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INTRODUCTION April 2007

The purpose of this Handbook is to give new staff information on the policies
and procedures followed by the Royal Yachting Association (RYA) and to
serve as a reference book for all staff.

The Handbook will be kept in the Staff Resources area of Sharepoint and all
staff will be informed when amendments are made. If you are viewing the
electronic copy, clicking on the relevant heading in the table of contents above
will take you directly to that section.

The Handbook will be reviewed and updated annually, or when necessary
due to changes in policy or legislation. If you notice any information in the
Handbook which is no longer accurate, please let the Personnel and
Administration Manager know. Similarly if there is any information which you
feel should be added to the Handbook, all suggestions will be considered.
The date at the top of each section shows when that section was added or
amended.



2. PAY AND EXPENSES June 2003

2.1 SALARIES

Salary Structure

Job Descriptions

An up to date job description should be maintained for every post. Job descriptions
for new posts or vacancies will be reviewed by the Department Manager, in
consultation with the Personnel and Administration Manager, prior to recruitment.
The job description for a new post should be revalidated after the person appointed
has been in post for six months. Subsequently a Department Manager, or individual
employee, may submit a written request to the Chief Executive for their job
description to be reviewed. The revised job description should state what the RYA
requires from that post, not what the individual postholder is capable of delivering.

Grades and Bands

There are nine salary grades, with a lower and upper band in each grade. Every job
at the RYA has been evaluated using the Hay method, and placed in the appropriate
band according to the skills required and the level of responsibility involved in doing
that particular job.

For each salary band there is an anchor or mid-point salary which will normally be
paid to someone who has been in post for long enough to become fully effective
(normally 12 months), and whose performance is satisfactory. Salaries may range
by up to 10% below or above the anchor point for the band.

It is possible, through consistently excellent performance, to progress to the top of
the salary band. However it is not possible to move into the next band or grade.
This will only happen if the job has changed to such an extent that it involves a
higher level of skill and/or responsibility and has been regraded. Long service alone
will not result in an increase in salary.

Salary |l evels are reviewed annually by
Officers and the Chief Executive), within the financial guidelines laid down by the
Central Finance Committee.

Salary on Recruitment

The starting salary for a new employee, or for someone transferring to a new job
within the RYA, will normally be at the lower end of their salary band, 90% of the
anchor salary.

Probationary Period

During the first three months of employment, new employees are on probation and

employ ment may be terminated by either si
months their performance will be reviewed and, if satisfactory, the appointment will
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be confirmed. The employee will then be eligible to join the pension scheme and the
notice period will be that stated in the contract.

After six months service, performance will be reviewed again and, if the employee is

making good progress, their salary will be moved mid-way towards the anchor salary

(ie. 95% of anchor), with a furtherreviewto t he anchor point after
service, provided that the employee is considered to have reached a fully effective

level of performance.

Annual Review

Every employee will receive an annual appraisal from their line manager. Salaries
are reviewed annually, with any increase taking effect on 1 April in each year. Each
employee will receive individual notification of an increase in salary.

Bonus Scheme

The Chief Executive has discretion to reward an employee who has completed a

one-off project or period of special work in an exceptional or exemplary manner

through the staff bonus scheme. A recommendation to the Chief Executive for the

award of a bonus wil/ normally be made by, o
Manager.

The bonus is a one-off lump sum payment equivalent to 5% of annual salary. Itis
not consolidated into the employeeds sal ary

In order to qualify for a bonus an employee must have either been asked to or
volunteered to take on work outside their normal job description, involving a higher
level of responsibility than their day to day work, that is of limited duration. Examples
would be:

the implementation of a major project or change in work processes

¢ the organisation of a specific major event that is not part of the normal job
description

e successfully standing in for a more senior colleague during an absence of at
least eight weeks.

e putting forward an idea or suggestion which results in significant new income
for the RYA, or cuts in costs, or major improvements in processes.

Coping with normal, expected peak periods in activity will not qualify, neither will
taking on additional workload at a similar level during a staff shortage (due to
sickness, annual leave, a gap between a colleague leaving and their replacement
starting, etc), as the Manager should make arrangements to ensure that such
workloads are covered.

Consistently above average performance of normal responsibilities will be
recognised in the annual staff appraisal process.



In the case of an employee whose normal responsibilities are increased on a
permanent basis, a re-evaluation of their job description and a review of their post
grading will be more appropriate than a bonus payment.

Underperformance

If a new employee has been unable to reach a fully effective level of performance
after 18 months, or if previously satisfactory performance has slipped at two
consecutive appraisals, action should be taken by the Department Manager, in
consultation with the Personnel and Administration Manager, to address this through
a formal performance management programme, which might include further training.

Long Term lliness

An employee who has been absent through long term iliness for more than six
months, and whose performance cannot therefore be appraised, will be placed on
the anchor salary for their band. This figure will be used as the basis for abatement
of salary to 75% during their continued absence from work.

Payment of Salaries

Salaries are paid monthly in arrears two days before the last working day of each
month or, if that falls at a weekend, the previous working day by credit transfer to
your bank. It is therefore important for you to ensure that the RYA has your bank
details, including P45 and National Insurance details on joining. Amendments to this
information should be given to the Accounts Supervisor as they occur to avoid
delays in payments.

