect the following from TI-UK: 

• Fair and equitable treatment 

• Acknowledgement for a job well done 

• Help in achieving professional goals 

• Fair feedback regarding performance 

• An environment free of discrimination and harassment 

• To be listened to with respect 

• A response to their concerns 

Global Vision, Mission, Values and Principles of TI-UK 
Our Vision is a world in which corruption is greatly reduced and the UK has zero tolerance for 

corruption both at home and abroad. 

Our Mission is to combat corruption in the public and private sectors in the UK and at the 

international level. We do this by increasing awareness of corruption, building constructive 

partnerships with government, the private sector and civil society and developing practical tools to 

tackle corruption. 

Our Core Values are: transparency, accountability, integrity, solidarity, courage, justice and 

democracy. 

Our Guiding Principles 



 

 

We are a civil society organization committed to respecting the following principles1: 

1. As coalition builders, we will work cooperatively with all individuals and groups, with for 

profit and not for profit corporations and organizations, and with governments and 

international bodies committed to the fight against corruption, subject only to the 

policies and priorities set by our governing bodies 

2. We undertake to be open, honest and accountable in our relationships with everyone 

we work with and with each other 

3. We will be democratic, politically non-partisan and non-sectarian in our work 

4. We will condemn bribery and corruption vigorously and courageously wherever it has 

been reliably identified 

5. The positions we take will be based on sound, objective and professional analysis and 

high standards of research 

6. We will only accept funding that does not compromise our ability to address issues 

freely, thoroughly and objectively 

7. We will provide accurate and timely reports of our activities to our stakeholders 

8. We will respect and encourage respect for fundamental rights and freedoms 

9. We are committed to building, working with and working through National Chapters 

worldwide 

10. We will strive for balanced and diverse representation on our governing bodies 

11. As one global movement, we stand in solidarity with each other and we will not act in 

ways that may adversely affect other Chapters or the TI movement as a whole. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1These Principles were adopted by the TI Annual Members Meeting in Prague (2001) and subsequently 
updated by the AMMs in Bali (2007) and Berlin (2011). 

 

 

 

 

 

 

 

 

 

 



 

 

Advocacy & Political Engagement Policy 
 

Owner: Head of Advocacy Status: Approved 

Last updated: 22 November 2018 Review date: Nov 2020 
To be read in conjunction with these other 
policies and procedures: 

 Advocacy Transparency webpage 

 Anti-Bribery Policy 

 Annual Reports & Accounts 

 TI-UK Annual Plan 

Purpose of the document 

TI-UK is committed to ethical behaviour in all aspects of our work. This policy on advocacy and 
political engagement aims to complement our existing ethics architecture by spelling out clearly 
what we expect of our organisation in our commitment to being open and ethical in our advocacy 
activities. 

 
TI-UK’s Anti-Bribery Policy includes specific details on conflicts of interest and giving and receiving 
gifts and hospitality. 

 
The TI-UK Advocacy Transparency webpage includes the following information, which is updated – at 
minimum – on an annual basis: 

 A list of government departments engaged through advocacy efforts over the course of the 
previous financial year. 

 A comprehensive list of coalition groups and organisations that TI-UK is a member of or 
supports financially. 

 A comprehensive list of secondee appointments made to or from TI-UK over the course of 
the previous financial year. 

 A list of employee appointments and contractors engaged in the preceding year whose 
recent employment was in the public sector, and the organisation or department where this 
was. 

 Information on advocacy objectives for the current financial year 

 
The Policy 

We support and promote responsible, accountable, transparent and democratic political processes 
that benefit society at large. This requires us to adopt ethical policies of the highest standards, 
respecting the roles and responsibilities of the institutions and organisations we seek to engage, 
being open about our interactions with decision-makers and the interests we seek to advance, and 
being attuned to our mission and values throughout. 

 
To that end, we commit to ensuring that our advocacy and political engagement activities are 
consistent with our mission, based on evidence and advancing defined public interests. We are 
committed to ensuring that our advocacy and policy positions are aligned with our institutional 
values and that we respect, protect and fulfil the basic principles as outlined in the UN Convention 
against Corruption, OECD Anti-Bribery Convention, UN Declaration of Human Rights and its 
supplementary Conventions. 

 
This Policy applies to all TI-UK employees and Trustees, consultants and advisors mandated by TI-UK 
to carry out advocacy and political engagement activities. 



 

 

 

Definitions 

The term ‘advocacy’ generally encompasses a broad range of activities which seek to influence 
public policy decision-making. These can include both mobilising third-party involvement to 
influence a decision-maker and directly engaging with a decision-maker. It refers to any 
communication which is directed towards a public policy decision-maker or person with influence 
with the purpose of seeking to influence that person and their decisions. This includes the 
preparation of, initiation and follow-up to the communications made. Targets of our advocacy 
include public decision-makers, officials, regulators and representatives at national, supranational 
and subnational levels and other international organisations and associations. 

 
The definition that TI-UK uses in our research is wider than that found in UK legislation and includes 
advocacy activities such as participating in public consultations, attending party conferences, 
participation in Advisory Groups, briefing parliamentarians and involvement in non-electoral 
government campaigns. 

 

Revolving Door (post-employment conflicts of interest) policy 

TI-UK believes that exchanges of expertise and information between public and voluntary sector can 

make a positive contribution to the public interest. However, TI-UK also believes that the so-called 

Revolving Door can at times lead to conflicts of interest, and that these need to be appropriately 

identified, managed and mitigated. As a charity, TI-UK has an obligation to operate in the public 

interest, and we expect that decisions made about conflicts of interest should always be resolved in 

favour of the public interest. We recognise that the implications of the revolving door differ between 

organisations which have an explicit private interest and those organisations which act in the public 

interest. 

 
Employees and consultants are expected to follow these guidelines: 

 
1. At minimum, those who work for TI-UK should follow both the spirit and the letter of any 

post-employment obligations placed on them by a former public sector employer. 

2. TI-UK requires its employees to operate to best practice standards in this area. 

3. In principle, employees from the public sector should not be involved in seeking to influence 

their former department (or equivalent) for a period of time after leaving. The time period 

will depend on the level of seniority of the post held while in public office, and the nature of 

their responsibilities, and will be agreed with the employee at the start of their employment 

with TI-UK, taking into account whether any such influence might reasonably be considered 

to be in the public interest. 

4. If an employee or consultant has concerns about how to act in any given circumstance, they 

should refer the situation to the Chief Executive. 

 

Oversight & procedure 

Throughout the course of the financial year, each TI-UK programme reports to the Board on its 
activities and these reports are scrutinised at the quarterly Board meetings. These reports include 
the activities of TI-UK consultants that assist the programmes with their advocacy and political 
engagement activities. 



 

 

 

All programmatic and core teams within TI-UK report to the Board on significant external 
engagements (e.g. such as face to face meetings and conference calls), events, speaking 
engagements, media appearances and parliamentary citations on a quarterly basis. 

 
Each year, TI-UK draws up an annual business plan which sets out the organisation’s plans and 
objectives for the coming financial year. During this process, TI-UK reviews its programmatic 
objectives, and resources. TI-UK recognises the importance of managing our memberships, and so a 
review of membership of other groups and organisations is also included in this process. This plan is 
reviewed and approved by both the Senior Management Team and the Board of Trustees. 

 
TI-UK pursues constructive two-way engagement with stakeholders, such as its members, civil 
society, government, parliament, business, the media, and local campaign groups. 

 
A clause on adherence to this policy is included in all employee and consultant contracts. 

 
As a non-political organisation, registered as a charity, we will not provide any financial 
contributions1 to political parties. 

 
Any expenditure on political activities (such as the purchase of entrance tickets to political party 
conferences and associated expenditure) over £500 must be signed off by the line manager of the 
staff member exercising the expenditure. TI-UK staff occasionally attend political party conferences 
on behalf of TI-UK to advocate in line with our stated advocacy aims. TI-UK does not contract the 
paid services of serving politicians. 

 

Principles 

TI-UK subscribes to the following principles in its advocacy work: 

 
1. We will identify ourselves by name and organisation to those we seek to influence at the 

earliest appropriate opportunity. 
 

2. We will neither intentionally misrepresent, nor look to create any false impressions, as to 

the true nature and status of our inquiries. 
 

3. We will always attempt to disseminate information that is reliable, verifiable and up-to-date. 
 

4. We commit that the positions we take will be based on sound, objective and professional 

analysis and high standards of research. 
 

5. We commit not to misrepresent public sentiment intentionally. 
 

6. We will not engage in any other undue influence on decision-makers, including 

inducements, manipulation, intimidation or coercion. 
 

7. Under no conditions will we provide any undue advantages to decision-makers, their 

associates or their family members. 

 
 
 

 
1 We do not include payment for services (e.g. the cost of entrance tickets to political party conferences) 
within the definition of ‘financial contribution’. 



 

 

 

8. We will not offer gifts to decision-makers and any hospitality offered must be reasonable, 

bona fide and socially acceptable, not allowing for any impression of improper influence 

over the political process or the execution of their professional duties. We will only invite 

decision-makers to events and on fact-finding trips, subject to the informative purpose being 

clearly evident. Only reasonable food and accommodation may be offered, and no hosting 

or travel of accompanying guests will be covered by our organisation. TI-UK’s full policy on 

gifts and hospitality is set out in our Anti-Bribery Policy. 
 

9. As a non-political organisation, registered as a charity, we will not provide any financial 

contributions to political parties2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
2 Whilst we may help convene cross-party engagement with our mission (e.g. such as supporting the All Party 
Parliamentary Group on Anti-Corruption), as a non-political registered charity, we will not provide financial 
contributions to political parties. 
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Anti-Fraud Policy 
 

Owner: Chief Operating Officer Status: Approved 

Last updated: 17 October 2019 Review date: November 2020 
To be read in conjunction with these other 
policies and procedures: 

 Anti-Bribery Policy 

 Whistle-blowing Policy 

Purpose of the document 

This document outlines TI-UK’s policy against fraud and sets out our responsibilities for its 
prevention. It also outlines the action to be taken where employee’s discover or suspect fraud. 

 
The TI-S Plain Language Guide defines fraud as: ‘The offence of intentionally deceiving someone in 
order to gain an unfair or illegal advantage (financial, political or otherwise). Countries consider such 
offences to be criminal or a violation of civil law.’ 

 
The term is used to describe a whole range of activities such as deception, forgery, extortion, theft, 
conspiracy, embezzlement, misappropriation, false representation, concealment of material facts 
and collusion. Generally, however, fraud involves the intention to deceive a person or organisation 
in order to obtain an advantage, avoid an obligation or cause loss. 

 
The term also includes the use of information technology equipment to manipulate programs or 
data dishonestly and the intentional misuse of computer time and resources including cyber-crime. 

 
This policy contributes to measures aimed to prevent financial crime which include bribery and 
corruption (Bribery Act 2010), Money Laundering (Charities Act 2011, Money Laundering Regulations 
2017), Terrorism (Terrorism Act 2000 and Proceeds of Crime Act 2002); and Sanctions (various 
including UK, EU, UN, USA sanctions regulations). 

 

The Policy 

TI-UK requires employees at all times to act honestly and with integrity and to safeguard the 
resources for which they are responsible. Fraud is a threat to these resources and hence must be a 
concern of all. 

 
TI-UK takes the most serious view of any attempt to commit fraud by employees, partners, 
contractors, consultants and others acting on behalf of TI-UK. Employees involved in impropriety of 
any kind will be subject to disciplinary action, including prosecution, where appropriate. Attempted 
fraud will be treated as seriously as accomplished fraud. 

 
The Board of Trustees are responsible for managing funds and keeping them safe (The Essential 
Trustee: What you need to know, what you need to do, UK Charity Commission). Trustees are 
responsible for ensuring effective processes for handling money, to help avoid poor decisions and 
accidental errors, as well as theft and fraud. Protecting the charity from financial crime such as theft 
and fraud, putting appropriate safeguards in place for money, assets and people where the charity 
operates outside of the U.K., and having robust and effective financial controls in place. Serious 
Incident Reports are required to be submitted for frauds, thefts and other significant financial losses 
with Annual Confirmation that this has occurred. 
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The Chief Executive is responsible to the Trustees for: 

 

 undertaking a regular review of the fraud risks associated with TI-UK; 

 maintaining an effective anti-fraud response plan, in proportion to the level of fraud risk identified. 

 developing and maintaining effective controls to help prevent or detect fraud; 

 reporting incidents of fraud or attempted fraud to the Board of Trustees to allow reporting 

to the Charity Commission as Serious Incident Reports and to funders in line with their 

established procedures; 

 carrying out vigorous and prompt investigations if fraud occurs (this responsibility will 

usually be delegated to the Chief Operating Officer); 

 taking appropriate disciplinary and/or legal action against perpetrators of fraud; 

 taking disciplinary action against managers where their failures have contributed to the 

commission of the fraud; 

 ensuring that appropriate action is taken to minimise the risk of previous frauds occurring in 

future; 

 ensuring that all employees are aware of the Anti-Fraud Policy and know what their 

responsibilities are in relation to combating fraud with training and induction being provided 

as necessary. 

 
 

Line managers, project managers and budget holders are responsible for the prevention and 
detection of fraud by ensuring that an adequate system of internal control exists within their areas 
of responsibility, and these controls operate effectively. As a result there is a need for all managers 
to: 

 

 identify and assess the risks involved in the operations for which they are responsible; 

 monitor for the existence of effective controls to prevent and detect fraud; 

 ensure compliance with controls developed by TI-UK; and 

 ensure that agreed procedures are followed. 

Every employee: 

 has a duty to ensure that public funds, donor funds, TI-UK’s reputation and its assets are 

safeguarded; 

 should alert their line manager where they believe the opportunity for fraud exists because 

of poor procedures or lack of effective supervision; 

 has a responsibility to report details of any suspected or actual fraud, or any suspicious acts 

or events, to their line manager, head of department or the Chief Operating Officer. 

 must assist in any investigations by making available all relevant information and by 

cooperating in interviews. 
 

Alternatively, employees may follow the TI-UK Whistleblowing Policy to raise any concerns. 

 
Fraud by partners and contractors 

TI-UK’s project partners (including other TI Chapters) and contractors (including consultants) may be 
responsible for managing significant funds or other assets for which TI-UK is accountable – either 
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under statutory legislation or in relation to donor contracts. They may also operate under different 
legal jurisdictions. 

 
In these cases, a contract must be signed between the respective parties which covers, inter alia: 

 

 provision for the investigation of any alleged fraud by either party 

 the rights of each party to cancel the contract if fraud is demonstrated to have occurred 

 the rights of each party to take legal action to recover funds or assets fraudulently taken 

 clarifies the legal jurisdiction under which the contract operates. 

TI-UK will, from time to time, develop standard sub-contracting templates to cover these and other 
issues including financial crime risks related to bribery & corruption, money laundering, terrorism 
and sanctions. When new partners are engaged that are not TI-Chapters, a risk based approach will 
be undertaken to document checks made to ensure we are aware of who we are dealing with, who 
controls them and their sources of funds. 

 
Responses 

TI-UK will investigate any credible allegations of fraud using internal or, if necessary, external 
resources to do so. Commissioning that investigation will be the responsibility of the Chief Operating 
Officer or, if they are in any way implicated in the allegations, of the Chief Executive. 

 
Investigations will be concluded as rapidly as is possible without compromising their integrity or 
thoroughness. 

 
In the event that reporting to the Chief Executive and / or Chief Operating Officer is either not 
effective or appropriate, whistle-blowing can be channelled through the Chair of the Board who may 
choose to refer it to the Ethics Advisory Panel Chair. Alternatively, employees may contact the Ethics 
Advisory Panel in confidence via the Company Secretary (Ethics@transparency.org.uk). 

 
Should the allegations be proven, TI-UK may take any or all of the following actions: 

 

 disciplinary action up to and including gross misconduct leading directly to dismissal; 

 reporting the incident to the police or other authorities in relevant countries; 

 legal action to recover lost assets. 

All investigations, whatever their outcome, will be logged and reported to the Board. Where 
required, reports will also be made to the Charity Commission through Serious Incident Reporting. 
Requirements to report to donors will be followed in a timely manner and in line with funding 
agreements. 

 
TI-UK encourages all employees to report details immediately if they suspect that a fraud has been 
committed or see any suspicious acts or events. Malicious accusations may be the subject of 
disciplinary action. 

 
Review 

This policy is reviewed on an annual basis by the Finance and Audit Committee as part of their 
annual fraud risk assessment. 
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Transparency International UK’s Anti-Bribery Programme 
Owner: Chief Executive Status: Approved 

Last updated: March 2020 Review date: March 2022 
To be read in conjunction with these other 
policies and procedures: 

 Whistleblowing Policy 

1. Introduction 
Transparency International UK (TI-UK)’s anti-bribery Programme, which is set out in this document, is 
compatible with the Business Principles for Countering Bribery and the Bond Anti-Bribery Principles for 
NGOs (Bond Anti-Bribery Principles).1 

 
This policy contains as annexes, criteria for testing for compliance and TI-UK’s policies on donations 
and conflicts of interest. 

 

2. Principles 
The TI-UK Programme is based on the seven Bond Anti-Bribery Principles: 

 

High-Level Commitment 
The Board of Trustees and senior management are committed to and oversee the implementation of a 
policy of zero-tolerance, recognising that bribery is contrary to fundamental values of integrity, 
transparency and accountability and undermines organisational effectiveness. 

 

Risk Assessment 
Bribery risk assessment is an integral part of the organisation’s overall and on-going risk management 
process. 

 

Devise and Implement Robust Anti-Bribery Procedures 
TI-UK has devised and is implementing and maintaining robust procedures (set out in this document) 
which are proportionate to the risks and to the size, resources and complexity of the organisation. 

 

Due-diligence Assessment of Partners, Agents and Contractors 
TI-UK assesses the bribery risk associated with entering into partnership or contracting arrangements 
with other entities and then carries out periodic due diligence based on that risk assessment. 
Partnership or contractual arrangements are checked to ensure that these organisations have policies 
and procedures which are consistent with TI-UK’s own procedures. 

 

Dissemination and Communication 
TI-UK has established means for effective internal and external communication of its policy and 
procedures. The organisation undertakes training and awareness programmes to ensure staff, agents 
and partners are aware of the potential risks, how bribery might affect them, what they should do if 
they are offered a bribe, and the consequences should they be found to have made or received a 
bribe. 

 
 
 
 

 

 
1 http://www.bond.org.uk/data/files/Bond_Anti-Bribery_Principles_and_Guidance_for_NGOs.pdfAdd references 

http://www.transparency.org/whatwedo/tools/business_principles_for_countering_bribery/1/ 

http://www.bond.org.uk/data/files/Bond_Anti-Bribery_Principles_and_Guidance_for_NGOs.pdfAdd
http://www.transparency.org/whatwedo/tools/business_principles_for_countering_bribery/1/
http://www.transparency.org/whatwedo/tools/business_principles_for_countering_bribery/1/
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Monitoring and Evaluation 
Implementation of anti-bribery procedures is monitored as part of overall risk management and 
internal control processes. Periodic reviews of anti-bribery procedures are made and reported as part 
of governance and accountability processes. 

 

Collective Action 
TI-UK is committed to sharing information and strengthening collective action to prevent bribery. 

In addition, TI-UK adheres to two other important principles: 

Openness 
TI-UK strongly encourages a culture of openness in which bribery risks are discussed, in order to 
respond better both to immediate circumstances and in the longer-term. 

 

Transparency 
TI-UK commits to be fully transparent about both its approach to anti-bribery and all relevant 
information such as entries to the gifts and hospitality registers and sources of its funding. 

 

3. TI-UK’s Policy 
TI-UK has a zero tolerance policy towards the giving and receipt of bribes, and of bribery and 
corruption in any form. TI-UK aspires to operate to best practice standards, and complies with all 
relevant laws in all the jurisdictions in which it operates. Employees and others who refuse to act 
unethically will be protected even when this might result in loss of business to TI-UK. This policy 
extends to all of TI-UK’s dealings and transactions in all countries in which it or its consultants and 
associates operate. This policy underpins TI-UK’s anti-bribery programme, which is regularly revised to 
capture changes in corruption risk, law and best practice. All Trustees, members of the Advisory 
Council, employees, consultants and volunteers are required to comply with this policy. 

 
This policy has been approved by the TI-UK Board and is incorporated in all TI-UK contracts of 
employment and consultant or partner contracts. 

 

4. TI-UK’s anti-bribery Programme 

4.1 Risk assessment 
TI-UK undertakes periodic assessments of the bribery risks that it faces. On an annual basis the risk 
assessment together with key performance indicators is published on the TI-UK web-site. The key 
areas of risk identified are: 

 

 Gifts 

 Hospitality 

 Overseas travel 

 Receipt of donations 

 Conflicts of interest 

 Research activities 

 Appointment and activities of consultants. 
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4.2 Robust anti-bribery procedures 
TI-UK’s procedures are primarily designed to mitigate the risks identified by the risk assessment. The 
procedure for each of these is identified below. 

 

4.2.1 Gifts  
TI-UK’s policy on the giving and receiving of gifts is: 

 

 No TI-UK Trustee, Advisory Council (AC) member, employee, consultant or volunteer 

accepts directly or indirectly any discount, gift, entertainment (which includes meals, 

cultural events, tourist visits etc) or favours (referred to as gifts) that may influence or 

be perceived to influence the exercise of their official function, or the performance of 

their official duties or their judgement. Examples of criteria for making such 

judgements are attached in Annex 1. 

 All gifts with a value of more than £75 are refused. All gifts between the value of £30 

and £75 are registered in the TI-UK register of gifts. Such gifts are reported to the Chief 

Executive (CE) and via them to the Board. The register is maintained by a staff member 

delegated by the CE. The register is available for the information of all TI-UK trustees, 

AC members, employees, consultants and volunteers. It is also publicly available on the 

TI-UK website. 

 Gifts with a value below £30 should be reported to the recipient’s line manager and 

may be kept by staff unless there are particular reasons to refuse the gift or add it to 

the register 
 

Each individual, and ultimately their line/project manager (as appropriate), is responsible for 
ensuring that the gifts register is completed. 

 

4.2.2 Hospitality  
Hospitality includes meals, entertainment, transport, accommodation and any other activities 
that could reasonably be interpreted as offering or receiving hospitality. TI-UK’s policy on 
giving and receiving hospitality is: 

 

 No TI-UK trustee, AC member, employee, consultant or volunteer: 

o Accepts directly or indirectly any hospitality (as defined) that may influence or 

be perceived to influence the exercise of their official function, or the 

performance of their official duties or their judgement. Examples of criteria for 

making such judgements are attached in Annex 1. 

o Offers directly or indirectly any hospitality (as defined) that may influence or 

be perceived to influence improperly the actions of other persons (including 

foreign public officials). Examples of criteria for making such judgements are 

attached in Annex 1. 

 All hospitality received or given of a value estimated to exceed £50 is reported to the 

Chief Executive and recorded in a register that is maintained by a staff member 

delegated by the CE. The register is available for the information of all TI-UK trustees, 
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AC members, employees, consultants and volunteers. It is also publicly available on the 

TI-UK website. 
 

Each individual, and ultimately their line manager/project manager (as appropriate), is 
responsible for ensuring that the hospitality register is completed. 

 

4.2.3 Overseas Travel  
Overseas travel is a key risk area for TI-UK, and its zero tolerance policy applies equally to 
overseas travel. 

 
In particular, TI-UK recognises that facilitation payments are bribes and illegal. Facilitation 
payments are small payments made to secure or speed up routine actions, usually by public 
officials, such as issuing permits, immigration controls, providing services or releasing goods 
held in customs. Induction training for new employees on anti-bribery and corruption includes 
specific guidance as to how to avoid circumstances where facilitation payments can arise. It is 
also our policy that we require that our agents and other intermediaries, contractors and 
suppliers do not make facilitation payments and other bribes on our behalf. 

 
When there is a suspicion that a payment might be considered a facilitation payment, it should 
only be made if the official or third party can provide a formal receipt or written confirmation 
of its legality. If practicable, senior management approval should be obtained for the payment. 