The RYA is required by law to deduct items such as income tax and National
Insurance. Any other deductions, for example, pension contributions, are only made
where authorised by you. Any queries relating to your receipt of pay should be
addressed to the Financial Controller or Accounts Supervisor. Any queries relating
to your tax coding should be addressed to your tax inspector. The Financial
Controller or Accounts Supervisor will give advice where possible.

Salary reviews normally take place on an annual basis and take effect from 1 April.
You will be notified individually if you are due for a salary increase or any other
increases.

2.2 DEDUCTIONS FROM SALARY

The RYA may recover from you any money that you owe to the RYA. The RYA will
recover any such sum by:

(@)  deducting it from any sums payable to you by the RYA (including your salary)
either by one such deduction or a series of deductions; and/or

(b) requiring you to repay to the RYA the relevant amount (or the balance
remaining outstanding following deductions under (a) above as the RYA
thinks fit), either immediately or on terms otherwise acceptable to the RYA.



The RYA reserves the right to recover any such sums from you through the Courts.

Examples of sums that you may owe to the RYA and the circumstances in which the
RYA may exercise its right to recover money from you (and this is not an exhaustive
list) are:

(@)
(b)
()
(d)
(e)
(f)

the cost of repairing any damage to RYA property which you have caused, or
contributed to, or for which you are otherwise responsible;

the cost of replacing any RYA property, lost stolen or damaged whilst in your
possession, custody or under your control,

any overpayment of any sum payable to you by the RYA (including
overpayment of salary and overpayment of expense claims);

any payments made to you by the RYA in respect of a period of unauthorised
absence from work;

any sum equal to payments made in respect of holiday taken in excess of
your actual holiday entitlement;

liabilities, damages, costs, losses or expenses incurred by the RYA and
attributable (in whole or in part) to your dishonesty and/or neglect of duties.

Where it is intended to recover any sum from you, you will first be notified of the total
amount owed and of the rate at which and means by which the RYA intends to
recover that sum.



2.3 EXPENSES December 2007

It is the policy of the RYA to reimburse employees where they incur extra costs of
food, accommodation and other incidental expenses in the performance of their RYA
business. The mileage and other rates payable are promulgated from time to time
by the Head of Finance.

Subject to the limits on your authority to incur expenditure set out below, and subject

to your full compliance with the RYAOs expen
in force, the RYA wil!/l rei mburse to you al/l
necessarily and excl usi v eelperormancecotyoured by you

duties. The following are the guidelines and limits on your authority to incur
expenditure. Please address any queries to the Head of Finance.

Claim Forms

Claims for expenses should be submitted on the standard RYA claim form (available
from Accounts). The form must show sufficient detail for those checking it to know
why you have made a journey and what the duration, destination and purpose was.
All expense claims must be authorised by the Department Manager or, in the case of
Department Managers, by the Chief Executive before being passed to Accounts.
Receipts must be attached to the claim form and the appropriate account codes
should be shown. An explanation must be given if receipts are not submitted. If you
useanother departmentés account code the approp
your claim. Payment of expenses will normally be made by BACS. Those passing
valid claims to Accounts by 1700 on Monday will receive funds in their bank on
Friday.

Travel

Road: Holders of RYA cars should normally use their allocated vehicles. Other
staff using their private car on RYA business will be paid the mileage rate shown at
the end of this section. Mileage claims may be capped at the level of the standard
class rail fare: except where a car is necessary for the carriage of heavy items, or
for local travel at the new location, or if reasonable public transport is not available,
or if there are reasonable concerns for personal safety such as late night travel.

Rail: Standard class. You can obtain substantial discounts by purchasing an
annual Network Card, the cost of which will be refunded.

Air:  Tourist class.

Taxis: Taxis may be used only where reasonable alternative transport is not
available, or where heavy items are to be carried, or where there are reasonable
concerns for personal safety such as late night travel. The reason for the use of a
taxi must be shown on the claim form.

Home to Duty: The cost of home to place of duty travel (ie. your normal commuting
journey) is not reimbursed under any circumstances.




Daily Subsistence

When away on business trips more than 5 miles from your workplace (hormally RYA
House but, for example, home address for HPMs or RDOs) scale rate subsistence
allowance may be claimed at the rates shown at the end of this section, without the
need to produce receipts. You should only claim where you have incurred costs on
food and drink greater than you would have spent anyway; and if you have spent
less than the scale rate you should only claim the actual amount.

Where the costs incurred exceed the scale rates of subsistence allowance, the
actual cost of meals may be claimed - subject to the production of receipts. The
amounts which will be reimbursed against receipts are capped. The maximum
amounts which can be claimed are shown at the end of this section.

Overnight Accommodation

The RYA will pay for (or reimburse) the cost of bed and breakfast accommodation for
staff who are required to be away from home overnight for business reasons. The
cost of other meals taken during a trip may be reclaimed, subject to the limits for
daily subsistence.

You are expected to use proper economy and common sense in your choice of

accommodation. Adequacy, rather than luxury, is the criterion. If you are likely to

incur abnormally high expenses, eg. because of unusually high demand for

accommodation, you should obtain the prior approval of your manager or the Head

of Finance. Unless arrangements have been made to invoice the RYA, you must

settle your own bill and submit an expense claim. Items which are not related to the

RYA6s business (newspapers, bar etc) are not
claiming for another member of staff, the reasons must be clearly stated.

Where you stay overnight privately it is not permitted to claim the cost of a gift for
your host. All claims for accommodation must be accompanied by a bill or receipt
showing the charge levied by the accommodation provider.

Foreachnight spent away from home on duty a &épers
allowance may be claimed. The rates are shown at the end of this section.

Other Incidental Expenses

The cost of incidental expenses incurred on RYA business such as: parking,
postage, use of home telephone for business calls etc will be reimbursed. However,
the following items are inadmissible: personal credit card fees and charges, car
washes, parking fines (including congestion charge penalties), personal stationery,
taxis to collect cars from service etc.

RYA Mobile Telephones
RYA-funded mobile telephones are billed direct to HQ. If you do not have an RYA

telephone and you make a claim for use of your own phone it must be accompanied
by a log of the calls made.

10



VAT Invoices

You should always try to obtain a VAT receipt for small items of equipment, car
parking at airports etc. The RYA can only reclaim the VAT if a receipt is provided
showing a VAT registration number.

Entertaining non-RYA Contacts

Departmental Managers may authorise informal entertainment of business contacts
by their staff - for example, a working lunch for contacts in Government Agencies
after a meeting. Costs should normally be kept within the limits for daily subsistence
set out at the end of this section. The names and companies/organisations of those
being entertained must be noted on either the receipt or the covering expense claim.

Claims for entertaining in the following circumstances will not be accepted

o Entertaining personal friends

o Entertaining RYA colleagues

e Reciprocal entertaining of business acquaintances (even where business
is discussed)

o Entertaining occasions where no customer, supplier or other business
connection is present

e Additional costs relating to your spouse, partner or other family member
accompanying you on a business trip.

Committee-related Expenses

There are times, particularly when interacting with RYA committee members, when
the line between duty and personal pleasure can be blurred. If in doubt about what
it is permissible to reclaim, guidance should be sought, beforehand if possible, from
the Head of Finance or the Chief Executive. The following paragraphs cover
several common situations.

Buying a round of drinks for committee members after a meeting does not qualify as
business entertaining and is not eligible for reimbursement.

When lunching/dining informally with committee members on committee business
(no other guests present) usually each pays his own way. Staff may claim the
appropriate scale rate for subsistence allowance, provided that the meeting is away
from their place of duty (viz. for most staff not in Hamble or within 5 miles of RYA
House). In exceptional circumstances (and subject to prior clearance by the Head
of Finance or the Chief Executive) staff may claim the full cost for their meal - but still
provided that it is away from their place of work and a copy of the bill is presented.

Hosting a formal | unch/ diworkhoépromatiagthe A of a
and lobbying officials or legislators is an acceptable expense, within sensible limits,

and normally subject to the prior agreement of the relevant committee chairman or

line manager. The meal should be restricted to two RYA people (staff + a

committee member) and two or three guests and house wine.

11



When considering the need for entertaining,
members saw you with your guests, would they say it was a sensible use of their
money?60.

Entertainment Received

All benefits in kind that you receive from your employer are liable to income tax,

unl ess the I nland Revenue is satisfied that
exclusively and necessarilydéd in thmanceour se o
will submit a form P11D each year for staff members who receive benefits in kind. A

benefit from an outside organisation, for example a corporate hospitality day or a

meal with a supplier, is not declarable, although staff are advised to note such

hospitality in their desk diaries so that it can be seen to be above board. However, if

the RYA pays for you to do something not obviously related to your job, e.g.

attending a charity dinner, that is a taxable benefit i unless the Chief Executive has

ruled that you are attending on duty. If you are in any doubt about such an

invitation, you should consult the Head of Finance in advance.

Advances

If you are likely to incur significant expenditure during an absence from HQ, you may
obtain an advance of expenses. The advance form, which should be authorised by
your manager, should show an outline breakdown of the anticipated expenses. The
advance must subsequently be cleared by an expense claim on your return to HQ.

Requests for advances should be made on an expenses claim form which should be
clearly marked OADVANCEO®G at the top. Pay me
Wednesday BACS run (i.e. funds in your bank on Friday morning).

Overseas Events

The preferred method of paying advances of expenses for overseas events is for
Accounts to make a BACS payment to you and for you to make your own
arrangements to obtain foreign currency.

Summary

It is the intention that no member of staff should be out of pocket as a result of
essential expenditure incurred on RYA business. However, when making a claim,
you should bear in mind that:

(&)  subsistence payments are to cover extra costs incurred;

(b)) expenses must have been incurred 6éwholl vy,
RYA business;

(c) yourexpens es are paid from membersd subscript
It is accepted that, notwithstanding these guidelines, there will be occasional

exceptional expenses. In such cases, claims should first be discussed with the
Head of Finance for guidance.

12



Scale Rates of Subsistence Allowance

The scale rates of subsistence allowance are:

Breakfast £5.00
Lunch £7.00
Dinner £10.00

You do not need to produce receipts to claim these rates.