 
If a payment demand is accompanied by immediate threat of physical harm, then the over- 
riding principle is to put safety first. In these circumstances, the payment should be made and 
then reported immediately to the Chief Executive, recording the circumstances and amount of 
the payment. TI-UK will also report any such incidents to the relevant UK and foreign 
authorities. 

 

4.2.4 Receipt of Donations  
TI-UK recognises that donations represent a corruption risk, in particular in cases where a 
donor may seek to compromise TI-UK’s independence by influencing improperly the policies, 
activities or decision-making of TI-UK. TI has a global policy (applicable to the Secretariat and 
all national chapters) on the receipt of donations, which has been supplemented by a TI-UK 
policy on anonymous donations. These are reproduced in Annex 2. 

 

4.3 Conflicts of Interest 
TI-UK recognises that conflicts of interest may arise that could lead to Trustees, AC members, 
employees or consultants taking decisions, or appearing to take decisions, that are based on personal 
interest and not the interest of the organisation. Such conflicts of interest can be a form of corruption. 
TI-UK therefore has a policy on conflicts of interest, which is attached in Annex 3. 

 

4.3.1 Independence of Research  
TI-UK publishes research on a regular basis. The Board and CE are required to take all 
necessary precautions to ensure that the integrity of decision-making in the subjects selected 
for research, the research process, the presentation of the results and the means of 
publication are not compromised by external interests. 

 

4.3.2 Consultancy Services  
TI-UK recognises that consultancy and advisory services are high-risk due to the contractual 
association of TI-UK with clients that are perceived to have engaged in corrupt behaviour and 
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the potential for clients to approach TI-UK with the intention of improperly enhancing their 
own reputations. TI-UK has therefore put into place procedures to mitigate these risks. These 
are attached as Annex 4. 

 

4.3.3 Appointment and Activities of Consultants  
Certain areas of TI-UK activities make extensive use of external consultants. It is TI-UK policy 
that they should be properly vetted to ensure that they have not previously been associated 
with corrupt activity; their contractual arrangements require adherence to TI-UK’s anti-bribery 
policy and procedures and they receive appropriate training; and that TI-UK’s contracts with 
them allow for termination of a relationship in the case of a breach of TI-UK’s anti-bribery 
policy. 

 

4.4. Use of Partners and Agents 
Certain areas of TI-UK’s work may require the use of partners and agents. It is TI-UK policy that they 
should be properly vetted to ensure that they have not previously been involved in corrupt activity; 
their contractual arrangements require adherence to TI-UK’s anti-bribery policy and procedures and 
they receive appropriate training as appropriate; and that TI-UK’s contracts with them allow for 
termination of a relationship in the case of a breach of TI-UK’s anti-bribery policy. 

 

4.5 Dissemination and Communication 

4.5.1 Induction  
All employees, consultants, board members, AC members and volunteers are inducted into this 
policy. The policy forms part of the contract or agreement for each of these parties. 

 

4.5.2 Training  
All employees, consultants and volunteers receive basic training in how to understand and 
avoid bribery. Those giving the training are also seen as having received the training. The 
effectiveness of the training is evaluated and reported on a quarterly basis to the Senior 
Management Team. This ensures that new recruits are undertaking the training but also that it 
continues to meet their expectations and training needs. Those in high-risk positions receive 
more detailed training based on the risks they will be facing. 

 
High-risk positions are currently categorised as: 

 

 Those involving travel to countries that are high-risk for bribery 

 Those in which individuals are responsible for procurement of goods and services 

 Those in which individuals are responsible for recruitment 

 Those in which individuals are responsible for fundraising 

 Those in which individuals are responsible for commissioning or over-seeing research 

 Those in which individuals are exposed to any of the other high-risk areas highlighted 

in 4.1 
 

4.5.3 Communication to all Partners and Stakeholders 
TI-UK’s policy and procedures are made publicly-available and are published on the TI-UK 
website. 

 

4.6 Monitoring and Evaluation 
TI-UK’s anti-bribery programme is reviewed periodically by the Chief Executive and the SMT. This will 
typically cover: 
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 a review of the risk assessment 

 a review of training and training records 

 a review of the gifts register 

 a review of the hospitality register 

4.7 Collective Action 
Since TI-UK is an anti-corruption organisation operating largely in the UK, there are limited 
opportunities for TI-UK to participate in collective action in order to eliminate any bribe-paying. 
However, TI-UK strongly supports the principle of collective action, and offers advice and expertise to 
others genuinely seeking to pursue collective action. 

 

4.8 Confidential Reporting 
TI-UK’s confidential reporting procedures are designed to reflect the size of the organisation. 
Allegations can be sent via the Reportingconcerns@transparency.or.uk email where they will be logged 
and actioned by a senior employee (normally the COO). A key principle of TI-UK’s anti-bribery 
programme is openness, and all employees and other parties are encouraged not simply to report 
concerns and incidents, but to generate active discussion about them in order to respond better both 
to immediate circumstances and in the longer-term. 

 
TI-UK has a separate policy on Whistle-blowing for breaches of procedure that are in the public 
interest. This details the procedures to be followed and the bodies to which reports may be made. It 
contains, inter alia, provisions on confidentiality and protection for bona fide whistle-blowers. 

 
4.9 Responses 

 
TI-UK will investigate any credible allegations of bribery and / or corruption using internal or, if 
necessary, external resources to do so. Commissioning that investigation will be the responsibility of 
the Chief Operating Officer or, if they are in any way implicated in the allegations, of the Chief 
Executive. 

 
Investigations will be concluded as rapidly as is possible without compromising their integrity or 
thoroughness. 

 
In the event that reporting to the Chief Executive and / or Chief Operating Officer is either not effective 
or inappropriate, whistle-blowing can be channelled through the Chair of the Board who may choose 
to refer it to the Ethics Advisory Panel. Alternatively, employees may contact the Ethics Advisory Panel 
Chair in confidence (Ethics@transparency.org.uk). 

 
Should the allegations be proven, TI-UK may take any or all of the following actions: 

 
• disciplinary action up to and including gross misconduct leading directly to dismissal; 

 
• reporting the incident to the police or other authorities in relevant countries; 

 
• legal action to recover lost assets. 

 
All investigations, whatever their outcome, will be logged and reported to the Board. Where required, 
reports will also be made to the Charity Commission through Serious Incident Reporting. Requirements 
to report to donors will be followed in a timely manner and in line with funding agreements. 

mailto:Reportingconcerns@transparency.or.uk
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TI-UK encourages all employees to report details immediately if they suspect that bribery and / or 
corruption has been committed or see any suspicious acts or events. Malicious accusations may be the 
subject of disciplinary action. 

 

5.0 Application of this Programme 
This Programme is applicable to: 

 

 All TI-UK employees 

 Any consultant contracted by TI-UK while acting on TI-UK business, whether in a paid or unpaid 

capacity 

 Any board member, AC member or adviser while acting on TI-UK business, whether in a paid or 

unpaid capacity 

 Any volunteer or intern while acting on TI-UK business. 

Each individual is personally responsible for ensuring that they adhere to the policy and procedures in 
this Programme. Line/project managers share this responsibility through monitoring the activities and 
performance of those they are managing. 

 

5.1 Review 
This policy is reviewed by the Senior Management Team every two years and approved by the Board. 

Where recommendations from external audit, the Charity Commission or other UK legislation demands 

or as a result of learning from incidents this policy may be up-dated more frequently. 
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Annex 1: Example criteria to test if gifts, hospitality or reimbursed expenses comply with 
the anti-bribery programme: 
Gifts, hospitality or reimbursed expenses should meet the following criteria: 

 

 Made for the right reason: if a gift or hospitality, it should be given clearly as an act of 

appreciation, if travel expenses then for a bona fide business purpose 

 No obligation: the gift, hospitality or reimbursement of expense does not place the recipient 

under any obligation 

 No expectations: expectations are not created in the giver or an associate of the giver or have a 

higher importance attached to it by the giver than the recipient would place on such a 

transaction 

 Made openly: if made secretly and undocumented then the purpose will be open to question; 

 Accords with stakeholder perception: the transaction would not be viewed unfavourably by 

stakeholders if it were made known to them 

 Reasonable value: the size of the gift is small and the value of the hospitality or reimbursed 

expense accords with general business practice in the charitable sector 

 Appropriate: the nature of the gift, hospitality or reimbursed expense is appropriate to the 

relationship and accords with general business practice in the charitable sector 

 Legality: it is compliant with relevant laws 

 Conforms to the recipient’s rules: the gift, hospitality or reimbursement of expenses meets the 

rules or code of conduct of the recipient’s organisation 

 Infrequent: the giving or receiving of gifts and hospitality is not a regular happening between the 

giver and the recipient 

 Reported: the gift, hospitality or expense should be recorded and reported to management 

 Documented: the expense is fully documented including purpose and approvals given and 

properly recorded in the books 
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Annex 2: Policies of TI-Secretariat and TI-UK on Receipt of Donations 
TI-S policy – to which TI-UK subscribes – is as follows: 

 

Introduction 
Donations and other income enable TI to fight corruption. TI needs to secure the funding necessary to 
undertake its vital work. Secure and diverse funding enables TI to maintain its independence, protect 
its reputation and operate effectively. We will not accept funds that might harm the reputation of the 
organisation or impair its independence to pursue its mission. 

 

Background 
The National Chapters and the Secretariat of TI (TI-S) are funded from diverse sources: foundations, 
governments, the private sector, individuals, membership fees, income from publications, events and 
other activities and from an endowment fund. Relying on many sources of income helps TI to maintain 
its independence. Funding may be unrestricted or tied to specific projects. 

 
Generally, the National Chapters and TI-S ('TI Bodies') each raise their own funding. As regards 
fundraising for the Secretariat, the Donor Relations department leads and coordinates fundraising 
activities at TI-S. A sub-committee of the TI Board, the Fundraising Task Force, pursues and oversees 
major fundraising initiatives for the movement. This committee also advises on all matters referred to 
it under the procedure described below. TI must not risk jeopardising its reputation for honesty, 
openness and integrity. Its reputation could be compromised if a TI body received funding from 
sources that were perceived to be pursuing activities inconsistent with TI's mission. 

 

Policy 
It is TI's policy to accept funding from any donor and whether monetary or in kind, provided that 
acceptance does not: 

 
• impair TI's independence to pursue its mission 

• endanger its integrity and reputation 
 

Scope 
This Policy applies to all fundraising for all TI bodies, regardless of types of donor or amounts involved, 
unless otherwise stated in this document. It is to be applied to all new funding from existing donors 
and to all new donors in the future. It does not apply to income raised from the sale of publications or 
from fees for participation in conferences, events and other activities. Appropriate care to protect the 
reputation of TI should always be taken. 

 

Guidelines 
Funding to enable TI bodies to carry out their work should be sought from a wide range of sources. 
Care should be taken to ensure that project-related funding does not result in undue influence over 
TI's programme work. Subject to maintaining TI's independence and reputation, TI bodies may accept 
funding from all kinds of sources. Each TI body should list all donations over €1,000 and publicly 
disclose them, including in the Chapter's Annual Report and on its website, and likewise in the case of 
TI-S. If there is a significant risk that receiving funds from a particular source would impair TI's 
independence or if there is a significant risk to TI's reputation from public association with the donor, 
then funding from that source must not be accepted by a TI body. Any donation to a TI body must be 
able to stand up to public scrutiny. TI's independence requires that a donor may be subject to the same 
criticism by TI as any other organisation or individual in a comparable situation. A donor accused of 
having been involved in corruption can expect no protection from TI. 
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TI can receive funding from corporations and donors from the private sector. This does not imply any 
endorsement of a donating company's policies or record. It is advisable that a potential donating 
company has made a public commitment to ethical standards (such as the UN Global Compact, the 
Business Principles etc.), and TI bodies may request that corporate donors sign a commitment to 
integrity before any donation from that company is accepted. No TI body should accept a donation 
from a company that is found to have engaged in corruption unless the company can demonstrate that 
this was a violation of the company's policies, that breach of these policies are being addressed in an 
appropriate manner, or that its policies have been amended to proscribe a similar violation in future. TI 
works with companies on the understanding that they are working towards a business environment in 
which bribery is not accepted. 

 

Procedure 
It is the responsibility of the staff and Boards of Directors of TI bodies to ensure that TI's independence 
and reputation are not jeopardised. The procedure below describes the steps which should be 
followed when a staff or Board member believes that any TI body has accepted, or is considering 
accepting, funding from an inappropriate source. Other people associated with TI may also make use 
of this procedure. 

 
• If any staff or Board member of a TI body is concerned that there is a threat to TI's 

independence or reputation from donations already received, or about to be accepted, the 

person(s) should draw this to the attention of their manager or the Chair of the Board of that 

particular TI body. 

• If necessary, the manager or Chair of the body will consult with the Fundraising Task Force of 

the TI Board to seek advice on whether to accept funding from a specific donor. 

• If any TI body proposes to accept more than €100,000 (or an amount greater than 20% of its 

overall budget) from any private company in a year, this should be brought to the attention of 

the TI Board Fundraising Task Force for their advice. 

• All communications with the Fundraising Task Force of the TI Board should be made through a 

TI Board member or the Chief Executive of TI-S. The Fundraising Task Force will report to the TI 

Board all guidance given under this procedure. 
 

(Passed by the Transparency International Annual Membership Meeting, 10 October 2004) 

 

TI-UK Policy on anonymous donations 
The TI-UK specific policy on anonymous donations is as follows: 

 
• Where the anonymous donation is £1,0002 or below it is accepted with no follow up. 

• For anonymous donations above £1,000 and below £5,000 TI-UK will require the name and 

address of the donor in order to establish that donations are from bona fide sources but will 

keep that name confidential. If such donations come from sources about which we are 

uncomfortable (e.g. offshore trust accounts etc.) further enquiries will be made. If an 

anonymous donation is received through the Charities Aid Foundation, no additional 

verification work needs to be carried out. 
 

 
2 This section was approved by the TI-UK Board on 28th April 2010 with specific limits of £500 and £5,000. These 
sums have been adjusted without any further changes. 
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• Anonymous donations of £5,000 and above will require full due diligence. 

• TI-UK recognises that in practice some donors wish to remain anonymous. In such cases, TI-UK 

should provide the necessary assurance that the donor’s details will only be used to issue a 

receipt. 
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Annex 3: TI-UK Policy on Conflicts of Interest 

Background 
Conflicts of interest may arise from time to time in the course of the activities and decisions of persons 
associated with TI-UK as an employee, consultant or volunteer. These conflicts of interest may arise 
with regard to pecuniary or financial interests, or other interests that impede them in their duty to act 
in the best interests of TI-UK and the wider TI movement. 

 

Applicability 
This policy applies, except as otherwise stated, to every person associated with TI-UK as an employee, 
consultant or volunteer. TI-UK Board members and staff are required to adhere to the Code of Conduct 
for the TI-UK Board (including Annex 2 to the Code, which deals with conflicts of interest) adopted in 
May 2005 or to any subsequent update. 

 
The activities and associations of family members may also create conflicts of interest or the 
appearance of conflicts of interest. All board members and senior staff members are expected to 
declare any such conflicts or potential conflicts as a matter of course. At minimum, they should be 
declared before any meeting or process, such as a recruitment process, to which the conflict or 
potential conflict is relevant. 

 

General Policy 
Every person associated with TI-UK (as defined above) must avoid or manage any potential, real or 
perceived conflict of interest (inter alia by refraining from any work or decision making on matters 
subject to a potential conflict of interest), and openly acknowledge any potential or actual conflict of 
interest which arises through his/her association with TI-UK. 

 
TI-UK’s efforts to raise the ethical standards of government officials, business people and other 
individuals could be compromised by any ethical lapses on the part of its staff members. It is essential 
that everyone associated with TI-UK (as defined above) be highly sensitive to potential conflicts of 
interest. 

 

How to Deal with a Possible Conflict of Interest 
Potential conflicts of interest should be identified and declared by the person in potential conflict, or 
reported by others as soon as they become aware of such potential conflict of interest. If problems are 
identified before commitments are made or questionable actions have occurred, embarrassment can 
be avoided and alternatives can be explored. 

 
Such disclosure or report should be made to the Chief Executive and the Chair of TI-UK’s Board. If the 
person in potential conflict is the Chief Executive, they should disclose to the Chair of TI-UK’s Board 
and the Chair of the TI-UK Ethics Advisory Panel. 

 
The evaluation of a potential conflict of interest must be made by the Chief Executive and the Chair of 
the TI-UK Board. If the person in potential conflict is the Chief Executive, the evaluation must be made 
by the Chair of the TI-UK Board and the TI-UK Ethics Advisory Panel. The evaluation may determine the 
absence of a conflict of interest, or it may lead to the conclusion that: 

 
• the person facing a potential conflict of interest should not go ahead with the evaluated 

activity, or 

• they should recuse themselves from participating in work or decision-making by TI-UK with 

reference to the matter in conflict. 
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The Chief Executive is responsible for ensuring that all persons associated with TI-UK (as defined 
above) are made aware of the policy and procedures regarding potential conflicts of interest. 
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Annex 4: Procedure for Vetting Clients for Paid Consultancy and Advisory Services 
TI-UK’s Business Integrity Programme (BIP) aims to help organisations who genuinely wish to improve 
their anti-bribery and corruption (ABC) systems. 

 
The vetting process for BIP to decide whether an organisation can be helped is as follows: 

 
• If the organisation is a Business Integrity Forum (BIF) member or an organisation we have 

helped recently, we will already have completed a vetting process. 

• For all other organisations, due diligence needs to be conducted prior to commencing any 

work which may include a questionnaire. 
 

In cases of doubt, the Private Sector Committee of the TI-UK Board will be consulted. 

 
There are a limited number of circumstances where we will not be able to help organisations. These 
are: 

 
• We suspect their motivation is not genuinely to improve their ABC systems, but to use TI-UK’s 

work for PR reasons 

• The organisation has been convicted for bribery or related offences and the board/senior 

management have made no effort to reform its systems and cannot demonstrate an 

irrevocable commitment to a strong ABC policy. 

• The organisation is the subject of investigation/legal proceedings for criminal offences in 

relation to bribery and corruption. 

• The organisation is incorporated in a foreign jurisdiction where a sister TI Chapter has genuine 

reasons to object to TI-UK working with the organisation 

• There is a conflict of interest with other TI work. 
 

The final decision on whether BIP can help an organisation resides with the TI-UK Board, which has 
delegated this function to the Private Sector Committee. 

 
Besides vetting clients, BIP also ensures that any TI-UK employee and external consultants are not 
conflicted when working on TI-UK projects. We expect any possibility of conflict of interest to be raised 
at the earliest stage. 
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Appraisal Procedures 
 

Owner: People Team Status: Approved 

Last updated: 18 Jan 2019 Review date: Jan 2021 
To be read in conjunction with these other 
policies and procedures: 



Purpose of the document 

The purpose of this document is to provide guidance to TI-UK employees on the appraisal process. 

 
Each employee has an annual performance review with his/her line manager. This involves reviewing 
the past year’s performance, setting objectives for the next year and discussing professional 
development needs. There will be a less formal mid-year review to review progress. 

 
Currently TI-UK uses as an online system called ‘Small Improvements’ to manage the appraisal 
process. The system sends out automated reminders of appraisal processes and deadlines and all 
appraisal documents are completed and filed online and can be easily accessed throughout the year. 

 

The purpose and effectiveness of the appraisal process 
 

Purpose 

The appraisal process is designed to promote the effective achievement of TI-UK objectives by: 

 

 Ensuring that individual efforts are linked to the objectives of the organisation; 

 Agreeing clear performance objectives for each staff member for each year (aligned to the 

duties and responsibilities of their role and to the overall TI-UK Annual Business Plan), and 

appropriate personal development/training to achieve those objectives; 

 Improving the motivation and performance of staff by giving them positive feedback on their 

progress against objectives, recognising good performance and agreeing actions to 

strengthen and improve performance where appropriate; 

 Improving communication and giving the employee the opportunity to raise issues or 

concerns with their line manager. 
 

Effectiveness 

The effectiveness of the appraisal process is a shared responsibility between the staff member and 
their line manager. 

 
All TI-UK line managers are expected to: 

 

 complete a performance assessment for the year (or part year) for each of their direct 

reports; 

 make quality time available for the discussions with each of their direct reports; 

 allow their direct reports time to prepare; 

 discuss their assessment and the self-assessment with each direct report, giving feedback on 

performance and progress, emphasising what has been done well and giving constructive 

feedback about what might be improved in the future; 
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 agree SMART objectives for the year ahead with each direct report and discuss their learning 

and development needs; 

 ensure employees are clear regarding measurement criteria/expectations for the new 

objectives. 
 

All TI-UK employees are expected to: 

 

 complete a self-assessment of their performance in the year (or part year) under review; 

 discuss with their manager their performance against their objectives; 

 provide constructive feedback to their line manager regarding management support, and be 

prepared to receive feedback themselves; 

 work with their line manager to ensure that they have clear and achievable objectives for 

the year ahead and discuss their learning and development needs; 

 take responsibility for their own performance and development; 

Line managers and employees are encouraged to review progress informally against agreed 
objectives and priorities on a regular basis throughout the year, for example in one-to-one meetings. 
In addition, there is a mid-year review meeting to discuss progress against objectives. 

 

The appraisal process 

This has four stages: 

 

 A review of performance against objectives; 

 The setting of objectives for the year ahead 

 Establishing training and development needs for the year ahead; 

 A mid-year review of progress against objectives 

Stage 1: Annual Performance Review 

Each employee meets with their line manager for an annual performance review discussion which 
should last around one hour. 

 
Thorough preparation is required for this meeting with one to two weeks’ notice being given of the 
meeting date by the line manager. The process is as follows: 

 

 using the ‘Small Improvements’ online appraisal system, employees complete a self- 

appraisal review form 

 the employee’s line manager completes a similar form appraising his/her direct report 

 the completed reports are shared between manager and direct report before the meeting 

takes place. 
 

Stage 2: Setting Objectives 

The objectives setting process will help employees: 

 

 become clear about their individual contribution to meeting their department’s and the 

organisation’s business plan and objectives; 

 understand what is expected of them; 

 prioritise work, plan ahead; 
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The objectives for the year ahead should be guided by the following: 

 

 The responsibility and duties of the employee’s role as described in the job description; 

 TI-UK’s Annual Business Plan and the plans and priorities of their department 

 Effective cooperation with other colleagues/departments and/or across the movement. 

The line manager should outline the overall objectives and priorities from the TI-UK Business Plan for 
the year ahead together with the department priorities. Based on that information each employee 
will propose and agree individual objectives with their line manager either in the performance 
review meeting if time allows or at a separate one to one meeting held soon after. 

 
Each objective should be expressed as a statement of expected outputs or outcomes to be achieved 
during the year. As far as is practicable, objectives should be ‘SMART’ (i.e. Specific, Measurable, 
Achievable, Realistic/Relevant, and Time-bound). 

 
Between four and six objectives should be agreed, and these should be loaded separately on the 
‘Small Improvements’ online form. 

 
Stage 3: Training and Development Needs 

The training and development needs process will help employees: 

 

 carry out their role competently and confidently; 

 identify training and development that they need to meet objectives, improve the way they 

do things or expand skills and knowledge. 
 

Training and development needs are not just about courses or workshops, but activities or 
experiences needed in order for the employee to meet their objectives, to improve the way they do 
things and to expand their skills and knowledge. 

 
Development activities could include working on new projects, observation, discussions with 
managers or colleagues, asking questions, coaching and being coached, working with a mentor, 
attending training courses, e-learning, seminars, conferences, shadowing a colleague, books, 
journals, newspapers, webinars and activities outside work. 

 
TI-UK is committed to staff training and development but with limited budgets available may not be 
able to fulfil all requests for attendance on external courses. 

 
The final agreed training and development needs must be recorded on the version of the 
performance review form which is completed by the line manager. 

 
Confirming what has been discussed and agreed 

After the performance review meeting has taken place and the objectives and training/development 
needs have been agreed and recorded, the manager and direct report need to complete and sign off 
and date the performance review form on the ‘Small Improvements’ system. 

 
Stage 4: Mid-Year Performance Review 

Each employee will have a mid-year performance review meeting with their line manager. 

The purpose of the mid-year performance review is: 
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 to review objectives set at the start of the year, agreeing amendments if necessary for the 

second half of the year, in the light of changing external context and TI-UK priorities; 

 to review progress against those objectives, recognise areas of good progress, and identify 

priorities for action in the second half of the year; 

 to discuss personal development/training needs. 

After the meeting the ‘Small Improvements’ system should be updated for any amendments agreed. 

 

New Colleagues joining; returning from long term absence; working their notice period 

or changing roles during the year 

Review Meeting 

Year-end performance reviews are optional for employees who have been in post for less than three 
months of the annual review period, or who are expected to leave TI-UK shortly. A probation or 
progress meeting maybe deemed more appropriate for new starters. 

 
Objective setting 

For employees who join TI-UK, or take up a new role (or return from long term absence or 
secondment) after 1st March, objectives for the remainder of the year and training and development 
needs should be agreed once they have passed their probation or within three months of taking up 
or returning to the post. 

 
Mid-Year performance reviews 

Mid-year performance reviews are optional for employees who have joined or taken up a new role 
or have been in post for less than three months or who will be leaving TI-UK employment in the next 
2 months. While no formal mid-year review is required, an informal review is strongly encouraged 
within 3-6 months of an employee joining or taking up a new role. 

 

Change of line manager 

Where the line manager of an employee changes during the first half of the year, the mid-year 
performance review should normally be held with the line manager who has managed them for the 
majority of the first half of the year (if possible), unless otherwise mutually agreed. Input should also 
be sought from the other line manager to ensure all feedback is incorporated. 



TI-UK Bullying and Harassment Policy January 2019 Page 1 of 4 

 

 

 

 

Bullying and Harassment Policy 
 

Owner: People Team Status: Approved 

Last updated: 14 Feb2019 Review date: Jan 2021 
To be read in conjunction with these other 
policies and procedures: 

 Code of Conduct 

 Safeguarding Policy 

 Equal Opportunities Policy 

 Grievance and Disciplinary Procedures 

 Whistle-blowing Policy 

Purpose of the document 

TI-UK is an equal opportunities employer. We make good faith efforts to comply with the spirit and 
letter of the equality and other laws. We promote a harmonious working environment in which our 
employees are treated with dignity and respect. 

 
This document spells out TI-UK’s policy on bullying and harassment in the workplace and the 
avenues of recourse for staff who may feel that they are being bullied or harassed. 

 

Definitions 

TI-UK does not discriminate in its employment practices on the basis of: gender, race, colour, age, 
religion, national origin, sexual orientation, pregnancy, marital status, medical condition, veteran 
status, disability, or any other legally protected category (see the Equal Opportunities Policy). 

 
Harassment is unwanted conduct related to these equality grounds which damages, or has the aim 
of damaging, a person’s dignity or of creating an intimidating, hostile, degrading, humiliating or 
offensive environment for that person. Many forms of misbehaviour may amount to harassment. 
Examples include: 

 

 Physical conduct such as assaulting a person or making obscene gestures. 

 Verbal conduct such as making racist, sexist, sectarian or homophobic remarks; making 

derogatory comments about a person’s age or disability. 

 Visual or written material containing racist, sexist, sectarian, homophobic or other 

derogatory words or pictures (e.g. in posters, graffiti, letters or emails). 

 Isolating a person (e.g. ‘sending them to Coventry’) or refusing to co-operate or help them at 

work or by excluding them from work-related social activities. 

 Forcing a person to offer sexual favours or to take part in religious or political activities. 

Bullying is similar to harassment in the sense that it too is offensive, hostile or oppressive behaviour. 
The main difference is that bullying behaviour need not be related to the equality grounds, but may 
be done for other reasons, such as jealousy, personal dislike, revenge or insecurity. 

 
Normal management discussions with employees may find it necessary to provide both positive and 
negative feedback. Negative feedback in itself, does not constitute bullying or harassment if such 
criticism is based on solid evidence and if discussions are conducted in a professional and non- 
discriminatory manner. 
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The Policy 

Harassment and bullying can damage the health, confidence, morale and performance of employees 
who are affected by it and is unlawful under the equality laws. Harassment and bullying may also be 
civil or criminal offences and may contravene health and safety law. 

 
Both harassment and bullying are contrary to the standards of behaviour that we expect of our 
employees. Neither is acceptable in our workplace and will not be permitted or condoned. We will 
treat such behaviour as misconduct which may be subject to disciplinary action, including dismissal. 

 
TI-UK has a grievance procedure to deal with complaints of bullying or harassment and we 
encourage aggrieved employees to use it. All complaints will be dealt with seriously, promptly and 
confidentially. 

 
Our internal grievance procedure does not replace the right of employees to pursue complaints to 
an Industrial Tribunal, the Fair Employment Tribunal or to the courts. Those who wish to consider 
that option may obtain advice from the Equality Commission in relation to incidents of harassment 
(telephone: 028 90 500 600), or from the Labour Relations Agency in relation to incidents of bullying 
(telephone: 028 90 321 442). 

 
Colleagues who make complaints in good faith, and others who give evidence or information in 
connection with such complaints, will not be discriminated against, harassed or bullied in retaliation 
for their actions. 

 
All employees should discourage harassment and bullying by making it clear that they find such 
behaviour unacceptable and by supporting colleagues who suffer such treatment. Any colleague 
who is aware of any incidence of harassment or bullying should alert a manager. TI-UK has a Whistle- 
blowing Policy which may also be used to raise such issues. 

 

Responsibilities 

In line with TI-UK’s commitment to creating a safe working environment and one which strives to 
create positive working relationships, all staff are expected to observe the following minimum 
standards of behaviour, including: 

 

 Being polite and courteous to others; 

 Being respectful of the differences between people, their circumstances and their opinions; 

 Ensuring they do not engage in any bullying or harassing behaviour(s) towards others in, or 

connected with, the workplace; 

 Ensuring they do not assist, or encourage others in the workplace, or in connection with the 

workplace, to engage in bullying or harassment of any type; 

 Adhering to the grievance procedure if they experience any bullying behaviour(s) or 

harassment personally; 

 Reporting any bullying behaviour(s) or harassment they see happening to others in the 

workplace, or connected with the workplace; 

 Keeping information confidential if involved in any investigation of bullying. 

In addition, managers bear some particular responsibilities: 

 They are responsible for modelling behaviour that fosters a safe and healthy working 

environment free from bullying, discrimination and harassment. 
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 Managers who receive reports of alleged bullying or harassment must respond in 

accordance with the procedures; 

 Managers may be required to investigate allegations of bullying or harassment in line with 

the grievance or other procedures. 
 

Monitoring 

TI-UK has a designated Safeguarding Officer who will oversee investigation of any breaches of this 
policy; report them to relevant authorities where appropriate; and ensure a log of such incidents is 
maintained. This will normally be the Chief Operating Officer. They will also take such other steps as 
are necessary to routinely monitor compliance, including reviewing any incidents with a view to 
changes in policy or procedures. They will report regularly to the TI-UK Board. 
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Complaints Policy and Procedure 
Owner: Chief Operating Officer Status: Approved 

Last updated: November 2019 Review date: November 2021 
To be read in conjunction with these other 
policies and procedures: 

 

 
Complaints Definition 
A complaint is an expression of dissatisfaction. It can relate to the standard of service you have 
received from us, actions taken by us or lack of action by us. A complaint can be made against a TI-UK 
employee, volunteer or anybody directly involved in the delivery of our work and programmes 
(including contractors). 

A complaint raises criticisms that expect a reply. They allow us as an organisation to reflect and 
identify if we need to act differently in the future. As an opportunity to learn and develop we are 
grateful for the time and concern that people take to help us improve. 

A complaint is not an expression of your opposition to the Mission, Vision and Values of TI-UK. 

Reporting Fraud or Corruption 
As a charity we do not have the resources or legal expertise to take on specific cases or give advice to 
people who want to report corruption, bribery or fraud concerning other organisations. We regret 
that we are unable to investigate individual cases and make this clear on our public website along with 
a range of specific bodies who can be contacted. We are therefore unable to consider complaints that 
are directly objecting to lack of action by us on handling such matters. 

Principles 
Accountability: Transparency International is committed to advancing accountability, integrity and 
transparency. We seek to ensure that our complaints policy and handling process upholds that 
accountability. 

Accessibility: we are committed to making the process of submitting a complaint as easy as possible. 

Timeliness: we are committed to resolving complaints within three working weeks. However, if a 
complaint is made three months or more after an incident it may take longer to investigate and we 
may require more time to respond. 

Confidentiality: some complaints need to be kept confidential in order to safeguard those making or 
involved in the complaint. We may also decide to take disciplinary action following a complaint that 
has been upheld. In these situations we can only provide limited feedback to the complainant. 

Documented: in most instances we require complaints to be made in writing. This ensures that we 
can fully understand and investigate complaints. 

Mutual respect: everyone who makes a complaint will be treated with courtesy and respect. 
Complainants are also expected to communicate their concerns calmly and without harassing or 
abusing Transparency International UK people. 

Learning: all complaints are logged and monitored. 

How to contact us 
If you have a comment, suggestion or complaint we would like to hear from you. We have resources 
in place to receive your complaint by email or post using the contact details below. We recognise that 
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those with disabilities may require assistance and support with what may be an unfamiliar process. 
We are more than happy to assist you with a complaint submission. 

 By email: reportingconcerns@transparency.org.uk 

 By post: Complaints Handling, TI-UK, 10 Queen Street Place, London, EC4R 1BE 

To help us respond to you in a timely manner, please include: 

 Your full name and address 

 Email address we can contact you on 

 Contact telephone number 
 Outline the type of complaint you are making (Allegation of Fraud/ Safeguarding Concerns/ 

our Programme in the UK, our Programme Funded in Overseas Countries, Other) 

 Details of the specific complaint in sufficient detail to allow the matter to be investigated and 
followed up 

 Your suggestions / expectations as to how we can respond to the complaint. 

TI-UK cannot respond to complaints made anonymously (as a minimum we require the full name and 
a contact email, address or telephone number of the complainant). 

Transparency International UK is registered separately from Transparency International (TI) Chapters 
in other countries and the TI Secretariat. We are therefore unable to handle complaints related to any 
of the other Chapters. If matters related to them are referred to us, we shall pass these on to the 
relevant Executive Director. They will decide how to respond. 

How long will it take to hear from us? 
You will receive an acknowledgement of your complaint within two working days of receipt. We shall 
also provide you with the name and job title of the individual who has been assigned to look into your 
complaint. 

We aim to respond fully and conclusively to all complaints within a further ten working days. 
Wherever possible, we will try and deal with your complaint more quickly. At times it may take longer 
to organise and undertake the investigation. In these circumstances we shall explain this but we are 
unable to provide updates as to how that investigation is proceeding. 

Please feel free to include details of how you think the complaint could be resolved when you contact 
us as this often helps us conclude the matter faster. 

Our Procedure 
If your complaint relates to our programme, activities or employees in TI-UK we will review the 
complaint with the relevant Programme Director. 

If your complaint relates to allegations of fraud we will follow our Anti-Fraud Policy and Fraud 
Response Guide and this could involve external parties following up to investigate. 

If your complaint relates to our programme, activities or employees in one of the TI Chapters or 
partner countries overseas we will provide details to the relevant Executive Director who will review 
the complaint and provide a response. 

If your complaint relates to safeguarding issues affecting children, young people or vulnerable adults 
the nominated Safeguarding Officer will review the complaint and provide a response. 

There are rare occasions when we choose not to respond to a complaint. These can include: 

 Where a complainant’s manner is abusive, prejudiced or offensive 

 Where a complaint is perceived to be harassing one of our people 

mailto:reportingconcerns@transparency.org.uk
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 Where a complaint is incoherent or illegible 

 Where a complaint relates to comments on TI-UK social media over which we had no control 
(abusive, prejudiced or offensive comments will be removed if highlighted to us) 

 Where a matter is raised that has already been investigated and responded to 
 Where a complaint has been clearly sent to us by those opposed to the Vision, Mission and 

Values of TI-UK and is aimed at diverting our time and resources from our primary charitable 
work. 

If you are not happy with our complaint handling 
We really hope that we are able to resolve your complaint in an open, honest and satisfactory way. If 
you are unhappy with our response, a right of appeal exists where the matter will be immediately 
referred to the Chief Executive. The Chief Executive or their nominated Senior Management Team 
member will review the complaint, review the process and outcome of the investigation and consider 
whether there are grounds to re-open and reconsider the complaint. A summary document will be 
produced and communicated to the complainant. We aim to complete the appeal within ten working 
days. 

If you are still unhappy then you can write to the following organisations: 

 The Transparency International Secretariat 
(https://www.transparency.org/whoweare/contact) 

 The Charity Commission (https://www.charity-commission.gov.uk) 

 Fundraising Standards Board where your complaint is related to fundraising 
(http://www.frsb.org.uk/) 

The respective web-sites will have up-to-date details on how to file a complaint. 

https://www.transparency.org/whoweare/contact
http://www.frsb.org.uk/)
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Drug Free Workplace Policy (including alcohol and smoking) 
 

Owner: People Team Status: Approved 

Last updated: 14 November 2018 Review date: Nov 2022 
To be read in conjunction with these other 
policies and procedures: 

 Travel and Expenses Policy 

The Policy 
 

Drugs 

Transparency International UK is a drug-free workplace and all efforts are made to enforce this 
policy. TI-UK employees are required to report to work in appropriate mental and physical condition 
to perform their jobs in a satisfactory manner. This policy applies to the period when a TI-UK 
employee is actively working for TI-UK – at the office or outside – or in public while on TI business 
out of the office. 

 
Failure to meet this standard may result in disciplinary action. 

 
For the purposes of this policy, ‘drugs’ are defined as: any narcotics, hallucinogens, stimulants, or 
other substances capable of creating or maintaining adverse effects on an individual’s physical, 
emotional, or mental condition. This policy applies to both illegal drugs and any drug that meets this 
description – legal or not. 

 
An illegal drug is any drug which: 

 

 is not legally obtainable 

 may be legally obtainable but has not been legally obtained 

 is being used in a manner or for a purpose other than for which it was prescribed. 

Exceptions to this policy include: 

 medicine prescribed for current medical treatment by a licensed health professional where 

the individual does not intentionally exceed prescribed dosages 

 non-prescription medicines used for treatment of health problems where the package 

instructions are not intentionally violated. 
 

Alcohol 

Drinking alcohol at TI-UK premises during working hours is forbidden. Exceptions are made for 
official TI-UK events. At such events, TI-UK employees are expected to use alcohol in a responsible 
manner. TI-UK encourages its employees not to drink during working hours outside of the office 
unless it is an officially sanctioned social event. 

 
TI-UK will not generally pay for, or reimburse employees for, the costs of alcohol except for official 
events. This is set out in more detail in the Travel and Expenses Policy. 

 
Smoking 

In accordance with UK law, TI-UK follows a non-smoking policy within its office premises. 
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Equal Opportunities and Promoting Diversity 
 

Owner: People Team Status: Approved 

Last updated: 14 November 2018 Review date: Nov 2021 
To be read in conjunction with these other 
policies and procedures: 

 Recruitment Policy 

 Procurement Policy 

The Policy 

TI-UK does not discriminate in its employment practices on the basis of: gender, race, colour, age, 
religion, national origin, sexual orientation, pregnancy, marital status, medical condition, veteran 
status, disability, or any other legally protected category. 

 
TI-UK supports equal employment opportunity, not just because it is the law, but because TI-UK 
recognises that its present and future strength is based primarily on people, their skills, experience, 
and potential to develop. 

 
Appointments to all positions will be made on merit. TI-UK is committed to open, fair, and 
transparent appointment, recruitment, hiring and procurement procedures and practice. 

 
Family members, friends and organisations with which employees, their families or friends are 
associated, will not be accorded preferential treatment. 

 
If hiring, or contracting with, members of the immediate families of TI-UK employees or the Board of 
Trustees (such as spouses, partner, parents, children or siblings), TI-UK will follow the guidelines set 
out in the recruitment policy to ensure non-preferential treatment. 

 
To manage potential conflicts of interest, TI-UK employees will disclose any such connections of 
which they are aware with potential applicants or candidates. Relevant employees will be recused 
from any recruitment or contracting process where there is a conflict of interest. TI-UK will ask 
shortlisted candidates to declare such relations to TI-UK or the Board of Trustees. TI-UK will not 
usually allow situations to arise in which close relatives or partners are in a direct reporting 
relationship to one another. 
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Flexible Working Policy 
 

Owner: People Team Status: Approved 

Last updated: 18 April 2019 Review date: Oct 2020 
To be read in conjunction with these other 
policies and procedures: 

 Leave Policy 

Purpose of the document 

TI-UK recognises that a good work-life balance can improve employee motivation, performance and 
productivity and reduce stress, and we will support our employees in achieving this balance. This 
document sets out the policies TI-UK has in this regard and the procedures for requesting and 
approving flexible working. It also addresses arrangements for occasional working at home. 

 

Introduction 

TI-UK’s standard hours are 35 per week (plus one hour per day for lunch) with core hours of 1000- 
1600. Flexible working may cover hours, times and place of work and different patterns of work. 
Examples of possible flexible working arrangements are below. Please note this list is not exhaustive: 

 

 Job sharing: two employees voluntarily share the duties and responsibilities of one full-time 
job. Post-holders are able to split the hours of work equally or unequally but TI-UK would 
usually expect each post-holder to be working at least 14 hours per week (i.e. 2 days). 

 

 Part-time working: is considered to be any pattern of less than 35 hours per week. 
 

 Term-time working: is when an employee does not work during the school holidays or reduces 
the contractual hours worked during this time. 

 

 Compressed hours: is when an employee works full time hours but over fewer days. TI-UK will 
not consider less than 4 days. 

 

 Working from home: is where an employee requests to do some or all of their work from 
home or anywhere other than the usual place of work. 

 
We encourage open discussion, so if you feel you could benefit from flexible working, please arrange 
an informal chat with your line manager to talk through the options. 

 
When considering flexible working requests, TI-UK must ensure we comply with working time 
regulations and our duty of care towards our employees. All requests must therefore ensure that: 

 

 working hours do not exceed 9 hours on any given day

 
 hours allow for a minimum 30 minute break for every six hours worked.

 
 any proposal incorporates a rest period of 11 consecutive hours in every 24 hour period. 

This is to ensure that regulations are met, as well as ensuring the employee does not become 

overtired or is in the office alone for a long stretch of time for health and safety reasons.



TI-UK Flexible Working Policy March 2019 Page 2 of 7 

 

 

 

The Policy 

TI-UK is committed to the principles of equality and diversity and is willing to consider applications 
from all employees who wish to work on a flexible basis. The right to request flexible working, 
known as ‘making a statutory application’, applies to all employees with 26 weeks’ service. Those 
with less than 26 weeks’ service do not have a statutory right to request flexible working. However, 
in exceptional circumstances, such requests may be considered. 

 

The needs of the charity 

TI-UK recognises the need to balance the demands of working life with other responsibilities and will 
consider such requests sympathetically, but must also consider the needs of the charity. 

 
Where a flexible working arrangement is requested, TI-UK will need to take into account a number 
of criteria including (but not limited to) the following: 

 

 the costs associated with the proposed arrangement

 the effect of the proposed arrangement on other staff

 the need for, and effect on, supervision

 the existing structure of the department

 the availability of staff resources

 details of the tasks specific to the role

 the workload of the role

 whether it is a request for a reasonable adjustment related to a disability

 health and safety issues
 the need for an employee to be present in the office to fulfil their role and participate with 

their team.
 

Submitting a flexible working request 

Eligible employees are entitled to submit one flexible working request in a twelve-month period. 
Colleagues are entitled to submit additional requests if they relate to a statutory entitlement (e.g. 
the Equality Act 2010 right to request reasonable adjustments). 

 
All requests must be made in writing to the line manager and must include the following 
information: 

 the date of the application 

 the changes that are being requested 

 the date from when they would like the proposed change to come into effect 

 what effect the employee thinks the requested change would have on TI-UK 

 how, in the employee’s view, any such effect could be dealt with 

 a provisional end date (or review date) if the arrangement is for a fixed time only 

 whether this is a statutory or non-statutory request 

 whether a previous application for flexible working has been made 

 the dates of any previous applications. 

 

If the employee is making the request in relation to the Equality Act, e.g. as a reasonable adjustment 
relating to a disability, this should be made clear in the application. 

 
The written request does not need to be a lengthy document, but if it does not contain all of the 
required information the line manager will explain what additional or amended information needs to 
be provided and will ask the employee to resubmit the request. 
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The line manager will make a recommendation to the Senior Management Team (SMT) as to 
whether or not to support the request. 

 

Meeting to discuss proposal 

Upon receiving a written request for flexible working the line manager will usually seek to arrange a 
meeting with the employee to discuss the request. The meeting will be set up as soon as possible 
but no later than 28 days after the line manager receives the request. This time limit may be 
extended by mutual agreement between the employee and the line manager. 

 

In rare instances the request may be approved without a meeting taking place. 
 

The employee will be notified of the time, date and place of the meeting in advance (usually at least 
48 hours’ notice). If the employee is unable to attend the initial date, then one further date will be 
proposed. If a face to face meeting is difficult to arrange then, if agreed by the employee and the 
line manager, the meeting may be held over the telephone. At the meeting the employee may, if 
they wish, be accompanied by a workplace colleague. If the employee fails to attend a meeting and 
then fails to attend a rearranged meeting without good reason, the application will be deemed to 
have been withdrawn. 

 
The employee will be informed in writing of TI-UK’s decision as soon as is reasonably practicable, 
usually within two weeks of the meeting. This time limit may be extended by mutual agreement 
between the employee and the line manager. 

 

Note: the law requires the process to be completed within three months of the request being 
received; this includes any appeals. 

 

Responding to a flexible working request 

The line manager will consider the proposed flexible working arrangements, looking at the potential 
benefits, and adverse effects, to the employee and to TI-UK in implementing the proposed changes. 
Each request will be considered on a case-by-case basis. Agreeing to one request will not set a 
precedent or create the right for another employee to be granted a similar change to their working 
pattern. 

 

Approval of any new arrangement lies with SMT. Line managers will make a recommendation to 
SMT as a group for a decision. 

 
The request may be granted in full, in part or refused. TI-UK may propose a modified version of the 
request, the request may be granted on a temporary basis, or staff may be asked to adopt the 
flexible working arrangement for a trial period. If the request is agreed then the employee will be 
sent a confirmation letter which will include details of the new arrangements. The employee should 
contact their line manager within 14 days if they wish to discuss the new arrangements further, or 
have any concerns. 

 

Where the request cannot be met, the line manager will include the reasons for this which must be 
based on one of the eight statutory business reasons below: 

 
 the burden of additional costs
 an inability to reorganise work amongst existing staff
 an inability to recruit additional staff
 a detrimental impact on quality
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 a detrimental impact on performance

 detrimental effect on ability to meet customer demand
 insufficient work for the periods the employee proposes to work
 a planned structural change to the business.

 
Any request that is accepted will normally become a permanent change to the employment contract 
unless it is clearly agreed as a temporary arrangement. 

 

The employee will receive any change to their contract in writing within 28 days of this being agreed. 
 

Right to appeal decision 

The employee has the right to appeal the decision if their request is refused or is only agreed in part. 
They must submit an appeal within 14 days of being notified of a decision. This should be done in 
writing and clearly state the grounds on which they wish to appeal. The appeal will be heard at an 
appeal meeting within 14 days of the appeal being lodged and they will be informed of the outcome 
to their appeal in writing within 14 days of the appeal meeting. These time limits may be extended 
with the agreement of both the employee and the person hearing the appeal. They may be 
accompanied to the appeal meeting by a work colleague. 

 

Trialling new working arrangements 

In some instances, it may not be clear whether the arrangements requested are sustainable and in 
these cases the arrangement may be trialled on a temporary basis. Trial periods can be established 
for up to six months (or up to 12 months for term-time working requests). Extensions to the trial 
may be agreed if there are strong business reasons (for example to amend the arrangement, or if 
the charity’s situation changes during the course of the trial) but it should not normally continue for 
more than 12 months. 