Limits on Subsistence Claims

Where subsistence expenses exceed the scale rates, actual meal costs
(accompanied by receipts) will be paid up to the following limits:

Breakfast £6.00
Lunch £10.00
Dinner £17.00

Personal Incidental Expenses

PIE will be paid for each night spent away from home on duty at the following rates:

Within UK

£5.00

Abroad

£10.00

You do not need to produce receipts to claim this allowance.




Business Mileage Rates for Private Cars

When it is necessary to use your private car on RYA business, you will be
reimbursed at the rate of 40p per mile for the first 10,000 miles and 25p per mile
thereafter.

Volunteers attending committee meetings, and travelling on RYA business by car,
are normally reimbursed at a rate of 40p per mile for the first 10,000 miles and 25p
per mile thereafter.

The normal rate for paid external coaches and others whose travelling expenses are
re-imbursed is 27p per mile.

Business Mileage Rates for Company Cars

Drivers of company cars who do not receive free private fuel are required to claim for
their business miles (see Section 3.5). The Head of Finance will advise the
appropriate mileage rate when cars are issued or changed.

14



April 2007

2.4 FEES AND EXPENSES FOR RYA VOLUNTEERS AND PART-TIME
WORKERS

Other than salaried staff on the RYA payroll, expenses, fees and other payments for
work done for the RYA fall into four main categories:

1. Volunteer Committee Members

I n this context the word O0Committeed is a
Working Party or Group. Basic travel expenses (see rules in Appendix below)

are offered to bona fide members of all RYA central committees. Expenses

are not offered to members attending Regional or Home Country Committee

meetings. If corresponding members of a committee are invited to attend a

particular meeting their expenses are also covered. If committee members

have meetings on consecutive days in say either London or Hamble, where

the cost of returning home would be the same or higher than staying

overnight, then the cost of overnight accommodation is also reimbursed.

Water, tea, coffee and biscuits should be available at meetings. Additionally,
where meetings span a mealtime i.e. 1200-1400 or 1800 -2000, a simple
sandwich meal should also be provided.

2. RYA Representatives

For the most part this group is defined by the list approved annually by
Council and comprises both expert volunteers and, to a lesser extent, staff.
They have their UK based expenses reimbursed in the same way as for
Group 1 above. However, when RYA representatives are required to attend
conferences abroad (or in the UK) a per diem subsistence allowance, in
addition to overnight accommodation costs, is paid. These rates are the
same as for staff (see Section 2.3 above).

Occasionally, committees ask a particular member to represent the RYA at

another organisationb6bs meeting or event o
Where this is minuted or sanctioned by the Chairman, expenses are also

paid.

The Officers of the RYA (Chairman, Deputy Chairman and Treasurer)
regularly represent the RYA at a wide variety of events, informal meetings and
seminars. Expenses are reimbursed to this group in line with the general
policy, with the Chairman having a personal budget which also covers
spousebs costs when appropriate.

3. Where the RYA acts as an Organising Authority

Occasionally, mostly in powerboat and sail racing, the RYA acts in a capacity
of an Organising Authority in the same way that a Club or Class Association
does. When the RYA acts in this way, travel expenses are offered to
volunteers travelling significant distances and, wherever possible, simple
meals are also provided.

15



When the RYA organises seminars or forums, it is custom and practice for

expenses and subsistence to be paid to speakers and presenters.

There is no precedent of the RYA paying the expenses of volunteers to attend

seminars, forums or workshops. With some 15,000 qualified personnel

eligible to attend such meetings, it would be inordinately expensive if the RYA

were to do this.

Part-time Workers

Strictly speaking this group are not volunteers as they are paid a fee, in

addition to expenses, for work. Essentially there are two circumstances in

which the RYA makes payments.

(@) Where the RYA acts as an agent for a customer

Examples of this include boat measurers, sail measurers,

Yachtmaster examiners, Training Centre inspectors, etc. In these
cases a customer pays a fee to the RYA for a service, which the
RYA sub-contracts to a part-time worker. Some departments also
pay the travel expenses associated with the work, but most pay an
all-in fee. Although it may be tempting to standardise the fees paid
toallpart-t i me wor ker s, I n practice
particular sector and in some cases cover little more than the out-

of-pocket expenses incurred by the individual.

(b)  Fees paid to individuals where no third party is involved

The bulk of this group are made up of racing coaches working on
the Racing Departmentds Worl
and Performance Specialist fee policy is available on request from

the Performance Manager or Administrators.

Team 15 Competition Co-ordinators, Race Management Co-

ordinators and RYA Sailability Regional Organisers receive an
annual fee, but additional travel expenses are not normally paid to

this group.

16
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APPENDIX

EXPENSES FOR MEMBERS OF COUNCIL AND RYA COMMITTEES

General

1. Expenses are paid for basic travel, by the cheapest sensible means, within the
specified limits permitted by the RYA resources available. Subsistence and
accommodation costs will not normally be paid; however an exception may be made
if a member is required to attend meetings on successive days. In such cases,
overnight costs will normally equate to the travel costs which would have been
incurred if two journeys had been made.

Qualifying Functions

2. Official meetings of the relevant Committee are qualifying functions. Similarly,
following discussion with the Chairman of the relevant Committee or the Chief
Executive (as appropriate), individuals attending official functions/events on behalf of
the RYA will also be regarded as qualifying. If there is any doubt individuals should
seek advice from their Chairman/the Chief Executive. Common sense and discretion
will have to be applied.