 
Details of the trial period and any extension must be confirmed in writing and review points should 
be set to jointly discuss how the new arrangements are working and make any adjustments 
necessary. If the trial is successful, the arrangement will be confirmed as permanent and the 
employee will receive a change to their terms and conditions in writing. If a trial period is not 
successful they will return to their substantive working pattern. Employees wishing to appeal should 
refer to the above section. 

 

Ending a flexible working arrangement 

Since a permanent flexible working arrangement constitutes a change in contractual terms and 
conditions, there is no automatic right to return to previous working patterns once the flexible 
working arrangement has been agreed. Any request to end the arrangement will be considered as a 
new request subject to this policy. 

 
A flexible working arrangement agreed for a defined period is not subject to the above clause. 

 

Occasional Home Working 

It is TI-UK’s policy that all employees should normally be located at the main London office unless 
otherwise agreed with their line manager – for example to accommodate our warm desking 
arrangements. It is typical that from time to time, employees may work at home in order to 
undertake a specific piece of work (e.g. report writing) with the prior agreement of their line 
manager. 
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TI-UK recognises that there are situations in which it may be beneficial to the organisation and to the 
employee if the employee works at home or a different location. It is recognised that some roles will 
be more suitable to occasional homeworking than others. 

 
This policy is aimed at giving managers and employees flexibility and freedom to agree the best 
arrangements appropriate to individual circumstances whilst having a fair and consistent response 
to requests for office-based staff to work from home. It is only intended to cover requests for the 
occasional day. Any long term arrangement is covered under the above clauses on flexible working. 

 
All requests for occasional home working will be considered on the basis that TI-UK’s business needs 
are fully met, and that the arrangement will not have a negative impact on the organisation or 
disproportionately increase operating costs. TI-UK reserves the right to terminate any such 
arrangement with appropriate notice, in the event that it is believed that the arrangement is no 
longer appropriate. 

 
The employee’s manager will be responsible for ensuring appropriate productivity levels, working 
hours, reporting, communication and supervision arrangements. 

 
The employee is responsible for updating their diary with their whereabouts and contact details. 
They must be available by telephone during normal working hours and must check their emails at 
least twice a day (am & pm). 

 
Employees working at home are expected to do so in an environment that meets health and safety 
requirements. TI-UK can provide further guidance on request. Employees must also ensure there are 
no restrictions on their home insurance that preclude homeworking. 

 
TI-UK will not normally supply or install equipment for working at home (apart from home use of a 
TI-UK laptop) nor will it meet running costs such as heating, lighting and internet connections. Any 
incidental expenses are expected to be agreed in advance with the employee’s line manager. 

 

Remote Working (in the UK) 

Remote working is distinct from occasional home working in that the default working location is 
away from TI-UK’s main office. This section of the policy only applies to remote working within the 
UK, whether from home or from another location. 

 
TI-UK is legally obliged to consider requests for remote working on either a trial or permanent basis. 
Such requests would need to be made by the process described above. TI-UK reserves the right to 
decline such a request on the grounds of one of the eight statutory business reasons: 

 

 the burden of additional costs

 an inability to reorganise work amongst existing staff

 an inability to recruit additional staff

 a detrimental impact on quality

 a detrimental impact on performance

 detrimental effect on ability to meet customer demand

 insufficient work for the periods the employee proposes to work

 a planned structural changes to the business.
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TI-UK’s general approach to its ‘business’ is that there are important information flows and synergies 
to be gained both within teams and across teams from close proximity and personal contact. 
Employees in the office also all contribute to the day to day running of the office environment and 
culture. Moreover, many of our key stakeholders are in London or travel to or through London, and 
being able to meet and interact with such stakeholders regularly, sometimes at short notice, 
sometimes in wider forums, with no additional cost in time or money, is also an important 
contributor to our effectiveness. We will therefore consider any requests for remote working within 
the context of maintaining the organisational performance and overall quality of having a London- 
based team. This will take into account the wider effectiveness and quality of our organisation in 
aggregate, and not solely an individual’s progress towards personal goals and targets. 

 
TI-UK will not usually approve requests for remote working to be carried out from a location 
overseas. This carries additional implications for cost and employment law that, as a small charity, 
we are ill-equipped to navigate. However, it is possible that from time to time there will be an 
employee who wish to move overseas and keep working for TI-UK; in those circumstances, a short- 
term or time-limited consultancy contract may be considered. 

 
TI-UK will require the employee working under a remote working arrangement to attend the main 
office for an agreed number of days per week or month in order to meet the needs of the business. 
These might include a requirement to be present on specified days (e.g. to attend regular team 
meetings). A default position is that the employee working remotely would be expected to be in the 
office for a maximum of one day per week, and a minimum of two days per month, with the day to 
be agreed in advance with their line manager. The number of these fixed days would be agreed at 
the outset with the employee as part of the revised remote working contract. 

 
From time to time, at times possibly frequently, employees working remotely may be required to 
attend or participate in other meetings in person in London. Attendance at such meetings is 
considered part of the requirements of the job and is not optional. Like all other team members, 
they may also be required to travel elsewhere on TI-UK business from time to time. 

 
TI-UK’s salaries are benchmarked against a London peer group, and as such contain an implicit 
London weighting. It is anticipated that over time, the London weighting element may be made 
explicit, in which case it would not apply to the salaries of those working outside London. Until there 
is an explicit London weighting, employees working remotely will in all likelihood benefit from both 
lower living costs and a London-level salary. 

 
TI-UK will not therefore cover the costs of remote working such as internet connections, utilities, 
office equipment, etc. Similarly, the cost of regular travel to the main office would not be covered, 
just as we do not cover the cost of travel for other employees who travel a long distance to work. 
Given the cost of transport outside peak hours, line managers will have discretion to approve the 
timing of remote working employee’s presence in the office on those days, outside the core hours. 

 
However, if employees working remotely are required to travel to meetings, in the main office or 
elsewhere, over and above the agreed fixed days, the costs would be reimbursed in line with TI-UK’s 
Travel & Expenses reimbursement policy. 

 
Any request related to remote working will need to include details of the proposed default working 
location. 

 
If such an arrangement is agreed: 
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 TI-UK will require the employee to carry out a health and safety assessment of the proposed 

working location;

 The employee will be responsible for ensuring that there are no legal impediments to use of 

that location (e.g. planning permission or a mortgage agreement) and that they and their 

equipment are adequately insured;

 The employee will be responsible for ensuring that there are appropriate IT and other 

document security and privacy arrangements in place;

 All other TI-UK policies will continue to apply, and it is the responsibility of the employee to 

ensure that they are adhered to.
 

Remote Working (outside the UK) 

TI-UK will not normally employ staff based outside the UK other than on a consultancy basis. TI-UK 
does not have the infrastructure nor the expertise in employment and tax law to support such 
colleagues. 

 
In the event that an existing UK based employee wants to relocate temporarily overseas, the SMT 
will consider this on a case by case basis but this will require a move to a consultancy contract. Such 
an arrangement will not normally be considered on a permanent basis. 

 
TI-UK will consider guaranteeing continuity of employment during such an arrangement. 
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Grievance and Disciplinary Procedures 
 

Owner: People Team Status: Approved 

Last updated: 18 Jan 2019 Review date: Jan 2021 
To be read in conjunction with these other 
policies and procedures: 

 Whistle-blowing Policy 

 Anti-Bribery Policy 

 Safeguarding Policy 

Purpose of the document 

This document sets out the procedures to be followed in the event that an employee wishes to raise 
a grievance against another colleague or where disciplinary charges are being levied against an 
employee. 

 

Grievance Procedure 

If you have a concern, problem or complaint at work, you should take this up according to this 
procedure. This is called raising a grievance. Legitimate reasons for raising a grievance would 
include: 

 

 things you are being asked to do that are demonstrably outside your job description

 breaches in your terms and conditions of employment

 discrimination at work because of your race, age, disability or sexuality etc.

 bullying or harassment by a line manager or colleague.

If you have a grievance relating to your employment or the behaviour of a colleague or manager, 
you should first seek to resolve this informally. 

 
If informal approaches cannot resolve the issue you should first discuss it with your line manager. If 
for some reason you feel it inappropriate to raise your grievance with your line manager, you should 
refer it to the HR Manager, who will liaise with the appropriate managers to find a suitable solution. 

 
Formal hearing 

In the event that such grievance cannot be informally resolved, you have the right to raise the issue 
formally. This will require you to put your grievance in writing. TI-UK will expect to see in the written 
submission some evidence that informal approaches have been made prior to registering a formal 
grievance. 

 
The People Team will determine to whom you should present your grievance in writing. The 
appointed individual will invite you to attend a meeting (at which you may be accompanied by a 
colleague or a trade union representative) to discuss your grievance. 

 
You will be informed within two weeks of the meeting of the response to your grievance and what 
action is being taken. 

 
Appeals 

If you remain dissatisfied, you are entitled to appeal. The People Team, in consultation with the 
Chief Executive (or, if necessary, the Chair of the Board) will determine who should hear the appeal; 
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any appeal must be in writing, must make clear the grounds of the appeal and must be made within 
seven working days of the appointed individual’s response to your initial grievance. 

 
Whoever is hearing the appeal will invite you to attend a further meeting to hear your appeal and 
you may be accompanied by a colleague or a trade union representative; the appointed individual 
for the original hearing will be entitled to be present at the hearing to explain the reasons for his/her 
decision. 

 
The decision of the appeal hearing is final. 

 
Confidentiality and Reprisals 

TI-UK will maintain confidentiality around any grievance procedure – formal or informal – in so far as 
that is compatible with conducting a reasonable investigation and its legal obligations. 

 
No one shall be discriminated against, victimised, disciplined or reprimanded for reporting concerns 
in good faith. If, however, an individual makes malicious or vexatious allegations, and particularly if 
he or she persists with making them, disciplinary action may be taken against that individual. 
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Disciplinary Procedure 

TI-UK expects its employees to act in a professional manner having regard to the ethical values that 
it espouses. Disciplinary action may follow any breach of these standards. Disciplinary offences may 
include but are not limited to: 

 

 A breach of TI-UK’s Anti-Bribery Policy

 A breach of TI-UK’s Safeguarding Policy or Code of Conduct

 Inappropriate behaviour as defined in the Bullying and Harassment Policy

 Failure to adhere to TI-UK’s Whistle-blowing Policy

 Failure to carry out your role as described in your job description to an acceptable standard.

Certain offences may be considered to fall into the category of gross misconduct and may lead 
directly to dismissal and/or referral to the appropriate public authorities. These include, but are not 
limited to: 

 

 Theft, fraud, giving or receiving a bribe

 Abuse of a vulnerable adult or child

 Violent behaviour at work

 Working whilst under the influence of alcohol or illegal drugs

 Serious misuse of TI-UK assets, such as downloading pornography.

If your line manager is of the opinion that there has been a breach of duty, misconduct, inefficiency 
or incompetence on your part, there may be an informal discussion to attempt to resolve the issue. 
This may result in a verbal warning that repetition of such conduct could lead to further disciplinary 
action, including dismissal. 

 
Formal hearing 

Before any formal disciplinary action is taken, you will be given notice in writing of the complaint 
against you and you will be given an opportunity to attend a hearing (at which you may be 
accompanied by a colleague or trade union representative) to put forward your case. The hearing 
will be normally be conducted by your line manager or, if this is not appropriate, by a manager 
appointed by the People Team and/or the Chief Executive. 

 
If the hearing finds that you have committed a disciplinary offence, the following actions may be 
taken by TI-UK depending on the severity of the offence and whether or not it is a first occurrence: 

 

 a written warning that repetition of such conduct will lead to further disciplinary action

 a final written warning that any repetition will lead to dismissal

 dismissal

Warnings may include a requirement for specific remedial action(s). 

 
In the event of a serious offence such as acts of gross misconduct, TI-UK may move immediately to 
dismissal. 

 
Following the hearing, the convenor will notify you of the decision, and take any disciplinary action 
necessary. A record of that action will be placed on your personnel file. 
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Appeals 

You are entitled to appeal against any disciplinary decision. The People Team, in consultation with 
the Chief Executive (or, if necessary, the Chair of the Board) will appoint an individual to hear the 
appeal and inform you accordingly. 

 
You must present your appeal in writing within seven working days of the decision. You must clearly 
state the grounds on which you are appealing. 

 
A meeting will be held to hear your appeal at which you will be entitled to be present and may be 
accompanied by a colleague or trade union representative. You will receive at least 48 hours’ notice 
of this meeting. The convenor of the original hearing will be entitled to be present to explain the 
reasons for the original decision. 

 
The decision of the appeal hearing is final. 

 
Suspension from duty 

TI-UK may, at its discretion, and at any point during the investigation and appeal process, suspend 
you from the performance of any or all of your duties and direct that you do not attend the offices of 
TI-UK. During such a period your salary and any other benefits will continue to be paid. 
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Data Protection and Privacy Policy 
 

Owner: People Team Status: Approved 

Last updated: 10 October 2018 Review date: Oct 2018 
To be read in conjunction with these other 
policies and procedures: 

 Privacy Policy (external, on website) 

Purpose of the document 

The document spells out how TI-UK will protect employee privacy in accordance with the General 
Data Protection Regulation (GDPR). A separate Privacy Policy exists for our interaction with external 
parties and this can be found on the TI-UK website 

 

The Policy 

TI-UK collects and processes personal data relating to its employees to manage the employment 
relationship. TI-UK is committed to being transparent about how it collects and uses that data and to 
meeting its data protection obligations. 

 
What information do we collect? 

TI-UK collects and processes a range of information about you as an employee. This includes: 

 

 your name, address and contact details, including email address and telephone number, 

date of birth and gender;

 the terms and conditions of your employment;

 details of your qualifications, skills, experience and employment history, including start and 

end dates, with previous employers and with the organisation;

 information about your remuneration, including entitlement to benefits such as pensions or 

insurance cover;

 details of your bank account and national insurance number;

 information about your marital status, next of kin, dependants and emergency contacts;

 information about your nationality and entitlement to work in the UK;

 details of your schedule (days of work and working hours) and attendance at work;

 details of periods of leave taken by you, including holiday, sickness absence, family leave and 

sabbaticals, and the reasons for the leave;

 details of any disciplinary or grievance procedures in which you have been involved, 

including any warnings issued to you and related correspondence;

 assessments of your performance, including appraisals, performance reviews, training you 

have participated in, performance improvement plans and related correspondence;

 information about medical or health conditions, including whether or not you have a 

disability for which the organisation needs to make reasonable adjustments.
 

TI-UK collects this information in a variety of ways. For example, data is collected through 
application forms, CVs or resumes; obtained from your passport or other identity documents such as 
your driving licence; from forms completed by you at the start of or during employment (such as 
benefit nomination forms, payroll forms); from correspondence with you; or through interviews, 
meetings or other assessments. 
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In some cases, TI-UK collects personal data about you from third parties, such as references supplied 
by former employers and where necessary information from employment background check 
providers. 

 
We seek information from third parties with your consent only. Colleagues need to recognise that 
some information may be publicly available, e.g. on social media. 

 
Data is stored in a range of different places, including in your personnel file, in the organisation's HR 
management systems and in other IT systems (including the organisation's email system). 

 
Why does TI-UK process personal data? 

TI-UK needs to process data to enter into an employment contract with you and to meet our 
obligations under your employment contract. For example, we need to pay you in accordance with 
your employment contract and to administer your pension and any other benefits, where applicable. 

 
In some cases, TI-UK needs to process data to ensure that it is complying with its legal obligations. 
For example, we are required to check an employee's entitlement to work in the UK, to deduct tax, 
to comply with health and safety laws and to enable employees to take periods of leave to which 
they are entitled. 

 
In other cases, TI-UK has a legitimate interest in processing personal data before, during and after 
the end of the employment relationship. Processing employee data allows TI-UK to: 

 

 run recruitment and promotion processes;

 maintain accurate and up-to-date employment records and contact details (including details 

of who to contact in the event of an emergency), and records of employee contractual and 

statutory rights;

 operate and keep a record of disciplinary and grievance processes, to ensure acceptable 

conduct within the workplace;

 operate and keep a record of employee performance and related processes, to plan for 

career development, and for succession planning and workforce management purposes;

 operate and keep a record of absence and absence management procedures, to allow 

effective workforce management and ensure that employees are receiving the pay or other 

benefits to which they are entitled;

 obtain occupational health advice, to ensure that it complies with duties in relation to 

individuals with disabilities, meet its obligations under health and safety law, and ensure 

that employees are receiving the pay or other benefits to which they are entitled;

 operate and keep a record of other types of leave (including maternity, paternity, adoption, 

parental and shared parental leave), to allow effective workforce management, to ensure 

that the organisation complies with duties in relation to leave entitlement, and to ensure 

that employees are receiving the pay or other benefits to which they are entitled;

 ensure effective general HR and business administration;

 provide references on request for current or former employees;

 respond to and defend against legal claims; and

 maintain and promote equality in the workplace.
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Some special categories of personal data, such as information about health or medical conditions, is 
processed to carry out employment law obligations (such as those in relation to employees with 
disabilities and for health and safety purposes). 

 
Who has access to data? 

Your information will be shared internally, including with members of the HR and recruitment team 
(including payroll), your line manager, managers in the business area in which you work and IT staff 
if access to the data is necessary for performance of their roles. 

 
TI-UK shares your data with third parties in order to obtain pre-employment references from other 
employers. 

 
TI-UK also shares your data with third parties that process data on our behalf, in connection with 
payroll, the provision of benefits and potentially the provision of occupational health services. 

 
TI-UK will not normally transfer your data to countries outside the European Economic Area. If such 
a transfer becomes necessary, permission will be sought and TI-UK will ensure that all necessary 
controls are in place. 

 
How does TI-UK protect data? 

TI-UK takes the security of your data seriously. TI-UK has internal policies and controls in place to try 
to ensure that your data is not lost, accidentally destroyed, misused or disclosed, and is not accessed 
except by our employees in the performance of their duties. 

 
Where TI-UK engages third parties to process personal data on its behalf, we do so on the basis of 
written instructions, are under a duty of confidentiality and are obliged to implement appropriate 
technical and organisational measures to ensure the security of data. 

 
For how long does TI-UK keep data? 

TI-UK will hold your personal data for the duration of your employment and for up to six years after 

your departure in accordance with UK legislation. 

 

Your rights 

TI-UK wishes to be open about the data it holds. As a data subject, you have a number of rights. You 
can: 

 

 access and obtain a copy of your data on request;

 require TI-UK to change incorrect or incomplete data;

 require TI-UK to delete or stop processing your data, for example where the data is no 

longer necessary for the purposes of processing;

 object to the processing of your data where TI-UK is relying on its legitimate interests as the 

legal ground for processing; and

 ask TI-UK to stop processing data for a period if data is inaccurate or there is a dispute about 

whether or not your interests override the organisation's legitimate grounds for processing 

data.
 

If you would like to exercise any of these rights, please contact the People / HR team. 
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If you believe that TI-UK has not complied with your data protection rights, you can raise this matter 
with your line manager and, if not satisfied with TI-UK’s response, complain to the Information 
Commissioner. 

 
What if you do not provide personal data? 

You have some obligations under your employment contract to provide TI-UK with data. In 
particular, you are required to report absences from work and may be required to provide 
information about disciplinary or other matters under the implied duty of good faith. You may also 
have to provide the organisation with data in order to exercise your statutory rights, such as in 
relation to statutory leave entitlements. Failing to provide the data may mean that you are unable to 
exercise your statutory rights. 

 
Certain information, such as contact details, your right to work in the UK and payment details, have 
to be provided to enable the organisation to enter a contract of employment with you. If you do not 
provide other information, this will hinder the organisation's ability to administer the rights and 
obligations arising as a result of the employment relationship efficiently. 

 
Automated decision-making 

Employment related decisions are not based solely on automated decision-making. 

 
Post-employment 

TI-UK will hold your personal data for up to six years after your departure in accordance with UK 

legislation. 

 
TI-UK may keep contact details on mailing lists etc. Former employees have the usual rights spelt out 

in the GDPR to have their information removed from such lists. 

 
As per TI-UK’s Departure Procedures, former employees will be offered the chance to opt in to the 

Alumni Register. That opt-in may be reversed at any time. 
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Environmental Policy 
 

Owner: Chief Operating Officer Status: Approved 

Last updated: 10 January 2019 Review date: Jan 2023 
To be read in conjunction with these other 
policies and procedures: 

 Travel and Expenses Policy 

 Procurement Policy 

Purpose of the document 

Transparency International UK has a relatively small environmental impact. This policy is designed 
to minimise our environmental footprint. The target is 100% compliance in each area listed below. 

 

The Policy 

TI-UK will operate in compliance with all relevant environmental legislation, inform its employees, 
interns and consultants about environmental issues that may affect their work, and make them 
aware of the policies in place. 

 
Energy Use 

TI-UK shares an office space, and so has little direct control over energy use. However, in areas that 
it is able to control: 

 

 All IT equipment, including printers, monitors and scanners, should be left in the most 

economical mode overnight.

 Each individual is responsible for shutting down their personal equipment when not in use 

or at the end of the day.
 

Travel 

Public transport should be used whenever practicable. The points below are quoted from the Travel 
and Expenses Policy. 

 

 For journeys to continental Europe, rail travel should be preferred over air travel wherever 

practicable and if the total journey time is less than eight hours

 For journeys within the UK, the use of trains should be preferred over cars or planes

 Taxis may be used rather than public transport if staff are travelling late at night (after 

10pm), if public transport is impracticable or if staff perceive a safety risk.
 

Procurement 

Our policy is that the highest environmental specifications should be sought within the constraints of 
cost and quality. It is the responsibility of those undertaking the procurement to ensure that they 
have examined the options and reached a decision based on this environmental policy. 

 
Apart from travel, TI-UK’s largest procurement expenditure is on external printing. All printing will 
be sourced from environmentally-friendly printers (e.g. those with ISO 14001, EMAS or equivalent 
accreditation); all paper must be FSC-certified, recycled or from sustainable sources. Where 
considerations of cost or quality make this impractical, the paper content should have the highest 
achievable percentage of sustainable or recycled paper that is possible within the constraints of cost 
or quality. 
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In addition: 

 

 The default setting for internal printers should be double-sided.

 All office stationery (e.g. paper for printers) should be procured from environmentally- 

friendly sources.
 

Waste and Recycling 

All office waste should be recycled using the bins provided. 

 
Employees are expected to use the bins provided for recycling other waste (e.g. drink and food 
containers). 

 
Any electronic or IT equipment should be disposed of in the most environmentally-friendly manner 
that is achievable. 
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Internship Policy 
 

Owner: People Team Status: Approved 

Last updated: 10 January 2019 Review date: Jan 2021 
To be read in conjunction with these other 
policies and procedures: 

 Leave Policy 

The Policy 
 

Motivation and Values 

Participants in the internship programmes at TI-UK should share and support the vision, mission and 
values of TI-UK and the TI movement. 

 
Benefits and content of Internships 

Both TI-UK and the intern should benefit to the greatest extent possible from the internship. TI-UK 
will offer a fair range of tasks for the intern to carry out. 

 
Generally, internships will include a combination of: 

 

 substantive project work to be carried out as autonomously as possible and over an 

extended period of time;

 standard office work (correspondence, editing of articles for TI-UK publications, etc.), as 

instructed by the responsible manager;

 secretarial/administrative work.

The exact nature of an individual internship will be agreed with the intern’s line manager, while the 
exact activities and projects eligible for internships will depend on the specific needs of project and 
other functional teams at TI-UK. 

 
TI-UK will not use internships to substitute for substantive, longer term posts. 

 
The term ‘internships’ is not intended to cover unpaid work experience which TI-UK may also 
occasionally offer. 

 
Supervision 

Responsibility for managing the internship will rest with the line manager. 

 
The line manager will function as a mentor responsible for departmental induction and will oversee 
the work of the intern. They will also coordinate any tasks that may be given to the intern by other 
colleagues. The mentor will introduce the intern to all colleagues working at TI-UK and will be the 
first person the intern can turn to with any questions or complaints they may have. 

 
How to apply 

Announcements of internship programmes will be posted on the TI-UK website and may also be 
advertised in various other ways. 
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Start and Duration 

Internships normally last up to six months. In some cases, the duration can be extended by mutual 
agreement between TI-UK and the intern, provided no internship exceeds nine months. 

 
Remuneration 

TI-UK will remunerate interns who are appointed for six months at a level at least equal to the 
London Living Wage. Occasionally shorter unpaid internships or work experience may be offered. 

 
Notice Period 

Internship contracts will state a notice period to be given by either the intern or TI-UK. 

 
Leave 

Interns should inform their line manager immediately (i.e. the same day) should they be unable to 
come to work. Provision for leave is as for other staff and is included in the Leave Policy. 

 
Review of the internship 

Interns and the team in charge of the internship will discuss the experience gained during the 
internship on both sides at the end of the intern’s term. The conversation is aimed at learning from 
the insight an outsider has gained into TI-UK’s work, to voice useful criticism, to redress potential 
grievances in the future and to further improve management. 

 
On request, interns may receive a letter of reference at the end of their internship. 
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Leave Policy 
 

Owner: People Team Status: Approved 

Last updated: 9 December 2019 Review date: Nov 2020 
To be read in conjunction with these other 
policies and procedures: 

 Sick Leave Policy 

 Flexible Working Policy 

Purpose of the document 

TI-UK recognises the Health and Wellbeing of their people. This policy outlines the range of leave 
entitlements available for TI-UK employees. Details include entitlements, how payments will be 
calculated, and the process for approving and recording of leave. 

 

Annual Leave 

The TI-UK annual leave year runs from 1st January to 31st December. Every full-time employee is 
entitled to 28 days of leave per annum accrued on a monthly basis. Part-time employees’ leave 
entitlement is pro rata based on hours worked. Employees are also entitled to paid bank holidays 
when these fall on normal working days. Annual leave entitlements begin on the first day of 
employment regardless of any probationary arrangements. (Other leave arrangements may be 
subject to qualifying conditions, see below.) 

 
To ensure that part-time employees are not treated less favourably in their entitlement, TI-UK will 
apply an equitable calculation. Details are available from HR. 

 
Leave dates must be agreed with your line manager in advance. Employees are expected to give 
reasonable notice that will allow for any changes in work plans to be made. Leave requested at very 
short notice may be refused. Requests for more than 10 days of consecutive leave will require 
approval by the Chief Operating Officer. 

 
You may carry forward up to five days of unused annual leave. For more than five days, the approval 
of the Chief Operating Officer is needed and will only be granted in exceptional circumstances and 
where you have taken a minimum of 20 days. Any leave carried over from a previous year must be 
used by 30th April of the following year or it will be forfeited. 

 
Any agreed leave needs to be logged and approved in advance on TI-UK’s HR System, Cascade. 

 
Annual leave entitlement during the probationary period. 

Annual leave entitlement commences from the first day of employment. The maximum annual leave 
granted prior to confirmation in employment during a three-month probationary period is six days 
(pro rata for part-time employees). The maximum paid annual leave granted during a six-month 
probationary period is 12 days. Where unpaid leave is taken during the probationary period, the 
probationary period will be extended by the corresponding number of days. 

 
Annual leave on termination of employment 

On departure from your employment with TI-UK will pay any accrued leave not taken. For leave 
taken in advance of its accrual, TI-UK reserves the right to deduct the relevant amounts from the 
final salary payment. TI-UK reserves the right not to approve additional leave during a notice period. 
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Christmas Closure 

Subject to operational requirements, our office will normally close between Christmas and New 
Year. These days are in addition to your annual leave and are given at discretion. HR will confirm 
these days by the end of February each year. 

 

Jury Service 

In the event that an employee is required to be absent for jury service, TI-UK will pay their normal 
salary, plus any normal allowances, less the daily allowance paid by the court. On no occasion will an 
employee be financially disadvantaged. 

 

Maternity Leave 

All pregnant employees are entitled to take 52 weeks' statutory maternity leave around the birth of 
their child regardless of the number of hours worked per week. Statutory leave consists of 26 weeks 
‘ordinary’ maternity leave followed by 26 weeks ‘additional’ maternity leave, giving a total of 52 
weeks: the ‘maternity leave period’. 

 
Any pregnant employee has the right to reasonable paid time off to attend ante-natal care. TI-UK 
may ask that you provide evidence of appointments. 

 
Except for the terms below relating to pay, the terms and conditions of employment which would 
have applied to you had you been at work continue through the maternity leave period unless either 
TI-UK or you expressly ends the contract or it expires. 

 
Maternity leave shall commence no earlier than 11 weeks before the Expected Week of Childbirth 
(EWC), or from the day following childbirth if that is earlier. Maternity leave will also automatically 
start if you are off work for a pregnancy-related illness in the four weeks before the week your baby 
is due. TI-UK will write to the employee confirming the last day of their maternity leave and the 
expected date of their return. 

 
Note: ‘childbirth’ means the live birth of a child, or a still birth after a pregnancy lasting at least 24 
weeks. 

 
Compulsory Maternity Leave 

An employee must take a minimum of two (2) weeks' leave after the birth of her child. 

 
Keeping in Touch (KIT) Days 

During the maternity leave period TI-UK will maintain reasonable contact with you and it is hoped 
that you will keep contact with TI-UK. 

 
Up to ten (10) KIT Days can be worked, by mutual agreement, during the maternity leave period 
without affecting your SMP or maternity leave. These will be agreed, as far as possible, before the 
commencement of your maternity leave and will be paid at your normal rate of pay. If you only work 
part of a day this would still count as one of your ten KIT days. 

 
You will not be paid Statutory Maternity Pay (SMP) for any work done in any week if you have 
already worked 10 KIT days during your SMP period. 

 
Maternity Pay 

A pregnant employee qualifies for Statutory Maternity Pay (SMP) provided that: 
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 She has at least 26 weeks' continuous service with TI-UK at the 15th week before the EWC

 She continues to be employed by TI-UK until 11 weeks before the expected week of 

childbirth

 She produces a MATB1 form from her doctor or midwife to confirm that she is pregnant at 

least 15 weeks before she wishes to start her maternity leave

 She gives TI-UK at least 28 days’ notice confirming that she is pregnant and the day she 

wishes SMP to start

 Her average weekly earnings are at or above the lower earnings limit for National Insurance 

Contributions.
 

TI-UK offers enhanced maternity pay rates as follows: 

 

 Six weeks on full pay inclusive of any Statutory Maternity Pay (SMP)

 Twelve weeks on half pay or London Living Wage (whichever is greater) plus Statutory 

Maternity Pay (SMP)

 A further 21 weeks’ of SMP

 Thirteen weeks of unpaid leave.

SMP is thus paid for a total of 39 weeks of the 52 week maternity leave period. 

 
Employees who have less than 26 weeks’ continuous service with TI-UK at the beginning of the 11th 
week before the EWC or who earn less than the lower earnings limit for National Insurance 
Contributions may be entitled to Maternity Allowance. 

 
Right to Return to Work 

An employee shall normally return from her maternity leave on the date advised by her before her 
leave commenced. An employee has the right to return to the job in which she was employed under 
her original contract of employment and on terms and conditions not less favourable than those 
which would have been applicable to her if she had not been absent. 

 
Should you wish to return earlier than previously agreed, you are required to notify TI-UK at least 
eight weeks in advance. It is at TI-UK’s discretion to accept a reduced period subject to its business 
needs. If the employee wishes to extend the time off, she is required to give at least eight weeks 
advance notice before the expected return date. 

 
A request to return on a part time basis will be viewed sympathetically subject to the requirements 
of the post and of TI-UK. This will be considered in line with our flexible working policy. 

 

Adoption Leave 

You are entitled to paid adoption leave if you have: 

 

 Been matched with a child by a UK or overseas adoption agency

 Notified the agency that you agree that the child should be placed with you and have agreed 

the date of placement

 Notified TI-UK that you wish to take statutory adoption leave (SAL) no more than 7 days 

after you were notified that you have been matched with a child.
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If you are eligible for adoption leave you can take up to 52 weeks of leave. This is made up of 26 
weeks of ordinary adoption leave and 26 weeks of additional adoption leave. Additional adoption 
leave must follow immediately after ordinary adoption leave with no intervening gap. Only one 
person in a couple can take adoption leave, the other person may be able to take paternity leave or 
shared parental leave. Except for the terms below relating to pay, the terms and conditions of 
employment which would have applied to you had you been at work continue through the entire 
adoption leave period unless either TI-UK or you expressly end the contract or it expires. 

 
Statutory Adoption Pay (SAP) 

Subject to qualifying conditions, you will be paid: 

 

 Six weeks on full pay inclusive of any Statutory Adoption Pay (SAP)

 Twelve weeks on half pay or London Living Wage (whichever is greater) plus Statutory 

Adoption Pay (SAP)

 A further 21 weeks’ of SAP

 Thirteen weeks of unpaid leave.

You must give at least 28 days’ notice of when you would like SAP to start or as soon as is reasonably 
practicable. 

 
Keeping in Touch (KIT) Days 

During the adoption leave period TI-UK will maintain reasonable contact with you and it is hoped 
that you will keep contact with TI-UK. 

 
Up to ten (10) KIT Days can be worked, by mutual agreement, during the adoption leave period 
without affecting your SAP or adoption leave. These will be agreed, as far as possible, before the 
commencement of the leave and will be paid at your normal rate of pay. 

 
Right to Return to Work 

If you return during or at the end of the ordinary adoption leave period, you are entitled to return to 
the same job, on the terms and conditions as if you have not been absent on adoption leave. 

 
If you return to work during or after additional adoption leave you are entitled to return to the same 
job unless it is not reasonably practicable. In this situation you will be offered a similar job on terms 
and conditions that are no less favourable than your original job. 

 
Should you wish to return to work before the previously agreed end of your adoption leave, you are 
required to give TI-UK at least eight weeks’ notice of the date that you intend to return to work. It is 
at TI-UK’s discretion to accept a reduced period subject to its business needs. The same applies if 
you wish to extend your adoption leave. 

 
Joint and Individual Adoptions 

Where a couple are adopting jointly, you can choose (regardless of gender) who will take statutory 
adoption leave and pay (SAP) and who will take statutory paternity leave and pay (SPL&P). If you are 
adopting as an individual, only you are eligible for SAP - although your partner (regardless of gender) 
may be eligible for SPL&P 

 

Paternity Leave 
To qualify for paternity leave and paternity pay for a birth, the following criterial apply: 
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 You must be the biological father of the child or the mother’s husband or partner

 You must have or expect to have responsibility for the child’s upbringing

 You have at least 26 weeks’ continuous service with TI-UK leading into the 15th week before 

your baby is due

 You continue to be employed by TI-UK until the birth of your child

 You have notified TI-UK at least 28 days before you wish your Statutory Paternity Pay (SPP) 

to start.
 

If you satisfy all of the above criteria, you are entitled up to two consecutive weeks of paternity 
leave. Subject to agreement with your manager, TI-UK may permit the taking of this leave in flexible 
ways e.g. as single days or separate weeks. 

 
Subject to the qualifying pay criteria, TI-UK will pay an enhanced paternity pay of two weeks at full 
pay inclusive of statutory paternity pay. 

 
Paternity leave must normally be taken within 56 days of the birth of the child unless otherwise 
exceptionally agreed with HR. 

 
You are also entitled to take paid time off work to attend two antenatal appointments. This is limited 
to six and a half hours per appointment. 

 
For adoption 

To qualify for paternity leave and pay for an adoption, you must: 

 

 be the partner of an individual who adopts a child OR be the member of a couple adopting 

who is not taking adoption leave

 have at least 26 weeks’ continuous service with TI-UK leading into the week in which the 

adopter is notified of being matched with a child and

 continue to be employed by TI-UK up to the date of placement of the child for adoption

 be taking time off to support the adopter and/or to care for the child. You cannot take 

paternity leave for any other purpose

 have notified TI-UK no more than 7 days after the adopter has notified you that you have 

been matched with a child.
 

Shared Parental Leave 

You and your partner (regardless of gender) can apply for Shared Parental Leave (SPL) and Statutory 
Shared Parental Pay (ShPP) if you are having a baby or adopting a child. 

 
The conditions for those expecting a child are: 

 

 that you have been employed continuously by the same employer for at least 26 weeks by 

the end of the 15th week before the due date

 that you share responsibility for the child at birth

 that you stay with the same employer while you take SPL. 

For those adopting a child, the conditions are:

 that you share responsibility for the child
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 that you have been employed continuously by the same employer for at least 26 weeks by 

the end of the week you were matched with the child

 that you stay with the same employer while you take SPL.

You can share up to 50 weeks of leave and up to 37 weeks of pay between you. You need to share 
the pay and leave in the first year after your child is born or placed with your family. 

 
You can use SPL to take leave in blocks separated by periods of work, or take it all in one go. You can 
also choose to be off work together or to stagger the leave and pay. 

 
Shared Parental Pay 

TI-UK pays enhanced shared parental pay as follows: 

 

 Six weeks on full pay inclusive of ShPP in addition to two weeks’ paternity leave

 Twelve weeks on half pay plus any ShPP.

 A further 19 weeks’ ShPP.

 Thirteen weeks of unpaid leave

ShPP is thus payable for 37 weeks of the 50 week SPL period 

 

Time off for family and dependents 

We recognise that there may be times when you need to deal with an emergency involving a 
dependent. A dependent could be a spouse, partner, child, grandchild, parent or someone who 
depends on you for care. 

 
You are entitled to a reasonable amount of time off to deal with such emergencies. In most cases 
one or two days will be sufficient to deal with the immediate situation, but it will depend on 
individual circumstances. Whilst there is no automatic right to be paid, TI-UK will pay employees for 
this time off. 

 
If the time off needed extends, you may be asked to take the time as TOIL, annual, unpaid, parental 
or compassionate leave. 

 

Parental Leave 

 
Parental leave is unpaid time off that employees who are parents can take to spend time with their 
child up until the child's 18th birthday. You are entitled to take up to eighteen weeks of parental 
leave per child. 

 
In order to qualify for parental leave you need to: 

 

 Be an employee

 Have worked at TI-UK continuously for twelve month or more 

You can get more details about parental leave from HR.

Compassionate Leave 

TI-UK recognises that bereavement and emotionally difficult or distressing personal situations may 
arise which mean that employees need to spend some time away from work. Such cases will be 
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treated in a sensitive and flexible manner in granting leave and offering support. Paid 
Compassionate Leave will be granted at TI-UK's discretion, where for personal reasons an employee 
cannot reasonably be expected to attend work and other forms of leave are not appropriate. 

 
The amount of Compassionate Leave granted will depend on the circumstances, e.g. whether the 
employee is responsible for making funeral arrangements, distances they are required to travel, the 
amount of annual leave they have remaining etc. However, the following may be used as guidelines: 

 

 Where leave is taken following the death of a close relative/family member, e.g. partner, 
parent, child, sibling, up to 5 days leave plus the day of the funeral will usually be granted, 
although additional leave of up to another 3 days may be granted where long-distance 
international travel is required

 Where the employee is solely responsible for dealing with the estate of the deceased 
relative, an additional one or two days leave may also be granted to deal with probate 
matters following the funeral

 Where an employee wishes to attend the funeral of another family member or close friend, 
it is likely that one day's leave will be granted

 

Where an extended visit abroad is necessary, employees are likely to be granted a combination of 
Compassionate Leave, Time off in Lieu (TOIL), Annual Leave and Parental/Dependant Care leave, 
depending on the circumstances. TI-UK will not normally grant more than 10 days of Compassionate 
Leave in a given leave year. 

 
The above examples should be taken as guidelines only. Each case will be considered individually to 
ensure fairness and consistency. Previous granting of Compassionate Leave should not be 
considered as setting a precedent. In all cases, the wishes of the employee regarding confidentiality 
will be respected. 

 
Where Compassionate Leave is not granted, consideration will be given to the granting of annual 
leave or TOIL, if this is available. Alternatively, Parental or Dependant Care leave may be granted. 

 

Serious personal issues 

Very occasionally, circumstances may arise which, while they do not strictly fall within the bounds of 
sickness or injury, disability or other recognised category, may affect an employee's ability to 
maintain regular attendance, or require extended absence from work. These circumstances may be 
of a confidential, sensitive or personal nature, affecting the employee, or a person close to them. 
The employee will be expected to discuss the issue with their line manager or HR. 

 
In cases where attendance or performance may be seriously affected, the line manager, in 
consultation with HR, will determine what provision may be made, if any, to meet the employee’s 
particular needs. 

 
Consideration will be given to length of service, entitlement to holidays or paid sickness absence, 
and the specific circumstances of the individual case; appropriate medical certification will be 
required, and/or professional opinion provided where relevant. 

 

Time Off in Lieu (TOIL) 

TI-UK does not pay overtime. However, TOIL may be provided when actual hours of work are in 
excess of contracted hours of work, e.g. when the employee is expected to work outside of normal 
working hours – for example, attending compulsory evening events, travel time or working overseas. 
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It is the line manager’s responsibility to ensure that their team do not work overtime or 
unreasonable hours on a frequent basis. Wherever possible, TOIL should be agreed in advance. 

 
TOIL should not result in changes to normal working arrangements, such as every Friday afternoon 
becoming a ‘TOIL’ afternoon, or working through lunch and leaving work early each day. TOIL is not a 
tool to be used to accumulate additional leave days. Most duties should be carried out during 
normal working hours. 

 
TOIL will be granted in half-day blocks, on a one-for-one basis with additional hours worked and 
subject to the approval of the line manager. TOIL must be used within two months of its being 
accrued or it will be forfeited. 

 
Approval of TOIL must be logged with the manager and not on Cascade at the moment. 

 

Other Unpaid leave 

Any extended unpaid holiday is required to be agreed in advance and approved by the Chief 
Operating Officer and will be subject to the requirements of TI-UK. Unpaid leave will not be 
approved if the employee has paid leave remaining. 



TI-UK Legal Policy and Procedures January 2019 Page 1 of 3 

 

 

 

 

Legal Policy and Procedures 
 

Owner: Chief Operating 
Officer 

Status: Approved 

Last updated: 10 Jan 2019 Review date: Jan 2021 
To be read in conjunction with these other 
policies and procedures: 

 Publications Checklist 

 Telecommunications Policy 

Background 

TI-UK needs to be able to speak out confidently and forthrightly on a range of issues, some of which 
will be controversial or will offend those in positions of power. In speaking out, TI-UK may open itself 
to legal action of various kinds. 

 
The principal risk is of legal suits for libel or slander based on defamation or breach of privacy. 
Broadly speaking, libellous or defamatory comments have the potential to damage the good 
reputation of the individual/organisation and cause them serious reputational or financial harm. 
Irrespective of whether there has been an actual violation, those looking to silence TI might be 
tempted to bring frivolous litigation, such as a SLAPP suit (Strategic Lawsuits against Public 
Participation) with the goal of forcing TI to mount an expensive and protracted legal defence. 

 
To prevent such legal actions from occurring and to reduce the chances of them being successful, TI- 
UK needs to perform legal checks on its communications outputs and ensure that all staff are aware 
and trained on what they need to do. It is important that as colleagues you are aware of your 
responsibilities. TI may be required to demonstrate to a court that we have a responsible in-house 
legal checks procedure, which all are aware of, receive training on and implement prior to 
publication. 

 
Such cases may arise from: 

 

 Reports and publications

 Blogs, tweets, photos, cartoons and other social media activity

 Press releases and media statements

 Speeches, presentations, briefings, interviews or conversations

The goal of this policy is not to stifle TI’s direct style. There are many contexts where negative 
statements can still legally be published. The legal check procedures help TI ensure that we publish 
comments that are accurate, evidenced, responsible and fair – and in line with our legal obligations. 

 
Given the global audience we reach, we must be mindful of other countries’ laws when conducting 
our review. Authors should make sure that any facts that could tarnish a third party's reputation 
have been properly checked, that any robust opinions expressed about third parties are supported 
by fact, that any claims derived from external sources rather than our own research are marked as 
such, and that the source is a sufficiently reputable one. 

 
TI-UK has access to a designated Legal Adviser who can provide legal advice, including locating, 
costing and tasking external advice if that is necessary. The Legal Adviser can help you decide what is 
potentially defamatory or libellous. Please note: 
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 TI does not need to be the origin of a comment; we can be held liable for a re-tweet or for 

hosting content published by an external individual/organisation.

 Individuals can sue for defamation, as can organisations, companies or groups of people. In 

some jurisdictions, governments can sue TI.

 The subject does not need to be named for the comment to be defamatory – their identity 

may be clear from other factors such as their job title.

 TI is responsible for completing its own legal checks and cannot reply on checks performed 

by another organisation.

 That a statement was already published by a media outlet is no defence to libel, moreover 

those outlets may have worded and presented statements differently to TI.

 We cannot wholly rely on legal advice from other organisations, such as the National Crime 

Agency or publications such as the FT, though that can certainly be relevant and useful.

 TI’s reputation as an anti-corruption organisation arguably makes any statements we publish 

more damaging to the subject’s reputation.
 

The Policy 
 

What needs to be checked 

All of the following outputs must have a legal review, unless the Programme Director deems that a 
legal check is not necessary, as the material is not defamatory. 

 

 Written outputs including publications and reports, press releases, blogs, tweets, 

photographs, articles, and cartoons

 Positions that will be stated orally such as in speeches and presentations, media interviews, 

conversations and presentations
 

Responsibilities 

Programme Directors are accountable for ensuring that legal checks on any material originating in 
their programmes have been completed by the Legal Adviser, unless they deem the check 
unnecessary. The default position should be that a check is required. 

 
Programme Directors are obliged to follow any legal advice received but may appeal to the Chief 
Executive. 

 
The Communications Manager will act as a backstop and ask the Programme Director and/or Legal 
Adviser to confirm if checks have been completed or they have authorised publication without a 
legal check, before publishing or disseminating the material. The Communications Manager or 
Director of Evidence and Engagement can disagree with the Programme Director and request a legal 
check. 

 
An audit trail of any such decisions must be kept so that comments can be corrected if taken and 
used out of context. 

 
Email Communications 

In order to establish them legally as ‘privileged communications’, all emails must contain the 
standard TI-UK disclaimer clause (below) as part of their signature block. 
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This e-mail transmission and any attachments accompanying it may contain information that 
is confidential and legally privileged. It belongs to the sender and is intended only for the 
addressees named above. If you are not the intended recipient and have received this 
information in error, please be advised that its use, disclosure, distribution, copying, printing 
or action taken on the basis of its contents is strictly prohibited. The views and opinions 
expressed are those of the author and do not necessarily reflect the positions of 
Transparency International. UK Registered Charity number 1112842 

 

Procedures 

The Publications Checklist requires that legal advice is sought and received at least two weeks prior 
to publication of a report. This is to ensure that we have enough time to give a ‘right to reply’ to, if 
necessary. 

 
To facilitate legal checks, all drafts of publications sent for scrutiny need to include: 

 

 attachments or hyperlinks for the primary sources used to substantiate statements (even if 

these sources are not published and just used for the legal check). The page and location of 

the source should be indicated.

 Legal orders and judgment appeals relied on

If a named party has commented in response to any allegations made by TI, or the same allegation 
made by another organisation, we must include a statement to that effect. 

 
The Legal Adviser has responsibility for: 

 

 advising Programme Directors/the SMT whether a second opinion is required from an 

external party;

 selecting material to be reviewed, tasking counsel (whether paid or pro bono), written 

communications with external counsel, dealing with queries, clarifying risks, liability and 

completion;

 negotiating a fee for external work with counsel, the programme budget holder and finance;

 authorising the commencement of work;

 communicating to Programme Directors/the SMT any changes required or if publication can 

proceed.
 

If the Legal Adviser is unavailable, the Chief Operating Officer will pursue the above. 
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Managing Organisational Change Policy 
 

Owner: People Team/ HR Status: Approved by SMT (02/03/2020) 

Last updated: March 2020 Review date: March 2022 

To be read in conjunction with these 
other policies and procedures: 

 Departure Policy 

 Equal Opportunities Policy 

 Recruitment Policy 

 Remuneration Policy 

 Grading & Remuneration Implementation Policy 

Guidelines 

 
Policy statement/ purpose 

 
1. TI UK needs to position itself to be able to adapt to changing circumstances, and from time to 

time will need to consider changes to its employee structure or skills mix in order to meet its 
strategic aims and other obligations and priorities. Where the need for structural changes due 
to financial, organisational, or other factors arise, TI UK is committed to taking reasonable 
steps to minimise any adverse impact on employees and disruption to our work. 