3. Overseas representational visits (ISAF, UIM, EBA etc) are normally subject to specific
entitlements. These entitlements will cover a basic fare and an agreed subsistence
allowance.

4. Expenses may only be claimed by Committee members. Partners do not have an
official role on behalf of the RYA and their expenses cannot be claimed.

Method of Claiming

5. Individual expenses should be submitted to the Secretary of the relevant Committee
on the RYA Claim Form overleaf for subsequent payment. Any queries should be
directed to the Chairman of the relevant Division or to the Chief Executive who will
discuss them, as appropriate, with the Honorary Treasurer.

Receipts

6. Wherever possible, receipts should be attached to claim forms to satisfy the
requirements of audit.

Payment

7. The preferred method of payment of expenses is by BACS. Please ensure that the
Accounts Department has your correct bank details. Payment runs are normally
carried out every Wednesday and funds will be in your bank on Friday.

17




3. BENEFITS April 2007

3.1 PENSION

The RYA has a o6retirement benefits schemebod,

gualifying service. Depending on the date o
provided througheither a O f i nadementolra ray 66 garroruapn per sonal
pl and (GPPP). From April 2002, the normal o

Standard Life. Information on pension contributions and eligibility criteria can be
obtained from the Head of Finance.

The normal retirement age is 65 for all staff. Exceptionally, by mutual agreement, an
employee may work beyond 65, subject to annual review.

3.2 PERMANENT HEALTH INSURANCE

This benefit is available to all staff who joined prior to April 2007, and to staff joining
from April 2007 onwards who have completed five years of continuous employment.
It is intended to provide 75% of salary (less State Incapacity Benefit) for those
absent from work due to sickness or injury until the earliest of recovery, retirement or
death. It comes into operation after 52 weeksdabsence. (See also Section 4.3 for
full details).

3.3 LIFE INSURANCE

While you are employed by the RYA you have free life insurance of four times your
annual salary (but this may be restricted depending on your medical history). This
benefit takes effect on satisfactory completion of your probationary period and
ceases when you leave. The insurance policy also provides a pension for a
surviving spouse, if applicable, and/or dependents. T h e s ps@ension thay be
available to a cohabiting partner.

It is your responsibility to ensure that your Death Benefit Nomination Form
(obtainable from the Head of Finance) is amended if your personal circumstances
change.

3.4 MEDICAL TREATMENT

The RYA does not offer a group medical insurance scheme as a benefit of
employment. In the case of key staff, where a delay in receiving medical treatment
would affect the RYA, financial assistance towards private treatment may be
granted. Any application must be made in writing, before treatment commences,
supported by the relevant Department Manager and/or Committee Chairman and by

the RYAOGs Honorary Medical Officer, and subn
seek the view of the Honorary Treasurer. Mere inconvenience, or delay in obtaining
treat ment where it is not vital to the RYAOS

appropriate grounds for assistance.

18



3.5 COMPANY CARS April 2007

This section applies to employees who have been provided with a vehicle owned or
leased by the RYA or a sponsored loan vehicle for the proper performance of their
duties.

For employees appointed since April 2002, a vehicle is normally only provided where it
is on loan from a sponsor, or to staff not based at RYA House who are required to
cover a large geographical area and visit clubs and training centres not easily
accessible by other means of transport in order to carry out their duties.

If you were appointed prior to April 2002 and provided with a company car as a
contractual benefit, the RYA will bear the cost of fuel and oil, whether associated with
business or personal use of the car, with the exception of holidays abroad, together
with the cost of insuring, testing, repairing and maintaining it.

Maintenance and Repair

You are responsible for ensuring that the car is serviced regularly in accordance with

the manufacturerds recommendati ons. Where t
is invalidated by not having the car serviced at a registered garage, then the registered

garage should be used. You must have all faults rectified promptly and correctly.

Appearance

It is your responsibility to ensure that the car is maintained in a clean and tidy condition
at all times, and is returned at the end of its life, or on termination of employment with
the RYA, in good condition. Fair wear and tear is allowed, but fair wear and tear in this
context excludes:

€) bodywork 7 dents or scratches other than small scratches or chips, failure of
colour matching where repairs have been made or rust aggravated by lack of
attention;

(b) upholstery T stains, burns or tears in the seats, headlining or carpets.

If you are concerned as to whether you need to take action on repairs or about the
general condition of the car, you should raise the matter with the Head of Finance.

Extras

If you wish to fit post-delivery extras to your car at your own expense, you must first
obtain the He pedmissidn tollo so.aTihay endy only be removed from the
car when it is returned to the RYA at the end of its life, or on termination of
employment, where permission is granted and the removal does not detract in any way
from the appearance or the value of the vehicle.

Mobile Phone use

See Section 3.7 below.

19



Insurance

You must notify the Head of Finance or, in his absence, the Financial Controller

immediately of any accident or damage to your vehicle, and complete and return within

3 days an accident report form.

If you are involved in an accident you must obtain the following information:
(@ Time

(b)  Witnesses (if any)

(c) Position of vehicle

(d) Road and lighting conditions

(e)  Third party car registration and description

0] Third party driverodés name and address

(g)  Third party insurers and policy number
(h)  Other relevant information.
You should contact WINN assist on 0845 241 6905 to make an immediate report.

They can arrange collection of the car and loan of a courtesy vehicle when necessary.

Failure to report an accident in the prescribed manner and on time may mean that the

RYAG6s insurance p ovalidated. I suchdiicumstances, yoa wik
become personally responsi ble for the
party claim as a result of the accident.

The RYAOGs insurance policy covers ydahud f or
party liability only. The RYA must be notified in advance when another vehicle is to be
used temporarily for RYA busi ne s ssurancecover

see Section 6.12.
Fines

You are personally liable for all parking and speeding fines, and penalties for not
paying congestions charges.

Licence

You must ensure that you are in possession of a full, relevant and current Driving

Licence. If you first obtained your Licence after 1 January 1997, an additional test is
required if you need to tow a trailer. You must notify the Head of Finance immediately
of any penalty points, or any change in your personal circumstances that might affect

the motor insurance policy. If you are banned from driving or incapacitated due to

illness for more than three months, the RYA may require that you surrender the car to

t he RYA. 't will then be reallocated
are eligible to drive again there is no guarantee that you will be allocated a car
immediately i this will be at the discretion of the RYA.

Personal Taxation

Any personal taxation liability arising from the use of a car in the car scheme is your
responsibility. The RYA annually files a return with the Inspector of Taxes on the car
that you have been using throughout the tax year. The RYA will not compensate
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company car drivers for any increases in personal tax bills resulting from changes in
legislation.

Leaving the RYA

Upon leaving the RYA you must return the car on the date of resignation, dismissal or
retirement whichever is the later. The car should be clean both inside and outside and
all tools and fitments complete. An inspection of the car will take place immediately
after notice of termination and any damage will have to be made good from your own
funds. The RYA reserves the right to deduct any sum due pursuant to this clause from
your salary.

3.6 FUEL COSTS January 2008

Employees joining after April 2002 who are allocated a vehicle will be reimbursed for
business miles on the following fuel only scale:

PETROL ppm DIESEL ppm
14017 2000 cc 13 11
Over 2000 cc 19 14

Note: These rates are governed by HM Revenue & Customs. They may change without warning.

Drivers of RYA cars appointed prior to April 2002 will be issued with an Arval fuel
card for the purchase of fuel and oil only. All other purchases will be excluded.
Steve Hartley in Accounts is responsible for obtaining new and replacement cards
and should be informed immediately if you lose your card or if your car is being
replaced. The card should be safeguarded and used like any other credit card. If
any current drivers wish to give up their entitlement to free private fuel, whilst
retaining the company car, the RYA will accept this. The drivers will give up their
fuel cards and obtain reimbursement of fuel costs for their business miles through
their expense claims. This will be paid on the above scale.

3.7 MOBILE PHONES AND LAPTOP COMPUTERS November 2007

The RYA will at its discretion, if it deems it necessary for the proper performance of
your duties, provide you with the use of a mobile telephone and/or a laptop
computer.

The RYA will pay the connection charge and the monthly line rental in relation to the
mobile phone, which covers an inclusive amount of call time on an RYA-wide basis.
Users of RYA mobiles are expected to follow the current guidance available from the
IS Department and obtain advice on the most cost-efficient set-up and use of their
phone to make calls and send text messages, particularly if using the phone abroad.
This guidance will be updated from time to time as contracts and tariffs change.

Using a business mobile to make private calls is regarded by HM Revenue and

Customs as a taxable benefit. Incidental personal use will not give rise to an income
tax charge, however itemised bills for each phone are scrutinised by the Accounts
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Department and where there appears to be significant personal use in excess of the
inclusive calls, users will be asked to check the bills and pay for such calls.

You are obliged to take good care of any mobile phone or laptop computer provided
for your use by the RYA. You must immediately notify the Head of Finance of the
loss of or theft of or damage to any such mobile phone or laptop computer and may
be required to reimburse to the RYA the cost of the phone or computer (or the cost
of repairs to it) as the RYA thinks appropriate where the RYA considers that the
theft/loss or damage was caused or contributed to by your conduct.

Where the RYA considers that the proper performance of your duties no longer
requires the provision of a mobile phone or laptop computer, you will be required to
return it to the RYA.

The RYA reserves the right to recover from you any sums which you may be liable to
pay to the RYA under this clause (such as the cost of personal calls made from the
mobile phone provided for your use or the cost of replacing or repairing a mobile
phone or laptop computer lost, stolen or damaged whilst in your care), by deducting
the relevant amount or amounts from any sums payable to you by the RYA
(including their salary) and/or by requiring you to repay the balance forthwith to the
RYA.

Mobile Phone use while driving

It is illegal to use a hand held mobile phone while driving. Company car drivers who

need to be contactable on their RYA mobile whilst on the move may have a hands

free kit installed in the company car as a charge to their departmental budget. Any

staff member who uses their private car extensively on RYA business, and who

considers that they need to be contactable on their RYA mobile when on the move,

may apply to the Head of Finance (via their Manager) for authority to install a hands

free kit at the RYAOGOsSs expense. Any fines re
phoning without using the kit, will be the responsibility of the individual. If you are not

in either of the above categories and do not have a hands free kit installed in your

car, you must not use your mobile phone while driving.