 
2. TI UK recognises the benefit of timely and meaningful consultation with employees and will 

provide all information necessary to enable an informed dialogue. 
 

3. This policy aims to address organisational change and conserve and protect employment 
within TI UK. It reflects TI UK’s commitment to manage change effectively, fairly and 
consistently and provides a framework through planning, consultation, and communication 
that is in accordance with established good practice and employment legislation, and with full 
regard to TI UK’s Equality and Diversity Policies. 

 

Management planning 
 

4. TI-UK Management undertake an Annual Planning and Budgeting process that also includes 
risk assessment. These plans are reviewed and approved by the Board. Throughout the year 
Quarterly reviews are undertaken to monitor progress in terms of financial and other risks. A 
fundraising pipeline is maintained to help ensure continuity of revenue to support the delivery 
of strategic plans. From time to time as new priorities are identified, funding opportunities 
arise and / or financial challenges require to be addressed the need for organisational changes 
that impact employee numbers, roles etc. can arise. 

 
5. TI UK is committed to full disclosure of information, including financial information, necessary 

for consideration of these issues in a timely and comprehensive manner. Timescales for 
consultation and implementation will vary according to the size and complexity of the change 
being proposed. Where jobs are at risk, full account needs to be taken of contractual notice 
periods for employees, and the likely time needed to ensure reasonable time for consultation 
before final decisions are taken. 
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6. Where TI UK is proposing organisational change a consultation document will be prepared 
that depending on the size and complexity of the changes will outline: 

 

 The business case and rationale behind the proposed change 
 The actual proposals for change (including the proposed employee structure and 

charts) 

 The assessed benefits and risks associated with these proposals 

 The financial implications 
 The people impact of the proposals, including the number of employees, roles and 

grades affected, the proposed methods of redundancy avoidance such as of job 
matching, suitable alternative roles, redeployment 

 Where redundancy avoidance is not possible to outline the method of selection 
of posts that may be placed ‘at risk’ of redundancy together with details of 
Equality Analysis in line with the Equality Act 2010 

 Details of the proposed consultation timescale, consultation team members, a 
schedule of meetings and proposed timescale for implementation of the changes 

 
7. There may be occasions when TI UK needs to implement relatively minor changes to working 

practices. Examples of minor changes include: changes in reporting line; implementation of 
different methods of carrying out tasks; introduction of new technology and/or changes in 
duties within the remit of the post that do not cause changes to grading or substantial changes 
to the nature of the post. These minor changes to working practices are outside the remit of 
this policy. 

 

Consultation 
 

8. We shall ensure meaningful consultation with employees to gather views and comments as a 
basis for informing decision-making. We shall encourage a genuine exchange of views and 
jointly consider alternative options, and shall seek solutions which are mutually acceptable, 
without the necessity to reach agreement on all matters. 

 

Communications 
 

9. Throughout any process of organisational change and consultation TI UK will ensure that 
communication with employees is clear, timely, open and two-way. Depending on the scale 
and complexity of change proposals, communications will be effected through various media, 
such as regular email communication, and One Team meetings. 

 

Decision to proceed 
 

10. At the conclusion of the consultation process, (i.e. when all parties agree that all relevant 
issues have been considered) TI UK will consider all comments and make a decision on the 
way forward. This decision, with reasons, will be confirmed in writing. Where the proposals 
for change result in employees being placed at risk of redundancy, TI UK will explore all 
possible opportunities to conserve employment. In addition reasonable assistance will be 
given to those impacted, including applicable outplacement support services and reasonable 
time off to seek other employment, or undertake training. 
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Job matching 
 

11. In a restructure in which existing posts cease to exist, job matching (also known as job 
mapping) will be utilised in the first instance wherever possible. This allows individuals to be 
job matched to posts within the revised structure without the need to go through a formal 
selection process. Before a job can be considered as a match it should be shown to have a 
minimum of a 70% match of elements between the old role and the new role. Where more 
than one individual could be matched into a role, a competitive process will apply. 

 
12. Information concerning new posts in the proposed structure, including the job description and 

job evaluation data will be utilised in assessing job matching. 

 

Ring-fencing 
 

13. At the time of the formal commencement of a consultation process, where employees might 
be at risk of redundancy following restructure, the vacant post(s) in the new organisational 
structure will be ring-fenced, meaning that in the first instance, applications will only be 
accepted from employees ‘at risk’ of redundancy. Details of the post(s) will be explained and 
communicated to them and they will be offered the opportunity to apply. 

 
14. The job description and person specification will be provided and individuals will normally 

have up to 5 working days in which to confirm their interest and submit an application. 
 

15. The normal selection and appointment process will apply and appointment decisions will be 
made using objective selection criteria. 

 
16. If there is only one employee ‘at risk’ and one vacancy, they will be offered that post; provided 

they are an appointable candidate, in accordance with the skills, experience and qualifications 
shown in the person specification. 

 

Suitable alternative employment 
 

17. We shall advise any employee at risk redundancy as a result of any re-organisation or 
restructuring that suitable alternative employment opportunities will be explored as a basis 
for protecting their continued employment with TI UK. 

Job 
Matched 

Role 

Suitable 
Alternative 

Role 

Redundant 
Role 
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18. A post that attracts broadly the same terms and conditions of employment or that is not 
substantially different from an individual’s existing post, may be considered to be suitable 
alternative employment. However, each situation must be considered on a case by case basis 
taking into account the following factors: 

 

 Similarity to current role 

 Skills, abilities, circumstances in relation to the job · 

 Pay and benefits 

 Terms and conditions 

 Role Status 

 Location, Working environment, Hours of work 
 

19. An offer of a post as suitable alternative employment shall be made in writing and set out the 
terms and conditions of the new post in sufficient detail to show how it is not substantially 
different from the employee’s existing post. 

 
20. Where an employee accepts suitable alternative employment, a trial period of a minimum of 

4 weeks will apply. This is in line with statutory requirements, however, depending on the 
circumstances and requirements of the post, and following discussions with HR, an extended 
trial period may be agreed to ensure the employee and TI UK has sufficient time to decide if 
the new position is suitable without the individual losing the right to entitlement to 
redundancy pay during this period. 

 
21. Employees need to be aware that should they unreasonably refuse an offer of suitable 

alternative employment they may lose their right to redundancy pay. 

 

Redeployment 
 

22. Effective redeployment retains valuable skills and knowledge within the organisation. All 
employees in the situations outlined below in which redeployment may be appropriate, 
include: 

 

 when an existing post is no longer required, the post holder is at risk of redundancy 
and there is no suitable alternative employment; 

 when part of a post is no longer required. 
 

23. TI UK recognises that redeployment constitutes a change to an individual’s contractual terms 
of employment and will be undertaken in full consultation. HR shall work with the employee 
to assess their transferrable skills, including exploring training and developmental 
opportunities within reasonable cost. 

 

The redeployment process 
 

24. For employees at risk of redundancy and seeking redeployment, efforts to identify 
redeployment opportunities will continue during the time the individual remains at risk. Such 
employees will be granted reasonable time-off to attend job interviews. 

 
25. When a vacancy arises, HR will send details to all employees at risk that are in the 

redeployment pool and are at the grade of the vacancy or one grade above or below. They 
will be given at least 5 working days to express an interest. 
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26. Employees who express an interest in any vacancy shall be considered against the normal 
selection criteria. 

 

27. Where an employee is offered a post under the provisions of this redeployment process, a 
trial period of a minimum of 4 weeks will apply. This is in line with statutory requirements, 
however, depending on the circumstances and requirements of the post, and following 
discussions with HR, an extended trial period may be agreed to ensure the employee and TI 
UK have sufficient time to decide if the new position is suitable without the individual losing 
the right to entitlement to redundancy pay during this period. 

 
28. Employees need to be aware that should they unreasonably refuse an offer of redeployment, 

or unreasonably terminate the contract during the trial period, they may lose their right to 
redundancy pay. 

 

Flexible working 
 

29. There may be circumstances in which Flexible Working can be effective in mitigating the 
effects of potential redundancy. Any changes to working patterns shall be voluntary in nature 
and by agreement with the employee concerned. Reference should be made to TI UK’s Flexible 
Working policy. 

 
31. It should be noted that flexible working arrangements pertaining to a role that is at risk of 

redundancy will not necessarily transfer to a new role as such arrangements are role specific 
and subject to change. 

 

Gardening Leave 
 

32. There may be circumstances in which we would place an employee on ‘gardening leave’ as a 
redundancy avoidance measure where there is a strong likelihood of offering them an 
alternative role within no more than a three month period. During such leave the employee 
shall be available to undertake any reasonable assignments. 

 

Redundancy process 
 

33. The redundancy process will apply when all redundancy avoidance measures as outlined 
above have been exhausted. Where redundancy is unavoidable, it will be handled in the most 
consistent and sympathetic manner. Consultation with employees will continue throughout 
the process. HR will be involved at all stages in order to provide a consistent approach and 
ensure compliance with statutory redundancy requirements. 

 

Consultation and Provision of information regarding potential redundancies 
 

34. In order to facilitate meaningful consultation TI UK will provide the following information to 
employees: 

 

 the reason(s) for the proposed redundancies; 

 the number and descriptions of posts it proposes to make redundant; 

 the proposed method and time period of selecting those who may be impacted 

 the method of calculating the amount of redundancy payments 
 an Equality Analysis 
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35. For employees who are not able to attend the workplace – such as those on maternity leave, 
long-term sick leave or a career break, TI UK will ensure that they are included in the 
consultation, using an agreed means of communication such as telephone, letters and 
individual consultation meetings. 

 

35. Employees at risk of redundancy will be invited to a meeting with the relevant manager 
(Programme Director) and HR. Should they wish to be accompanied at these meetings by 
another colleague this is possible and HR should be notified of this in advance. At the meeting, 
the parties will discuss the reasons for the potential redundancy of the post and the individual 
will be given the opportunity to respond to the proposals and the selection criteria and make 
any alternative proposal which encompasses consideration of the selection criteria. The 
individual’s views will be considered by management. Subsequent meetings will be arranged 
as necessary, depending on the individual case. As soon as possible after this, a final decision 
will be made in writing with confirmation of the leaving date, eligibility for redundancy pay 
and the right to appeal. 

 

Selection for Redundancy 
 

36. In some redundancy situations, it may be necessary to identify a pool of employees at risk of 
redundancy. The pool must be objective, transparent and non-discriminatory. Once the pool 
of ‘at risk’ employees has been identified, the criteria for selection for redundancy from the 
pool may include some or all of the following: 

 

 the skills, knowledge, qualifications and experience required to meet the present and 
anticipated needs of TI UK; 

 performance, conduct and attendance (excluding maternity, paternity, adoption, 
shared parental leave and long-term leave). 

 

37. The criteria for selection will be made available to all those identified as being in the pool of 
employees ‘at risk’ of redundancy. 

 

Notification of redundancy meeting 
 

38. Employees selected for redundancy will be invited to a redundancy termination meeting at 
which the basis for this selection will be explained. The employee will receive a calculation of 
estimated redundancy benefits, and may raise questions about the criteria for selection and 
their projected redundancy payment. Employees will have the right to be accompanied at 
that meeting by TI UK work colleague or a trade union representative / official. HR will be 
present at these termination meetings. 

 
39. Following the notification of redundancy meeting, an employee whose employment is 

terminated on the grounds of redundancy will receive formal notice in writing with 

confirmation of the leaving date, eligibility for redundancy pay and the right to appeal. 

 

Appeals against redundancy 
 

40. Employees notified of termination on grounds of redundancy shall be advised of their right to 
appeal against the decision. Appeals must be submitted to the Chief Operating Officer (COO) 
within five working days of receipt of final notice of redundancy. The COO will send the 
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employee a letter acknowledging receipt of the appeal and a follow-up letter containing 
details of the date, time, place and other particulars about the appeal hearing. In most cases, 
a panel to hear the appeal will be convened within 10 days of receipt of the appeal letter. The 
panel will normally consist of the COO, and one other member of the SMT. The Programme 
Director may be invited to attend to answer questions. The employee has a right to be 
accompanied to the hearing by a TI UK work colleague or trade union representative / official. 
HR will be in attendance. 

 

41. Appeals will be based against the selection of an individual for redundancy, not against the 
decision to restructure. The terms of reference for the appeal would be to review whether the 
selection for redundancy was adequately substantiated or to review whether the procedures 
were correctly and fairly implemented. 

 
42. The decision of the appeal panel will be final and will be communicated in writing. 

 

Redundancy Payments 
 

43. TI UK will make redundancy payments to individuals who have at least two years’ continuous 
service. Statutory redundancy payments as currently outlined in the Employment Rights Act 
1996 indicate: 

 

Service Payment for each year of 
completed and continuous service 

For each complete year of service up to age 22 Half a week’s pay 

For each year of service at age 22 but under age 41 One week’s pay 

For each year of service at age 41 or over One and a half weeks’ pay 

 
TI UK will seek to provide enhanced terms where this is affordable with the payments set at 
each distinct redundancy process. 

 

Monitoring 
 

44. A record of all consultations regarding a restructure will be maintained by HR. This will include 
details of the consultation process, the outcome and relevant diversity monitoring data. 
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Procurement Policy 
 

Owner: Chief Operating Officer Status: Approved 

Last updated: March 2020 Review date: March 2022 
To be read in conjunction with these other 
policies and procedures: 

 Travel and Expenses Policy 

 Conflict of Interest (annexed to Anti-Bribery Policy) 

Purpose of the document 

The purpose of the Procurement Policy is to set out the principles, policies and procedures on which 
procurement of goods and services within TI-UK will be based. Services in this policy includes 
consultancies, editorial services, IT support etc. 

 
Compliance is essential in order to meet our values of integrity and transparency, achieve value for 
money and meet our obligations to donors. TI-UK aspires to implement good practice, operate fairly 
and transparently and procure ethically, taking into account environmental concerns, risk to 
employees and TI-UK as a whole. 

 
This policy will apply to all purchases, irrespective of the source of funds or who is authorised to 
approve on behalf of TI-UK. It will assist staff to determine the appropriate course of action in buying 
or commissioning goods and services. 

 

The Policy 

The overall process of procurement for goods and services is set out below although not all of these 
steps are needed in every case. 

 
1. Identify and specify the product or service required. 

2. Seek approval from the budget holder for the intention to purchase (which may be verbal). 

3. Request quotations or tenders as per the section below. 

4. Select a supplier taking into account specification, cost and availability. 

5. Seek the appropriate formal authorisation for the purchase (see below). 

6. Draft up a suitable contract if required and proceed to purchase. 

7. Keep records and documentation of all the above processes. 
 

Quotations and tenders 

TI-UK sets internal rules for the procurement process based on the total value of the goods or 
service to be procured. Donor compliance on accountable grants may require stricter limits and 
these must be followed where applicable. 

 

TI-UK recognises: 

 

 Preferred suppliers for some lower value purchases such as office stationery and air fares. 

 Lists of approved suppliers who may be asked to quote when an open tender is not required 

(see also below under consultants) 
 

In the absence of donor or other rules: 

 

 The purchase of goods or services under £1,000 may be done using a preferred supplier 
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 A single quote is required for goods or services between £1,000 and £10,000 in value (or 

under £1,000 if there is no preferred supplier). For single quoted, staff are expected to make 

a comparison to market rates to assess value for money 

 The purchase of goods or services of value between £10,000 and £50,000 requires a 

minimum of three quotations which may be from a list of approved suppliers 

 The purchase of goods or services of value over £50,000 requires an open tender process 

with a minimum of three suppliers responding (unless there are specific reasons why a 

smaller number are in a position to tender) 
 

Value for Money 

Value for money does not dictate that TI-UK accepts the cheapest quote or tender. Valid reasons for 
not doing so include but are not limited to: 

 

 The quality of goods or services being offered 

 The ability of the supplier to deliver on time 

 The track record of the supplier 

 The alignment of the supplier to TI-UK’s values and objectives 

The process of selection between competing quotes or tenders should be documented and that 
document will form part of the approval process. Any reasons for not accepting the cheapest quote 
or tender should be clearly spelt out. 

 
Approval 

Once the above process has been complete, approval to proceed with the purchase is at the 
following levels (which are dictated by the Delegations of Authority approved by the Board): 

 
Value (£) Approver Notes 

0 – 10,000 Budget holder Budget must be approved and funds available 

10,000 – 50,000 Programme Director Formal contract with the provider required 

50,001 – 250,000 Chief Executive Formal contract with the provider required 
CE may delegate to Chief Operating Officer 

Over 250,000 Finance and Audit 
Committee of the Board 

Contract required 

Contracting consultants 

Consultancy services are expected to go through the same procurement procedures as other 
expenditures with the same financial limits. A full Terms of Reference for the consultancy should be 
used as the basis for procurement. 

 
From time to time, TI-UK may hold a roster of recognised consultants which will constitute an 
approved supplier list. However, to ensure the best pool of applicants, staff should consider 
advertising consultancies by open tender, which would normally be via the TI-UK website. 

 
Travel 

The TI-UK Travel Policy spells out the acceptable modes and costs of travel. From time to time, TI-UK 
may nominate a preferred supplier for travel (principally air fares). Employees will be expected to 
use that supplier. Any exceptions should be highlighted to line management. 
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Preferred Suppliers 

If an employee believes that a preferred supplier is not consistently providing value for money, they 
should raise this with line management or the finance department. Preferred suppliers will be 
regularly reviewed, normally on a three year cycle. 

 

Suppliers Ethical Commitments 

TI-UK require within their tender process potential suppliers to confirm that they have read the TI 
policies and will up-hold them in relation to: 

 
i. Anti-Bribery and Corruption 

ii. Anti-Fraud 

iii. Anti-Forced Labour and Human Trafficking 

iv. Safeguarding. 
 

These aspects are also incorporated into contractual terms and conditions. 

 

Documentation 

It is essential that all relevant documents associated with a procurement are kept on file. Auditors 
and/or donors may need to see evidence that due process has been followed. Required documents 
include: 

 

 The specification of goods or terms of reference for the service to be provided 

 Requests for quotes, advertisements or tender notices 

 All quotes and tenders received 

 A document recording the decision as to which supplier to use and the reasons why 

 The formal order or contract for the goods or services 

 All invoices, delivery notes and relevant documents (including boarding passes for flights) 

 Records of payments made. 

Conflict of Interest 

Procurement of goods or services from companies or individuals related to or connected to TI-UK 
employees or Board members may constitute a conflict of interest. TI-UK’s policy on this issue is 
contained in Annex 3 to the Anti-Bribery Policy. 

 
Any employee concerned about a possible conflict of interest should escalate their concerns to 
senior management. 

 

Environmental impact 

TI-UK will procure sustainably sourced products whenever possible but without compromising 
competition and within budget constraints. 
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Recruitment Policy 
 

Owner: People Team Status: Approved 

Last updated: 14 November 2018 Review date: Nov 2020 
To be read in conjunction with these other 
policies and procedures: 

 Equal Opportunity Policy 

 Standard Terms and Conditions 

Purpose of the document 

The Recruitment Policy of TI-UK is determined by the charity’s objectives and strategic approaches. 
It has to serve the objectives of the organisation, which requires an appropriately skilled and highly 
motivated employees. Basic approaches are: 

 

 Employees recruited by TI-UK should share and support the vision, mission and values of the 

movement and the general principles of TI-UK. Each employee has to recognise the 

particular responsibility of his/her job to the whole movement and is expected to be 

committed to the fight against corruption and the success of TI-UK’s work. 

 The resourcing of TI-UK should provide the necessary flexibility to react to opportunities, 

which have potential to promote TI-UK’s goals. Any decision on staffing is based on available 

funding. 
 

The Policy 

The following basic principles are to be applied to all recruitments: 

 
• Appointments to all positions are made on merit and after due consideration of applications 

received and the results of interviews held. 

• TI-UK strives for balanced and diverse representation, reflecting the diversity of the 

movement we serve. TI-UK is an equal opportunity employer. 

• Family members, and friends and organisations with which we or our families or friends are 

associated, will not be accorded preferential treatment. 

• TI-UK will not hire or contract members of immediate family or close friends of any 

employee or member of the Board of Directors or Advisory Council without specific 

authorisation by the Chair of the Board of Directors. Hiring or contracting of persons related 

to the Chair will be approved by the Board of Directors. 
 

Responsibilities 

The recruitment of employees is an integral part of the work of all senior managers who lead the 
whole process for their respective department. The induction of a new staff member should be 
planned and managed by the recruiting manager. 

 

Recruitment Procedure 
 

Establishing the Need for a new Position/ Request for Recruitment 

The requirement for recruitment is usually established as a result of either the regular planning 
process or because an existing employee is leaving. 
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Where the recruitment is not a direct replacement of a departing colleague, the recruiting manager 
drafts a proposal describing the reasons for hiring a new employee, the tasks and job profile of the 
position (a job description) as well as an estimate of cost and how it will be financed. This is to be 
forwarded to the People Team. Any such proposal should be within the headcount and budget 
approved in the annual plan. If it goes beyond that, it will require SMT approval. 

 
Advertising / Announcements 

A job vacancy may be announced in two ways as considered appropriate by the recruiting manager 
and HR. 

 
1. Internal advertisement at TI-UK and – where appropriate – elsewhere in the TI movement 

giving employees with the required skills (including those on fixed-term or short-term 
contracts or internships) a chance to apply for the job. 

 
2. External advertisement. If no appointment is made following the internal announcement, a 

public (external) advertisement follows. An external public announcement will be the first 
option if the recruiting manager and the People Team do not see a sufficient internal 
recruitment base. The recruiting manager will send out an announcement and TI-UK 
colleagues may apply. 

 
Normal TI-UK policy is that employees will not be eligible for internal recruitments until they have 
worked with TI-UK for at least a six-month period (excluding interns). All internal appointments will 
be with the knowledge and consent of the existing line manager of the employee. The timing of any 
move will be subject to the outstanding work that needs to be completed by the individual and the 
logistics of recruiting a replacement. Exceptions to the general policy will only be allowed with the 
specific approval of the existing line manager. 

 
An external advertisement includes as a minimum publication on TI-UK’s website, and may involve 
other advertisements on a case-by-case basis. External advertisements are required for all senior 
management positions. 

 
TI-UK’s internship opportunities will be published on TI-UK’s website. 

 
The Chief Executive has the discretion to make decisions on internal promotions or re-allocate 
existing employees to different roles without these roles being advertised internally or externally 
and with regards to the equal employment opportunity policy. 

 

The Employment Contract 

The employment contract or internship letter finalises the formal recruitment process. TI-UK 
recognises: 

 
• Permanent (or unlimited) contracts 

• Fixed term (or limited) contracts 

• Temporary contracts (up to max. 6 months) 

• Intern letters of appointment (usually for 3 or 6 months) 
 

All employment contracts will be issued in accordance with TI-UK’s Standard Terms and Conditions. 
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TI-UK Remuneration Policy 
 
 
 

 

Owner: Remuneration 
Committee 

Status: Approved 

Last updated: 2 September 2019 Review date: End 2021 
To be read in conjunction with these other Remuneration Policy Implementation Guidelines 
policies and procedures: Equal Opportunities Policy 

 Recruitment Policy 
 Standard Terms and Conditions 
 Leave Policy 
 Salary bands 
 Grade descriptors 

Purpose of the document 
This policy aims to set TI-UK’s overall approach to remuneration. 

 

Principles 

1. TI-UK aims to operate an approach to remuneration that is both fair and transparent. It should 

aid TI-UK in attracting and retaining the best possible calibre of employee. 

 
2. We do not operate a performance-based pay system. 

 
3. TI-UK aims to benchmark salaries periodically against comparable organisations; we will also 

take into account internal comparisons and the financial circumstances of the organisation, in 

determining individual salary level and progression. 

 
4. We take a consistent approach to all employees in the way we review salaries and other 

aspects of remuneration packages (such as pension contributions). 

 
5. We will provide comparable remuneration packages for employees doing the same type of 

job, whichever part of the organisation they work in. 