3.8 REFRESHMENTS April 2006

The RYA supplies instant coffee, tea bags, sugar and milk to enable staff to provide
themselves with refreshments during the working day at no cost to themselves. These
refreshments are also available to visitors attending meetings. If large numbers are
expected to attend such meetings it is requested that the organising department
arranges with the Despatch and Facilities Manager for an extra supply of milk. The
organising department is also responsible for cleaning away all cups, glasses etc used
in meeting rooms.

There are fridges, toasters and microwaves available for staff use in both kitchens.

Hot food should be eaten in the recreation room and not at desks. Please keep the
kitchens and recreation room tidy at all times.
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3.9 STAFF DISCOUNTS

Staff Purchases of RYA Stock

Members of staff wishing to purchase an RYA publication on their own account
should pass the cost price to the Accounts Supervisor before generating a Staff
Requisition, using the Navision financial system, and drawing the item from stock.

Staff Purchases from Clothing Suppliers

You may purchase items of sailing clothing a
clothing supplier through the Marketing Department at a very favourable discount
rate.

Clothing may also be purchased at trade price from other suppliers and catalogues
are held by Claire Piggott, Membership and Certification.

The concession is only open to RYA staff purchasing clothing for their personal use or
for members of their immediate family. Payment must be made by the member of staff
and will include VAT. Precise details of the item(s) required must be given, in writing, to
Claire Piggott. One composite order will be placed with the suppliers at the end of each
month. Staff must not order goods directly from any supplier via this scheme. This is
not a mail order facility and goods can only be returned if they are defective or are not
those ordered.

You will be required to settle your accounts with the minimum delay and in full. The
RYA reserves the right to recover any outstanding amounts by deducting them from
your salary.

3.10 CHILDCARE VOUCHERS April 2006

The RYA operates a Childcare Voucher scheme through Busy Bees. This is a

0sal ary sacrificed scheme whereby the empl oy
salary each month in the form of vouchers which are non-taxable and exempt from

National Insurance. The vouchers are then exchanged for childcare services. For

further information, please see the Accounts Supervisor.
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4. HOURS OF WORK April 2007

41 HOURS OF WORK

Contracts of employment for full-time employees state that their normal working
hours are from 9.00 am to 5.00 pm Monday to Friday with one hour for lunch (ie. 7
paid working hours per day).

Both the RYA and its employees have always been reasonably flexible about
working time, to the benefit of the organisation and individuals. Managers will give
due consideration to requests for adjustments to working times to fit in with transport
or domestic arrangements, taking into account the needs of the department as a
whole. However there must be sufficient cover in each department at all times
between 9.00 am and 5.00 pm when we are open to our members and customers.
Lunch breaks should also be staggered between employees in any one department
to ensure that the phones are manned at all times.

Unless there are exceptional circumstances, adjusted working hours should not vary
by more than an hour either side of the normal 9.00 am to 5.00 pm working day.
Full-time hours should include a one-hour lunch break. Part-time employees working
a 6 hour day or longer should have a lunch break of at least 30 minutes. Staff who
adjust their working times will need to be flexible to provide cover when colleagues
are on leave.

Under the Flexible Working Regulations 2002 and Working Families Regulations
2006, employees who have caring responsibilities for a child aged under 6 (under 18
if the child is disabled) or for a disabled dear relative6have a legal entitlement to
request flexible working arrangements. The RYA must give serious consideration to
such a request, discuss it with the employee and provide good business reasons if it
is not able to agree to the requested change.

Overtime and Time Off in Lieu

You may be asked to work reasonable additional hours, outside normal office hours,
where necessary for the performance of your job or to attend a training course or
special event. No payment is made for overtime, but time off in lieu should be taken
when convenient and by agreement with your Manager. Such time off may not be
accumulated and added to your annual holiday entitlement.

Working Time Requlations

Under the Working Time Regulations no worker can be required to work more than
48 hours per week, averaged over a ‘reference period' of 17 weeks, unless they
have agreed to opt out of the 48 hour limit. All workers are entitled to 11 hours rest
between working days, at least one day off each week (or two days every two
weeks), a rest break of at least 20 minutes if the working day is longer than 6 hours,
and four weeks paid leave per year. Workers who have 'autonomous decision
making powers' do not have to count additional hours they have chosen to work
towards the 48 hour maximum, but are not exempt from the other provisions of the
Regulations. Any work done for third parties counts towards the total hours worked
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under the Working Time Regulations. If you also work for another employer you
should notify the Personnel and Administration Manager of the hours worked (see
also Conflict of Interest, Section 5.1).
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42 HOLIDAYS AND OTHER LEAVE April 2007

Holidays

The RYAOGs holiday year is a calendar year fr
holiday entitlement is detailed in your contract of employment.

Holidays may be taken in accordance with the following rules:-

1. On joining the RYA after the beginning of the holiday year you will receive a
holiday allowance calculated in terms of length of service. If you join on the
first working day of the month you will receive the full entittement for that
month. If you join at any time after the first working day of the month your
entitlement will be calculated pro rata.