 
6. We expect TI-UK’s average salaries in each grade to be placed on or around the mid-point of 

the selected benchmark; i.e. we aim to pay a fair market rate, neither under-paying nor over- 

paying, as befits our charitable status. 

 
7. We regard remuneration as an important feature of staff reward and retention, but believe 

that other areas of our employment policies are also important in contributing to this. 

 
8. All aspects of pay awards are subject to an affordability test. 



TI-UK Remuneration Policy September 2019 Page 2 of 2 

 

 

 

Implementation 

The detailed implementation of the pay policy for all staff is determined by the Chief Executive in 
consultation with the SMT and People Team, and set out in the Remuneration Policy 
Implementation Guidelines. 

 
The Chief Executive has discretion to vary the remuneration of individuals. The Board expects that 
this would be exercised only in exceptional circumstances, and usually in consultation with the SMT. 

 
The Remuneration Committee of the Board should be consulted, in accordance with the Guidelines, 
in agreeing the affordability of the implementation of the annual award, including the Cost of Living 
Adjustment and Increment (in conjunction with the Finance and Audit Committee). With regard to 
the remuneration of Directors, it is expected that the Chief Executive will seek advice from the 
Remuneration Committee in determining salaries on recruitment, and if there are any variances 
thereafter in the implementation of the guidance. 

 
The Remuneration Committee will determine the salary and terms of the Chief Executive within 
Band 7. TI-UK’s policy is to provide remuneration for its Chief Executive sufficient to attract, retain 
and motivate the kind of capable and dedicated person we need in this role, to help us fulfil our 
mission, in line with our values. We take account of the external market, performance in the job, 
internal relativities and the financial circumstances of the organisation in determining the Chief 
Executive’s salary level and progression. We aim to take a consistent approach to all employees, 
including the Chief Executive, in the way we review salaries and other aspects of remuneration 
packages (such as pension contributions). 

 
Where exceptional recruitment or retention circumstances arise, we may vary the implementation 
of this policy. 

 
Note: where there are historical variations that pre-date this policy, we will continue to honour 
employees' existing contractual entitlements. 
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Safeguarding Policy 
 

Owner: Chief Executive / COO Status: Approved 

Last updated: 14 Feb 2019 Review date: Jan 2021 
To be read in conjunction with these other 
policies and procedures: 

 Code of Conduct 

 Bullying and Harassment Policy 

 Whistle-blowing Policy 

 TI-S Child Protection Policy 

 Grievance and Disciplinary Procedure 

Purpose of the document 

Transparency International UK (TI-UK) is committed to upholding high standards of integrity and 
accountability, to act according to the core values and guiding principles of the TI movement and to 
promote these standards and principles. 

 
Safeguarding in its broad sense means protecting people from harm and allowing them to live in 
safety, free from abuse. The aim is to minimise any negative impact of our actions on the people we 
are trying to help, our own staff and other people working in the sector. 

 
This document sets out the rules and standards which TI-UK will follow in this regard. It applies to all 
employees, volunteers and consultants working for TI-UK and we will – in so far as this is possible – 
expect similar measures to be in place in our partners and contractors. 

 

Introduction 

This policy is based on Transparency International’s Guiding Principles and is in line with the TI Code 
of Conduct. Whilst that statement provides a firm ethical framework for our global movement, 
individual policies – such as this one for TI-UK – reflect the particular needs and the diversity of 
conditions and aspirations within our movement. 

 
TI-UK takes a risk-based approach to safeguarding. We assess how likely it is that we will encounter 
safeguarding problems and aim to put in place mitigation measures to reduce this risk. TI-UK has 
very limited direct contact with vulnerable adults and children in the course of its work. We do not 
take that as grounds for complacency. 

 
We have identified three areas of higher risk: 

 
• employees and consultants travelling overseas who may not act in accordance with our 

core values and guiding principles in their on or off-duty time 
• our third-party relationships overseas - principally other TI chapters and occasionally 

other NGOs to whom we make transfers of funds or grants 
• TI national chapters with legal advisory centres or similar functions that are funded by 

TI-UK and may come into contact with children or vulnerable adults. 

Our mitigation measures include having in place policies and procedures in key areas, regularly 
reviewing those, staff training and a commitment to good governance. 
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In addition to these areas of high risk, we are fully conscious of our duty as an employer and a 
chapter in the TI movement to provide a working environment that reflects our approach to 
safeguarding for our own employees based in the UK (see the Bullying and Harassment Policy). 

 
We note that the guiding principles of Transparency International require us to ‘respect and 
encourage respect for fundamental human rights and freedoms’. Those principles are quoted in full 
in our Code of Conduct. 

 

Personal Integrity 

TI-UK has a Code of Conduct which constitutes a personal commitment by all employees, Board 
members, volunteers, interns and external contractors to a high standard of personal behaviour and 
forms part of all employment contracts. 

 

Employee relations 

Colleagues in TI-UK will treat each other and those with whom we work with respect and 
consideration, being sensitive to our diversity, including in terms of cultural background, gender; 
religion; disability; family status; sexual orientation, age, etc. 

 
We will communicate and consult with each other openly and collegiately and in a manner that 
assists each of us to fulfil our duties and responsibilities faithfully and efficiently. TI-UK has a 
separate policy on bullying and harassment in the workplace. 

 

Vulnerable adults and children 

We recognise that all people have an equal right to protection from harm regardless of their gender, 
culture, ethnicity, age, religion, sexual orientation, or ability. 

 
TI-UK defines a vulnerable adult as someone who is unable to fully exercise their rights by reason of 
physical or mental health, poverty or being affected by a natural or man-made disaster. We 
recognise that vulnerability is not always obvious. 

 
TI-UK has very limited direct contact with vulnerable adults and children. However, where such 
contact occurs, the welfare of the vulnerable individual(s) will be the paramount consideration in 
everything we do. 

 
TI-UK commits to being bound by the TI Child Protection Policy, including its guiding principles and 
definitions of abuse. That Policy is annexed. 

 
Any employees/volunteers who come into regular professional contact on behalf of TI-UK with 
vulnerable adults or children will have training on working with such groups and will be subject, in so 
far as is practicable, to background and reference checks prior to employment. 

 
Prospective board members of TI-UK and consultants may also be subject to such background and 
reference checks where relevant. 

 
We also recognise that all employees have a responsibility to respond when they are concerned that 
a vulnerable person may be at risk of harm either as a result of our own actions or those of a 
connected third party. Anyone that reports a concern in good faith will be protected under the TI-UK 
Whistle-blowing policy. 
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TI Chapters and other Partners 

We recognise the legal independence of TI Chapters and TI-UK’s other partners. However, and in so 
far as this is possible, we will expect that all of our partner organisations have similar policies to this 
TI-UK’s in place and that they monitor them. 

 
Where such partners are in receipt of donor funding passing through TI-UK, this is likely to be a 
condition of any sub-granting arrangement. TI runs an accreditation process for all TI chapters and 
when embarking on work with chapters we will supplement that process, where necessary, with 
additional conditions. 

 

Implementation and monitoring 

TI-UK management will actively encourage an internal dialogue on ethics, provide guidance and 
training for employees and ensure that internal systems, policies and procedures are consistent with 
this policy. Copies of this policy and the Code of Conduct will be provided to each employee and 
published on our website. The Code of Conduct is annexed to all contracts of employment and 
signed along with them. 

 
TI-UK has a designated Safeguarding Officer who will oversee investigation of any breaches of this 
policy; report them to relevant authorities where appropriate; and ensure a log of such incidents is 
maintained. This will normally be the Chief Operating Officer. They will also take such other steps as 
are necessary to routinely monitor compliance, including reviewing any incidents with a view to 
changes in policy or procedures. They will report regularly to the TI-UK Board. 

 
Breaches of this policy may be considered as disciplinary incidents leading to sanctions up to and 
including dismissal. 

 

Whistle-blowing 

For their own protection and that of others, and in order to be compliant with British charity 
legislation, colleagues must report any breaches of this policy. Failure to report will be considered a 
disciplinary offence. 

 
No one shall be discriminated against or disciplined or reprimanded for reporting concerns in good 
faith or requesting guidance concerning this policy whether or not the concerns are established as 
valid or substantiated. A number of channels exist for such reporting and these are detailed in the TI- 
UK Whistle-blowing Policy. 
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Annex: TI Child Protection Policy 

Version 2, effective 04.04.2014 

 

2. Purpose of the Child Protection Policy 

Transparency International supports the rights of children and is committed to their safety and 
wellbeing. 

 
All TI-S employees share a common responsibility and commitment to the prevention and reporting 
of child abuse observed in connection with their work for TI. 

 
This policy is intended to provide guidance to all TI-S employees on the definitions of child abuse and 
on the steps to take if encountered in the course of their work. 

 
All concerns and allegations of child abuse or possession or access to any material that is abusive 
towards children will be taken seriously by the management at TI-S and responded to immediately 
and appropriately - this could also involve referrals to the appropriate children’s services, authorities 
or law enforcement agencies. 

 

3. Scope of the Child Protection Policy 

This policy applies to all employees working under any form of contract with TI-S including interns. 
Those working with TI-S as volunteers, Senior Advisors or as paid consultants are also expected to 
observe its spirit. 

 

4. Definitions 
 

4.1 Child 

For the purpose of this policy, the definition of a child is “every human being below the age of 18” as 
recognized by the United Nations Convention on the Rights of a Child. 

 
4.3 Child Abuse 

Child abuse or maltreatment constitutes all forms of physical and/or emotional ill-treatment, sexual 
abuse, neglect or negligent treatment or commercial or other exploitation, resulting in actual or 
potential harm to the child’s health, survival, development or dignity in the context of a relationship 
of responsibility, trust or power.1 Please refer to Annex A for detailed definitions on types of abuse. 

 
 
 
 
 
 

 

 

1 As per definition of the Report of the Consultation on Child Abuse Prevention, Geneva, 29-31 March 1999, 

World Health Organization). Please refer to Annex A for detailed definitions on types of abuse. 
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5. Principles/Code of Conduct 

All children regardless of age, disability, gender, racial or ethnic origin, religious belief and sexual 
identity have equal rights to protection and freedom from abuse and exploitation as set out in the 
UN Convention on the Rights of the Child. 

 
TI-S does not tolerate or accept any form of child abuse. 

 
TI-S does not use language or behaviour towards children that is inappropriate, harassing, abusive, 
sexually provocative, demeaning or culturally inappropriate. 

 
TI-S does not tolerate possession or access to any material that is abusive towards children. 

 
TI-S staff should not engage children in any form of sexual activity or acts, including paying for sexual 
services or acts, where under the law(s) applicable to the child, the child is below the age of consent 
or the act(s) are an offence under relevant laws. 

 
TI-S staff should wherever possible, ensure that another adult is present when working in the 
proximity of children. 

 
TI-S staff in connection with their work for TI should not invite unaccompanied children into their 
home, unless they are at immediate risk of injury or in physical danger. 

 
TI-S staff in connection with their work for TI should not sleep close to unsupervised children unless 
absolutely necessary, in which case they must obtain their supervisor’s permission, and ensure that 
another adult is present if possible. 

 
TI-S staff should use any computers, mobile phones, or video and digital cameras appropriately and 
never exploit or harass children or access child pornography through any medium. 

 
TI-S staff should refrain from physical punishment or discipline of children and from hiring children 
for domestic or other labour which is inappropriate given their age or developmental stage, which 
interferes with their time available for education and recreational activities, or which places them at 
significant risk of injury. 

 
TI-S staff should comply with all relevant legislation, including labour laws in relation to child labour 
and they should immediately report concerns or allegations of child abuse in accordance with 
appropriate procedures. 

 

6. Process & Guidelines 

TI-S commitment to the protection of children is guided by the following: 

 
6.1 Awareness 

The TI-S Child Protection Policy will be part of the policy framework within the HR Manual which is 
explained to every new staff member as part of their induction and they must confirm receipt and 
compliance with the policy with their signature (Please refer to Annex B for the acknowledgement 
form). 

 
6.2 Prevention 

TI-S aims to ensure, through awareness and good practice that all to which this policy applies 
minimise the risks to children from abuse. This includes: 
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 a photo and video subject release form which includes a section where consent by a parent or 

guardian is required for children under the age of 18 

 a preference for Fair Trade-certified products and catering supplies. For more information refer 

to, for example: http://www.fairtrade.net/child-labour.html, the strongest international 

standard seeking to prohibit child labour 

 a preference for goods or clothing manufactured under conditions which are in line with child 

protection safeguards, when purchasing promotional items, for example: 

http://www.wfto.com/index.php?option=com_content&task=view&id=164&Itemid=1 
 

6.3 Reporting/Responding 

Reporting suspected or actual child abuse or access or possession of material that is abusive towards 
children is mandatory for all to whom this policy applies. 

 
Initially all concerns should be raised with the next level management. Where this is not possible or 
appropriate the Ethics Advisor or HR should be approached. 

 
Any concern, disclosure or accusation is alleged rather than proven at this point. TI-S will ensure that 
action is taken to support and protect children where concerns arise regarding possible abuse in 
connection with the organisations work. TI-S reserves the right to report concerns to the appropriate 
external bodies if needed. 

 

7. Confidentiality 

Any reporting in relation to this policy will be handled with extreme and strict confidentiality. 

 

8. Review Process 

This policy will be reviewed every two years by the HR Department in consultation with the Works 
Council, unless an earlier need is identified by MG, HR and/or the Works Council. 

 

9. Appendix – A 
 

Types of abuse 

(as defined by the Report of the Consultation on Child Abuse Prevention, Geneva, 29-31 March 1999, 
WHO) 

 
Physical: Physical abuse of a child is that which results in actual or potential physical harm from an 
interaction or lack of an interaction, which is reasonably within the control of a parent or person in a 
position of responsibility, power or trust. There may be single or repeated incidents. 

 
Emotional: Emotional abuse includes the failure to provide a developmentally appropriate, 
supportive environment, including the availability of a primary attachment figure, so that the child 
can develop a stable and full range of emotional and social competencies commensurate with her or 
his personal potentials and in the context of the society in which the child dwells. There may also be 
acts towards the child that cause or have a high probability of causing harm to the child’s health or 
physical, mental, spiritual, moral or social development. These acts must be reasonably within the 
control of the parent or person in a relationship of responsibility, trust or power. Acts include 
restriction of movement, patterns of belittling, and denigrating, scapegoating, threatening, scaring, 
discriminating, ridiculing or other non-physical forms of hostile or rejecting treatment. 

http://www.fairtrade.net/child-labour.html
http://www.fairtrade.net/child-labour.html
http://www.fairtrade.net/child-labour.html
http://www.fairtrade.net/child-labour.html
http://www.wfto.com/index.php?option=com_content&task=view&id=164&Itemid=1
http://www.wfto.com/index.php?option=com_content&task=view&id=164&Itemid=1
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Neglect and negligent treatment: Neglect is the failure to provide for the development of the child 
in all spheres: health, education, emotional development, nutrition, shelter, and safe living 
conditions, in the context of resources reasonably available to the family or caretakers and causes or 
has a high probability of causing harm to the child’s health or physical, mental, spiritual, moral or 
social development. This includes the failure to properly supervise and protect children from harm 
as much as is feasible. 

 
Sexual: Child sexual abuse is the involvement of a child in sexual activity that he or she does not fully 
comprehend, is unable to give informed consent to, or for which the child is not developmentally 
prepared and cannot give consent, or that violate the laws or social taboos of society. Child sexual 
abuse is evidenced by this activity between a child and an adult or another child who by age or 
development is in a relationship of responsibility, trust or power, the activity being intended to 
gratify or satisfy the needs of the other person. This may include but is not limited to: 

 
• The inducement or coercion of a child to engage in any unlawful sexual activity. 

• The exploitative use of child in prostitution or other unlawful sexual practices. The 

exploitative use of children in pornographic performances and materials. 
 

Exploitation 

Commercial or other exploitation of a child refers to use of the child in work or other activities for 
the benefit of others. This includes, but is not limited to, child labour and child prostitution. These 
activities are to the detriment of the child’s physical or mental health, education, or spiritual, moral 
or social-emotional development. 

 

Appendix – B 
 

TI-S Human Resources Manual – Acknowledgement Form 

Name of employee or intern:    
 

Position:    
 

Department/Unit:    
 

I have received, read and I fully understand all policies, guidelines and procedures included in the 
TI-S Human Resources Manual. 

In particular: 

I have read the TI-S Code of Conduct and I fully understand its content. I confirm that I am in 
complete compliance with all provisions of the TI-S Code of Conduct and that I will continue to 
observe the spirit of the Code in all my activities on behalf of TI. 

 
I have read the TI-S Telecommunications Policy, the TI-S Drug-Free Workplace Policy and the TI-S 

Child Protection Policy and fully understand their content. I will comply with the guidelines set out 

in these policies and understand that failure to do so might result in disciplinary or legal action. 

 
Date:  Signature:    

 

Please sign and return to People Team. This document will be filed in the employee’s or intern’s 
personal file. 
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Security Policy 
 

Owner: Chief Operating Officer Status: Approved 

Last updated: November 2019 Review date: November 2020 
To be read in conjunction with these other 
policies and procedures: 

 Security Procedure 

 Travel Expenses Policy 

 Code of Conduct 

 Whistleblowing Policy 

Purpose of the document 

TI-UK defines security as the personal safety and protection of its employees and other persons to 
whom it has responsibilities. The policy outlines the risk-based approach that we take to travel with a 
particular focus on overseas travel. However, any travel away from the London office for business 
purposes has security risks. 

 

Scope 

This policy applies to all TI-UK employees, trustees, interns, consultants and volunteers undertaking 
travel at the request of TI-UK for business purposes. Aspects of this policy may be relevant to 
consultants depending on the assignment, their location and whether they undertake travel overseas 
at the request of TI-UK. 

 
TI-UK works with national chapters of TI and other national and international partner organisations. 

However, TI-UK employees must not assume that partners will give due attention to their security and 

must ensure that adequate security procedures are in place without relying on those partners. 
 

Duty of Care 

TI-UK recognises that it has moral and legal duties to take reasonable measures to look after the safety 
and security of employees working on our programmes. This policy and procedure is designed to 
explain the scope of TI-UK’s responsibilities in fulfilling this duty of care, and how these obligations are 
performed and maintained. TI-UK undertakes all reasonable and practicable measure to ensure it 
complies with all relevant legislation and statutory instruments with respect to workplace health and 
safety of its people. 

 
The framework consists of: 

 

 The Security Policy – this document 

 Security Procedure 

 Training on TI-UK’s policy and procedure and external training as deemed appropriate by line 

managers/ Security Focal points 

 A team of Security Focal points and organisational security lead (COO) 

 Travel approval mechanisms and forms 

 Insurance to cover adverse events 

 A Crisis Management Team and Protocol 
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Security Risk Appetite 

Some of TI-UK’s work requires travel, occasionally to difficult environments. The particular nature of 
our work may occasionally challenge powerful interests and place our people at risk. 

 

Risk Appetite 

People: The risk that we are unable to provide 
our people with an environment that allows 
them to perform to their best or undertake their 
work in a safe environment. 

People: There is no good reason to put 
individuals at unnecessary danger whilst 
recognizing that our mission requires us to travel 
to places that are considered to be high risk. We 
shall be open to ensure and demonstrate that 
our workplace provides as safe and secure 
environment for all to perform well. 

Security: The risk that the data and information 
we use remains secure. 

Security: Our data and information can be 
viewed as high risk and as such we shall monitor 
our systems to ensure they remain robust 
despite changing threats. 

 

 
Increased Risks to TI-UK’s people 

We recognise: 

 

 High-risk locations – TI-UK’s international work requires it to undertake programmes / projects 

in countries that are high-risk due to local political, social and economic conditions. 

 Politically-sensitive nature of TI-UK’’s core business – some political leaders, business leaders 

and individuals disagree or are implicated with particular policy positions, research or exposure 

through the programmes of TI-UK. 

 Limited safety and security resources of some Chapters/ Partners - when working overseas, 

TI-UK people may be reliant on the capacity of the Chapters to manage risk and in many cases 

they will have inadequate resources to do so. 
 

Guiding Principles 

TI-UK are guided by the following principles in relation to security risk management: 

 
1. Priority of Life: in dangerous situations, the safety of human life is the highest priority above 

TI-UK assets and / or policy objectives. 

2. Right to Withdraw: anyone should feel free to withdraw from a situation they consider to be 

unsafe. Safety first! 

3. Duty of Care: TI-UK have a duty of care to its people to ensure their health and safety at work. 

4. Conduct: All should be positive and respectful of the people they are working with, and the 

culture in which they are working. They are expected to refrain from coercive or exploitative 

behaviour and ensure their behaviour is in line with the TI-UK Code of Conduct. 

5.  Discipline: Breaches or non-compliance are treated seriously, and disciplinary action may be 
taken. 

 

6. Gender: Individuals in the same context, may perceive risk differently or face different 
exposure to safety hazards and security threats based on their gender, sexual orientation and 

/ or gender identity. As such each individual can approach the same situation with different 
vulnerabilities and respond differently to actual or perceived threats. Despite women and 
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men being equal, women in their diversity are disproportionately affected by some security 
threats with exposure to sexual and gender-based violence often a high risk. It is necessary 
therefore to put in place measures to reduce risk and promote resilience. All risk management 
should be viewed through a gender lens. 

7. Responsibility: responsibility for ensuring safety and security lies with Management. However, 

it is incumbent on all employees to play a proactive role in maintaining a safe workplace. 

8. Involvement with arms: In the course of duties, weapons or arms must not be carried or taken 

up under any circumstances. 

9. Armed group/ guards / escorts: TI-UK employees will not travel with armed guards unless 

essential to their mission. Relations with armed actors will be kept formal and deliberate. In 

no way must any TI-UK employees act in such a way as to jeopardise the impartiality and 

independence of the organisation’s work. These requirements do not apply to interactions with 

legitimate military personnel. 
 

Safety and Security Values 

The following values are considered to be best practice with respect to safety and security matters 
and should be used to guide decision making in TI-UK. 

 
2. Responsibility and accountability for yourself and others: All employees are responsible for 

acting at all times in a manner which reduces safety and security risks and making sure they 

remain acceptable. TI-UK will assist, support and equip you to do this. We all have a clear 

responsibility for each other, and to TI-UK, as a whole. We need to be mutually accountable. 

This may require us to act and intervene in a situation, no matter how difficult or awkward in 

order to prevent threats and hazards occurring. 

3. Right to say no. Safety First!: All our people have the right to withdraw from a risky situation 
or event should they feel the risks are unacceptable, or they are experiencing fear. We will 
make sure that those exposed to risk are able to make an informed choice about the level of 
risk they are exposed to. All employees who travel overseas to countries with medium risk or 
above will receive relevant personal security training (including hostile environment training 
where appropriate) at least once every three years. 

4. Local action orientated decision-making: We recognise that those closest to safety and 
security situations will often be able to come up with the best solutions, and we trust our 
people to do so. Local decisions may need to take account of the different risks faced by those 
visiting and who do not live within that community. We will empower our people to act quickly 
and responsibly. 

5. Need to share information: All our people have an obligation to pass on safety and security 
related information. TI-UK encourages such openness because it provides learning 
opportunities from both events that occur as well as ‘near-miss’ incident reporting. 

 

Responsibilities 

The Chief Executive has overall responsibility for the security and personal safety of TI-UK employees 
and property. In practice this is delegated to line managers at every level. Responsibility for monitoring 
standards of security management lies with the COO as Lead Security Focal Point. 

 
All employees are expected to adhere to this Security Policy. All relevant employees should have safety 
and security responsibilities clearly articulated in their job descriptions and performance reviews, and 
be held accountable accordingly. They are accountable to their line managers, colleagues, partners 
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and team members. All TI-UK employees and consultants are responsible for following all security 
procedures and for actively contributing to a positive security culture. 

 
Line managers are responsible for ensuring that employees are adequately trained and briefed; for 
maintaining contact during any travel; and for ensuring that there are proper procedures in place for 
hibernation, relocation or evacuation where necessary. 

 
Any breach of the TI-UK security principles and procedures must be reported via line management and 
to the COO. 

 
TI-UK have assigned the following roles and responsibilities: 

 
Position Roles & responsibilities 

Chief Executive  Overall responsibility for the security and personal safety of 

TI-UK employees 

 Approving travel on an exceptional basis to high or severe 

risk countries (FCO Red Areas) 

 Overseeing crisis management 

Chief Operating Officer  Lead Security Focal Point 

 Maintenance of safety and security system 

 Chair’s Safety and Security Group 

 Approving travel on an exceptional basis to medium risk 

countries (FCO Yellow Areas) 

Crisis Management Team  Chief Executive and / or Senior Management Team 

members selected to handle the particular incident 

 Constituted to deal with an event that threatens the 

existence of TI-UK people, property or programmes. 

Examples include kidnap/ abduction, significant risk to TI- 

UK’s reputation. 

Security Focal Point  Promotion of employee security and ensuring knowledge 

and compliance with the current security policies and 

procedures. 

 Reviewing incident report forms 

Line Manager  Approving travel risk assessments 

 Ensuring travelling employees are suitable trained 

 Reviewing incident report forms 

 Conduct risk assessments at project conception so that 

security can be addressed in budget and planning 

Employees and Consultants  Complying with the Security policy and safety and security 

procedure 

 Completing travel risk assessment for all overseas travel 

 Undertaking safety and security training 
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Travel Approval 

The person responsible for approving employee travel is determined by the FCO risk rating as 
described below. All travel approval forms must be submitted to the relevant signatory at least two 
weeks before travel. 

 
Risk Levels 

Employees must assess the level of security risk for each country/location to be visited. A variety of 
sources may be consulted including, FCO travel advice, and TI-UK’s insurers. Whilst FCO ratings will be 
the default benchmark, TI-UK reserves the right to assign a higher or lower rating. The levels are as 
follows: 

 
High/Red 

Corresponding to the FCO ‘red’ category, which advises against all travel. This includes proposed travel 
to ‘red’ areas in countries with a lower overall risk. TI-UK employees will not normally travel to these 
locations. A waiver from the Chief Executive will be required for any such travel. 

 

Proposed travel to high or severe risk countries will be immediately notified to the SFP who will advise 
the Chief Executive as to whether it will be approved or not. For severe risk countries the presumption 
is that travel will not be approved and it should not be planned unless advice has been sought in 
advance via the SFPL or CE. 

 
Active ongoing conflict with significant restrictions on movement, targeting of international workers 
including NGOs. Kidnapping of workers is a serious risk and/or government harassment or surveillance 
place staff at significant risk1. 

 
Medium/Yellow 

Corresponding to the FCO ‘yellow’ category which advises against all but essential travel. This includes 
proposed travel to ‘yellow’ areas in countries with a lower overall risk. Travel to these locations will 
require approval from the Security Focal Point Lead (COO). 

 

Regular civil unrest, intermittent internal conflict, bureaucratic restrictions on INGOs or on national 
staff, political environment unpredictable. Countries immediately post-conflict might also be high risk. 
High crime rates with murder and assault being prevalent, criminal or terrorist targeting of 
international workers. 

 
Low/Green 

This includes areas where the FCO recommends ‘see our travel advice’ (‘green’ areas) or does not 
provide any specific restrictions. Employees should be aware that there may still be significant risks in 
such areas. Travel to these locations will require approval from their line manager. 

 
 
 
 

 
1 At the time of revision (October 2019), Afghanistan, South Sudan, Syria, the Occupied Palestinian Territories, 
the Democratic Republic of Congo or parts of these countries would be considered high risk. 

 Reporting incidents 
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Occasional civil unrest, no internal factional conflict, significant levels of crime. Occasional political or 
bureaucratic state impediments or harassment. 

 

Informed consent 

All TI-UK employees, and visitors must access a full security briefing prior to departure to any other 
country. Line managers must check that this has been done prior to travel to any country with high or 
medium risk levels. If no briefing material exists, advice should be sought via the SFP. 

 
All new employees should receive a security briefing as part of their induction. Any changes to security 
procedures must be shared with employees immediately. 

 
All employees have a right to decide whether the security risks in any location are acceptable to them 
(with the exception of a mandated evacuation, see below). If this is not the case, they have a right to 
decline to travel. 

 

Funding for Security 

All budgets and funding proposals should include consideration of funding for international security 
including training. This is essential to ensure employees are trained and equipped appropriately to 
maximise their safety in any context. 

 

Safety and Security training 

All employees who travel to areas with medium risk or higher must attend personal safety and security 
training if they have not done so within the past three years, whether with TI-UK or in previous 
employment. Where appropriate, employees should also receive Hostile Environment Awareness 
Training. 

 
In the event that a suitable training course is not available prior to travel, employees should complete 
the IFRC online course available through the IFRC Learning Platform2. 

 

Incident reporting 

All security incidents including ‘near misses’, must be reported immediately to line managers and to 
the SFP using the incident reporting form. A log will be kept of all incidents including ‘near misses’ by 
the COO. 

 

Driving 

Anyone driving a vehicle whilst on TI-UK business must be insured and hold a valid driving licence for 
the relevant country. 

 
Anyone driving a vehicle for TI-UK business must adhere to the driving regulations of the country and 
must not drive under the influence of drugs or alcohol. 

 
All vehicles used for TI-UK work must be regularly maintained and fit for use. They must be fitted with 
working seatbelts and these must be worn by all passengers, at all times. Where taxis are fitted with 
seatbelts, these must be worn by all TI-UK passengers, at all times. 

 

 
 

2 http://www.ifrc.org/en/get-involved/learning-education-training/learning-platform1/ 

http://www.ifrc.org/en/get-involved/learning-education-training/learning-platform1/
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Evacuation Visas and travel permits 

All employees and consultants who may be subject to evacuation/relocation are responsible for 
ensuring that they have any necessary visas or travel permits and that these are kept up to date. 

 

Insurance 

All employees and consultants travelling with TI-UK will be covered by international travel insurance 
that includes evacuation. 

 
Employees should be aware that special insurance may be required for higher risk locations. This can 
be arranged in consultation with the COO. It is the responsibility of employees and security focal points 
to ensure that insurance cover includes the countries of proposed travel. 

 

Safety and Security whistleblowing 

Any safety and security related concerns should be reported through line management or to the COO. 
In the event that such concerns either cannot be raised through normal reporting channels or have 
not been addressed by management and represent a serious threat of injury to employees, or damage 
to TI-UK reputation or property, employees should escalate those concerns to the appropriate level 
as per the TI-UK Whistleblowing Policy. 

 

Waivers 

Where a waiver to this policy is sought this must be submitted to the Chief Executive through line 
management detailing the reason for the waiver and the duration. Only in exceptional circumstances 
will waivers be approved. 

 

Security of Assets 

All TI-UK employees have a responsibility to take reasonable care of TI-UK’s physical assets. This 
includes taking measure to protect them from damage, theft and misuse. At no point should 
employees place their own safety at risk in order to protect such assets. 
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Sick Leave Policy 
 

Owner: People Team Status: Approved 

Last updated: 9 December 2019 Review date: Nov 2020 
To be read in conjunction with these other 
policies and procedures: 

 Flexible Working Policy 

 Leave Policy 

Purpose of the document 

TI-UK recognises the Health and Wellbeing of their people. This policy outlines our sick leave 
entitlement available for TI-UK employees. Details include entitlements, how payments will be 
calculated, and the process for approving and recording of such leave. 

 

Sick Leave 

If you fall ill in the office, a First Aider will advise on medical attention as necessary; where advised, 
arrangements will be made for transport to take you home, to hospital or to a doctor. HR will 
contact a First Aider for you if you or your colleagues are unable to easily locate one. 

 
If you are not able to attend work due to sickness, you must inform your line manager by 9.30 am on 
the first day of absence. You should provide the reason for the absence and its likely duration. 
Where you are absent for seven calendar days or less, you must log the absence on Cascade and 
self-certify the leave on your first day returning to work. 

 
If the sickness absence lasts for more than seven calendar days (regardless of how many days the 
employee works each week), you must obtain a medical certificate from the GP or hospital doctor 
and send or arrange for it to be sent immediately to the People Team/ HR. If your absence is due to 
continue beyond the expiry of your current certificate, you are required to send subsequent 
certificates prior to expiry so that your line manager knows if you are returning to work. On 
returning to work you may be asked to provide a statement indicating fitness to return. 

 
TI-UK pay enhanced sick pay of eight weeks of sick leave at full pay and a further four weeks at half 
pay or the London Living Wage, whichever is greater. This will be followed by a further 20 weeks of 
Statutory Sick Pay (SSP). SSP eligibility starts when you are absent for four or more days in a row. In 
the first year of employment, the allowance will be pro-rata to the start date. The intention in 
granting this benefit is to ensure that our people are free from financial worry should they suffer a 
prolonged and incapacitating illness. If, in the opinion of HR this purpose is not being achieved, TI-UK 
reserves the right to withdraw this benefit in any individual case. 

 
Employees are expected to maintain contact with TI-UK during an extended absence to report on 
their progress at least weekly and their expected date of return to work. The method and level of 
communication will be agreed with your line manager/HR. 

 
After an extended period of absence (more than 2 weeks) the line manager will carry out a return to 
work interview to assess progress, update you on any key work related matters during your absence 
and discuss where necessary any support that TI-UK needs to provide. 

 
Sick leave may not be accrued from year to year. 
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Unauthorised absence 

If you fail to report for duty at the appropriate time and fail to follow the above procedure for 
sickness, this will be treated as unauthorised absence and could result in disciplinary action. Where 
an employee fails to produce valid sickness certificates this will also be classified as unauthorised 
absence. Employees should note that payment will not be made for unauthorised absences. 
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Telecommunications Policy 
 

Owner: Communications Manager Status: Approved 

Last updated: 18 Jan 2019 Review date: Jan 2021 
To be read in conjunction with these other 
policies and procedures: 

 Legal Policy 

 Grievance and Disciplinary Procedures 

Purpose of the document 

It is the intent of this policy to establish standard practices and guidelines for the responsible, safe, 
and productive use of electronic mail (e-mail), the internet and social media in order to ensure the 
protection of the organisation’s information infrastructure, its reputation and its legal status. It 
includes guidelines for the reasonable use of telephones. 

 

The Policy 

It is the policy of TI-UK to ensure that email, internet and telephone are used primarily for the 
conducting of the organisation’s business, and are not used in any illegal, offensive, or unethical 
manner. This policy applies to all users of TI-UK telecommunication facilities, such as TI-UK 
employees, interns and guest users. 

 
If any user disregards the rules set out in this policy, TI-UK will disassociate itself from the user as far 
as is legally possible to protect TI-UK. 

 
If there is evidence that users are not adhering to this policy, the employee may be subject to 
disciplinary action. 

 
Email 

In order to make sure that TI-UK cannot be held legally liable, users must not: 
 

 send or forward e-mails with libellous, defamatory, offensive, racist or obscene content; 

 unlawfully forward confidential information; 

 unlawfully forward or copy messages that might be copyright-protected without permission; 

 send an attachment that might contain a virus or malware; 

All emails must be sent with the standard disclaimer clause in the signature block (see the Legal 
Policy). 

 
In addition, use of private e-mails should be kept to a minimum. 

 
The internet 

The organisation’s internet system is meant for business purposes. TI-UK allows limited personal 
usage if it is reasonable and does not interfere with work. 

 
Use of the internet to view obscene or illegal material is deemed to be gross misconduct and may 
result in summary dismissal (see Grievance and Disciplinary Procedures). 
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Telephones 

The organisation’s telephone system is meant for business purposes. TI-UK allows limited personal 
usage if it is reasonable and does not interfere with work. 

 
All work-related calls made on private equipment can be reimbursed as long as the employee can 
show proof of the costs, e.g. in the form of a printed statement. 

 
All employees are expected to keep track of private calls made at TI-UK’s expense and, when 
necessary, reimburse the amounts to TI-UK. 

 
Colleagues should not give out individual email addresses or direct phone numbers to unknown 
callers. If the caller is insistent they can be given the general TI-UK email address. 

 
Social Media 

The following rules apply: 
 

 A TI-UK branded account is a public representation of the organisation, and must not be 

used to address issues unrelated to TI-UK’s mission, values or agreed policy positions or 

reflect the personal interests of the user; 

 All content must be consistent and reflect the organisation’s line on the relevant issue; 

 When posting a link to a news item, this must be made clear so that followers do not confuse 

the content with a TI-UK statement of opinion; 

 All responses to queries and comments from followers must be measured and polite, even if 

the original message was not. 

 
Users should note that re-tweets on Twitter may be taken as endorsements and can be subject to 
legal action. Controversial content must not be re-tweeted by users unless expressly stating that TI- 
UK does not endorse it. 

 
TI-UK employees should not reply to external queries and comments on evenings or at the weekend. 
Such behaviour may raise expectations that TI-UK will always respond out of hours which we do not 
have the resources to do. 

 

Press Protocol 

If the press phone rings it should be answered in the first instance by a member of the 
Communications and Fundraising Team. If no one from that team is in the vicinity, other colleagues 
should ensure the call is answered. They should take the following actions: 

 

 Answer the call and inform the caller that no member of the team is currently available. Offer 

to either take a message or to send an email to a present member of the Comms Team. 

 Ask for the following information: 

o Name of journalist 

o Contact details for journalist 

o Which outlet they work for 

o Details of any deadlines 

 Immediately inform any Comms staff member present in the office of the call. 
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At no point should any colleague attempt to answer any question or give any comment, even if you 
think you know the answer. All press enquiries must be routed through the Communications Team in 
the first instance. 



 

 

 
 

Travel Expenses Policy 

Owner: Director of Finance  Status: Approved 

Last updated: October 2019 Review date: October 2021 
To be read in conjunction with these other 
policies and procedures: 

 Security Policy 

Purpose of the document 

This policy covers expenses that can be claimed and reimbursed whilst undertaking business travel   
for TI-UK. It should be read in conjunction with the TI-UK Security Policy. 

Travel Expenses 

Official travel must be directly related to the work of TI-UK, be approved in advance and as a charity 
reflect economical use of our resources. The following rules apply: 

 Only economical and bona fide travel expenses will be reimbursed.  

 Only economy airfares will be paid, unless otherwise decided by the Chief Executive / COO 

(which will be in exceptional circumstances only).  

 When private travel is added onto TI-UK related travel, employees will notify their line 

manager before the trip and will meet any extra costs that this may entail. 

TI-UK expects its employees to keep costs to a minimum, taking into account factors such as 
personal safety and the need to perform effectively. This applies even if an external organisation is 
reimbursing the expenses incurred. 

The following expenses may be reclaimed from TI-UK: 

 Air fares, train and other travel costs not booked directly through TI-UK’s approved travel 

agent 

 Hotels and meals for overnight stays 

 Costs of visas 

 Vaccinations and immunisations recommended by a health professional 

 Costs of taxis (including Uber) if travelling late at night (after 10pm) or public transport is not 

available; is insecure or if there is another legitimate business reason (such as travel times 

between meetings) 

 Medical costs whilst travelling (although these should then be claimed back via TI-UK’s 

insurance) 

 Car mileage where alternative transport is not available or not cost effective 

 Any other costs legitimately incurred during the course of TI-UK business 

In order to claim back expenses, the employee must fill out TI-UK’s expense form, attach appropriate 
evidence including receipts, invoices, tickets and/or vouchers, and submit it to their line manager for 
approval.  

All expenses claims and supporting evidence must be kept on file. Boarding passes (including digital 
boarding passes) for air travel should be retained and filed along with expenses claims as some 
donors require these as evidence of travel. 



 

 

Failure to produce evidence of expenditure may result in the expenses claim being rejected. 

Approved Travel Agent  

TI-UK have in place an approved travel agent for booking air fares and hotels. The travel agent is able 
to source for some airlines and destinations charity fares and rates. These tickets are not only 
provided at a discount but usually have flexibility to allow changes (for a fee) rather than cancelling 
the ticket. Where the traveller books air fares and / or hotel accommodation directly they must 
attach a copy of the quote received from the approved travel agent to indicate that a cheaper 
alternative was possible.  

Daily allowance (per diem) 

TI-UK will also pay a flat rate daily allowance of £10 for travel involving an overnight stay. This 
allowance is capped at £50 per trip. It is expected to cover: 

 coffees, light meals or snacks  

 phone / internet charges 

 travel by public transport 

 exchange rate fluctuations   

 tips and gratuities 

The allowance should be claimed through the expenses claim form and receipts do not need to be 
provided.  

Passports and Visas  

The traveller is responsible for obtaining and carrying valid travel documents such as passports and 
visas.  Costs of visas can be reimbursed by providing appropriate documentation.  Additional charges 
or fees incurred due to the fault of the employee (e.g. due to late application) cannot be reimbursed. 
Where possible, visas should be obtained before travel and not on entry to reduce the corruption 
risk.  

Employees required to travel overseas are expected to maintain a valid passport at their own cost. 

Car Mileage 

Use of personal cars is only an allowable expense if alternative transport is not available or not cost 
effective. If a TI-UK employee has to use a personal car (to get to a meeting for example), a mileage 
allowance can be claimed back via the expenses form. The rate may vary but in 2019, this allowance 
is 45p per mile. 

Alcohol 

TI-UK will not generally pay, or reimburse employees for the costs of alcohol except for official 
events.  Costs of alcohol should not be booked to restricted grants.  Donors usually have clear 
guidelines on this which we must respect. 

If employees are travelling and consume alcohol this should not be reclaimed on expenses.  It should 
be covered from personal resources, as it would be in the UK. Similarly, alcoholic drinks bought for 
colleagues in the UK or overseas cannot be reclaimed on expenses. 

There may be occasional circumstances in which it is felt appropriate to entertain and supply 
alcohol.  Expenses claims in these circumstances will be considered on a case by case basis and will 



 

 

need to be approved by the Chief Executive/ COO in advance.  The default option is that they will not 
be approved, so employees should note the risk that they may have to cover the cost. 



 

 

Whistle-blowing Policy 

Owner: Chief Operating Officer Status: Approved 

Last updated: 14 Feb 2019 Review date: Jan 2021 
To be read in conjunction with these other 
policies and procedures: 

 Code of Conduct 

 Safeguarding Policy 

 Bullying and Harassment Policy 

 Grievance and Disciplinary Procedures 

Purpose of the document 

For their own protection and that of others, and in order to be compliant with British charity legislation, 
employees must report any concerns they may have about unethical behaviour on the part of other employees, 
consultants, the Board or project partners. This is whistle-blowing. This document sets out TI-UK’s approach to 
whistle-blowing and how it will deal with any incidents. 

The Policy 

Whistle-blowing procedures should be used for matters that are ‘in the public interest’. Personal 
disagreements with line managers or others should be taken up via the TI-UK Grievance Procedure.  

 Unethical behaviour could include but is not limited to: 

 Breaches of TI-UK’s Safeguarding Policy and Code of Conduct 

 Breaches of TI-UK’s Anti-Bribery Policy 

 Financial malpractice or fraud 

 Criminal activity 

 Working whilst under the influence of drugs or alcohol 

 Actions that wilfully compromise the health and safety of others 

 Attempts to conceal any of the above 

In most instances, the first report should be made through normal lines of management. If this is inappropriate 
or fails to resolve the issue, other mechanisms exist which are set out below. 

TI-UK has a commitment to treating all disclosures consistently and fairly. 

TI-UK has a commitment to take all reasonable steps to maintain the confidentiality of the whistle-blower 
where requested, unless required by law to break that confidentiality. Whistle-blowers will receive feedback on 
any investigation so long as this can be given without breaching confidentiality. 

Anonymous whistle-blowers will not ordinarily receive feedback on any investigation. Any action taken to look 
into an anonymous disclosure may be limited. 

In accordance with the Public Interest Disclosure Act, no one shall be discriminated against, victimised, 
disciplined or reprimanded in any way for reporting concerns in good faith or requesting guidance concerning 
this policy, whether or not the concerns are established as valid or substantiated.  

If, however, an individual makes malicious or vexatious allegations, and particularly if he or she persists with 
making them, disciplinary action may be taken against that individual. 

TI-UK will not insert confidentiality stipulations (‘gagging clauses’) into any settlement reached as a result of a 
whistle-blowing case. 

Failure to report a serious concern will be considered a disciplinary offence. 



 

 

Reporting mechanisms 

A number of channels exist for reporting. Any of these may be used. Concerns may be raised in person or in 
writing. As above, anonymous reports may receive limited investigation. 

Line management 

Reporting a concern through normal lines of management is the default mechanism. There may be situations 
where this is inappropriate, for example where the line manager is implicated. In this case colleagues may 
report to a higher level of management up to and including the Chief Executive. 

In the event that the whistle-blower is not comfortable with this mechanism, one of the alternatives below 
should be used. 

People Team 

Whistle-blowing may be reported through the People Team / HR  as an alternative to the above. They may 
relay the report to the Safeguarding Officer or the TI-UK Board, whichever is appropriate. 

Safeguarding Officer 

TI-UK has a Safeguarding Officer, normally the Chief Operating Officer, who can be used directly as a channel 
for reporting concerns relating to safeguarding. 

Chair of the TI-UK Board 

In the event that neither of the above routes is appropriate, whistle-blowing may be channelled through the 
Chair of the Board who may choose to refer it to the Ethics Advisory Panel. Alternatively, colleagues may 
contact the Ethics Advisory Pane Chair in confidence (Ethics@transparency.org.uk). 

The Charity Commission 

In the event of a serious allegation where none of the above mechanisms is appropriate, employees may make 
a report directly to the Charity Commission. 

Anonymous Allegations 

This policy encourages individuals to put their name to any disclosures they make. Concerns expressed 
anonymously are much less credible, but they may be considered at the discretion of TI-UK. In exercising this 
discretion, the factors to be taken into account will include: 

• The seriousness of the issues raised  

• The credibility of the concern  

• The likelihood of confirming the allegation from attributable sources. 

Investigation and feedback 

TI-UK undertakes to investigate all whistle-blowing allegations as rapidly as possible. The whistle-blower will be 
informed as to who is handling the investigation and its estimated timescale. 

The level of investigation will be proportionate to the seriousness of the allegation. The investigation will be 
convened by the Safeguarding Officer, currently the Chief Operating Officer, or by the Board Ethics Advisory 
Panel should that be inappropriate. 

The identity of the individual making the allegation will be kept confidential so long as that does not hinder or 
frustrate any investigation. However, whistle-blowers should be aware that the investigation process may 
reveal the source of information and that the individual making the disclosure may need to provide a 
statement as part of the evidence required. 



 

 

Whistle-blowers are entitled to receive feedback on the outcome of any investigation unless they have 
reported anonymously but TI-UK reserves the right to preserve the confidentiality of all parties to the 
investigation and to act in accordance with the General Data Protection Regulation and other legislation. 

In the event of an allegation being verified, TI-UK’s Disciplinary procedure may be invoked. 

If an allegation potentially constitutes a breach of the law or of charity regulations, TI-UK reserves the right to 
report the matter to the police in the relevant country and/or the Charity Commission. 

Record Keeping 

TI-UK will maintain a log of all whistle-blowing reports, the details of any investigation undertaken and the 
outcomes. This log will be confidential to the Safeguarding Officer (normally the Chief Operating Officer) and 
the Board Ethics Advisory Panel. They will also take such other steps as are necessary to routinely monitor the 
effectiveness of this policy. 

TI-UK reserves the right to release the log if required by law to do so.  

Recourse 

Any employee who has been the subject of disciplinary action as the result of a whistle-blowing allegation has 
the usual rights of appeal against that action as laid out in the TI-UK Disciplinary procedure and in legislation.  

If an investigation finds the allegations unsubstantiated and all internal procedures have been exhausted, but 
the complainant is not satisfied with the outcome of the investigation, TI-UK recognises the lawful rights of 
employees and ex-employees to make disclosures to prescribed persons or bodies. A full list of prescribed 
people and bodies can be found on the Government Website (www.gov.uk). 

Whistle-blowers are protected by British law. Any employee who feels they have been unfairly treated 
(including, but not limited to, losing their job) as a result of whistle-blowing has the right to refer the matter to 
an employment tribunal. Details of how to do this can be found on the UK government website at:  

https://www.gov.uk/whistleblowing/treated-unfairly-after-whistleblowi



 

 

 