2. Holidays must be taken at times convenient to the RYA and must be
approved in advance by your Department Manager. Any unauthorised
absence from work is a serious disciplinary offence.

3. No more than 10 working days holiday may be taken at any one time unless
prior written permission is given by your Manager.

4, The method for requesting and approving holidays and maintaining records is
the responsibility of each Department Manager.

5. No holiday entitlement unused at the end of the holiday year may be carried
over into the next holiday year. No payment is made in lieu of untaken
holiday entitlement, except in the case of termination of employment.

6. If your religion prohibits you from working on specific days or parts of days,
then these days must be taken as part of the annual entittement. Any such
requirements must be formally notified on commencement of employment.

7. The minimum unit of holiday is one half day.

8. If notice is given either by you or by the RYA to terminate your contract of
employment then the RYA may at its discretion permit or require you to take
the whole or part of any accrued holiday entitlement during your notice period.
Where you have already exceeded your holiday entitlement the excess
working daysoé pay wil/l be deducted from vy

Other Leave

9. Normally, paid leave for purposes other than holidays, compassionate leave,
sickness or jury service is not permitted. However it is recognised that there
are occasionally domestic or family emergencies outside your control which
necessitate an absence from work, or where severe weather conditions or
travel difficulties make your journey to work impossible. In such
circumstances paid leave of absence may be permitted, but the RYA reserves
the absolute right to withhold a proportionate part of your salary or to seek
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10.

11.

12.

13.

14.

15.

16.

17.

repayment of your salary in respect of the period of absence if the RYA does
not consider the absence and/or its duration to be justified.

You are required to keep such absences to an absolute minimum and must
follow the same notification procedure as with sickness absence (see Section
4.3 below). You must make every endeavour to come into work as soon as
the emergency has been dealt with, even if this means that you are only in
work for a few hours.

Where bad weather, strikes or other transport difficulties affect your journey to
work you should make every reasonable endeavour to come to work even if
this is at some inconvenience to you.

Additional paid leave is not permitted for moving house, routine maintenance
of your home or receiving deliveries. Holiday entitlement should be used or
other arrangements made.

If you are absent from work as a result of Jury Service, you are expected to
claim the maximum amount permissible in respect of loss of earnings. Your
salary will be reduced by the amount of these payments.

Consideration will be given to allowing you reasonable unpaid leave for public
service in appropriate cases.

The RYA will allow reasonable paid leave of absence for doctor, dentist and
hospital appointments with the prior approval of your Manager. Where
possible, appointments should be made at times which will involve the
minimum absence from work.

You wi ||l be all owed 3 day eévenpdaitheddeather eav en

of a member of your immediate family (spouse, partner, parent, child, sibling)

and 1 daybés |l eave in the case of other

reasons you need to take more time off, your Manager may grant additional
leave, on the basis that half of the time is allowed as compassionate leave
and half is taken from your annual holiday entitlement. Applications for
compassionate leave for reasons other than bereavement should be made on
an individual basis to your Manager.

A parent of a child aged under 5 (or a disabled child under 18), who has been
continuously employed by the RYA for more than a year, may take a total of

up to 13 weeksd un(pBaveetisfdPadisabled child), Le av e
normally up to 4 weeks to be taken in any one year, in order to care for the

child. Full details on how to request Parental Leave may be obtained from the
Personnel and Administration Manager.
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4.3 SICKNESS April 2007
Notification

If you are absent from work due to sickness or injury you must notify your
Department Manager (or in the case of Managers, the Chief Executive) as soon as
possible, generally during the first hour of the working day. You should give the
reason for your absence and an estimate of its duration. This ensures that cover
arrangements can be made and that sickness absence records are kept up to date.
If you are unable to notify the RYA of the absence yourself, you must arrange for
someone else to do so on your behalf.

During a period of absence you should keep the RYA regularly informed of the
anticipated duration of your absence and ens
certificates. In the event of absence through sickness, you are required to complete

the following certificates:

Absence Form Obtained from

1 - 3 working days RYA Sickness Absence Personnel Administrator

4 - 7 working days Statutory Sick Pay Personnel Administrator
or Post Office

More than 7 working days | Medical Certificate Doctor

On the first day of return to work you should give the appropriate form to the
Personnel and Administration Manager under Confidential cover.

Payment during sickness

Company Sick Pay

If you are absent due to illness during your probationary period you will receive
company sickpay , equi valent to full salary, for up
Statutory Sick Pay if your sickness absence continues for longer than two weeks.

After satisfactory completion of your probationary period, if you are unable to work
for a long period by reason of sickness you will normally receive company sick pay
(CSP) at the same rate as full salary, in lieu of statutory sick pay, for the first 6
months of such absence - although this is entirely at the Association's discretion.
After 6 months, CSP will normally continue, but will reduce to 75% of the anchor
salary for your grade. However, continued payment is, again, entirely discretionary.
The RYA will assist you to apply for incapacity benefit after 28 weeks of absence and
will reduce its payments to you by the benefit amount.

I f you are stildl unabl e t o r eanduaremot¢ligibhlewor k af

for the Permanent Health Insurance benefit (see below), your employment will
normally be terminated on the grounds of absence through ill health.
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