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Section 1: pages 3 - 5 
The know your rights at work campaign
This briefing is for managers and owners of cleaning 
and facilities management businesses in England, 
Scotland and Wales. 

It explains what the know your rights at work 
campaign is about and sets out what managers and 
owners are asked to do:

•  To promote the know your rights at work campaign

•  To support your line managers to have effective 
 discussions with your cleaning operatives

•  To listen to what people say and act to put things right

Section 2: pages 6 - 7 
The know your rights at work postcards 
for cleaning operatives
These postcards are for cleaning operatives. 
They outline:

•  Basic employment rights for employees

•  What employers must and must not do when 
 checking people are allowed to work in the UK

Section 3: pages 8 - 22 
Frequently asked questions about the 
know your rights at work campaign
These questions and answers are for line managers to 
help them answer questions cleaning operatives might 
ask about:

•  Their rights as employees

•  The things managers and owners of cleaning and 
 facilities management businesses should be doing
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The campaign is a response to the 
findings of the Commission’s report, 
The Invisible Workforce, published in 
August 2014. This looked at employment 
practices in the cleaning sector in England, 
Scotland and Wales. It found that many 
cleaning operatives did not understand 
their rights at work or the terms and 
conditions of their employment. It also 
showed that some employers did not 
meet their obligations to protect cleaning 
operatives’ rights at work. For example, 
cleaning operatives reported:

•  Underpayment or non-payment of wages

•  Being denied holiday or statutory 
 sick pay

•  Uncertainty about how to raise 
 a complaint or concern

•  Inadequate ways to solve grievances

•  Fear of punishment for making 
 a complaint

Taking action to improve 
awareness of employment rights
The Commission’s role is to promote 
and enforce the laws that protect our 
rights to fairness, dignity and respect. 

So to find solutions to these issues, the 
Commission convened an industry-led 
taskforce to consider how to improve 
working conditions for cleaning operatives. 
The taskforce included the Department for 
Business Innovation and Skills, the Health 
and Safety Executive as well as cleaning 
companies, business representative 
groups, client organisations, trade unions 
and voluntary organisations.

The taskforce developed the ‘know your 
rights at work’ campaign to give cleaning 
operatives an understanding of their 
rights at work. The campaign provides 
postcards, in hard and digital copy, to 
explain basic workplace rights and what 
employers must and must not do when 
checking people are allowed to work 
in the UK.

We have also put together a set of 
frequently asked questions to help line 
managers answer some of the questions 
cleaning operatives may ask them.

1. Know your rights at work campaign
The cleaning industry and the Equality and Human Rights Commission 
are launching a campaign to improve working conditions in the 
cleaning sector and to improve understanding of workplace rights 
by cleaning operatives and their line managers. 
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We are asking all cleaning businesses 
to do three things:

1. Promote the ‘know your rights 
 at work’ postcard campaign

Think about how you can get the postcards 
and the messages they contain to all of 
your cleaning staff. For example:

• Send the postcards out with a regular 
 pay statement (in hard copy or digitally)

• Tell your cleaning operatives and line 
 managers about the campaign 

• Include copies in your staff handbook 
 and induction pack

• Put the postcards on your intranet 
 and feature the campaign in your staff 
 newsletter or bulletin

• Brief and involve human resources 
 colleagues

• Brief and involve trade union colleagues 
 or staff representatives

2. Support your line managers to 
 have effective discussions with 
 your cleaning operatives

Think about what your line managers need 
to help them encourage their teams to ask 
questions, to give clear answers and to 
resolve problems:

• Talk to them about the campaign and 
 why you are supporting it

• Include it in the training you provide for 
 line managers

• Encourage them to talk about the 
 campaign with their teams

• Explain that you expect the line manager 
 to keep the person informed when they 
 pass on their question or concern

• Remind them where to go for advice in 
 your own business, e.g. human resources 
 colleagues, your staff handbook, etc.

• Signpost sources of advice such as 
 Acas, Citizens Advice, Equality Advisory 
 and Support Service, HSE or TUC 

• Ask them to explain your grievance 
 procedures to staff

3. Listen to what people say and act 
 to put things right

Think about how you will use the 
campaign to understand problem areas 
and prioritise action to put things right:

• Listen to what cleaning operatives tell 
 you and look at reported grievances to 
 identify patterns and trends

• Take effective action to resolve problems

• Share what you found with your staff 
 and explain what you have done to put 
 things right

• Review your grievance and whistleblowing 
 policies and procedures and check all 
 employees understand them

• Work with trade union or employee 
 representatives on staff surveys to find 
 out how much progress you have made 
 against the problems you found

How can my business help?
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Treating your cleaning operatives 
with dignity and respect is good for 
your business. Respecting people’s 
rights at work means your cleaning 
operatives are more likely to be happy, 
stay with you for longer and be more 
productive. Taking care of people’s 
rights will also reduce the legal, 
operational and reputational risks 
for your business.

How will my 
business benefit 
from the campaign?
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2. Know your rights at work 
Postcards for cleaning operatives | Version 1 (front) 
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2. Know your rights at work 
Postcards for cleaning operatives | Version 1 (back) 
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2. Know your rights at work 
Postcards for cleaning operatives | Version 2 (front)
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2. Know your rights at work 
Postcards for cleaning operatives | Version 2 (back)
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Section 1: pages 9 - 10 
You and the know your rights 
at work campaign
This section will help you to understand the campaign 
and your role as a line manager in making it a success.

Section 2: pages 10 - 22 
Understanding employees’ rights at work
This section sets out questions your cleaning operatives 
might ask you about their rights and about the things 
your employer should be doing. It will help you to answer 
questions about:

a. Terms and conditions of employment

b. National Minimum Wage / National Living Wage

c. Wage statements

d. Paid holidays

e. Statutory sick pay

f. Safe and healthy working

g. Working time and rest breaks

h. Pregnancy, maternity, adoption and parental leave

i.  Complaints, grievances and workplace disputes

j.  Trade unions 

k. TUPE

l.  Working in the UK
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3. Know your rights at work campaign
Frequently asked questions for line managers of cleaning operatives



Q – What is the campaign about?

The campaign tells cleaning operatives 
about their basic rights at work and helps 
them to raise concerns so that any 
problems can be put right.

The Equality and Human Rights 
Commission published its Invisible 
Workforce report in 2014. It found that 
many cleaning operatives did not understand 
their rights at work and some employers 
did not adequately protect those rights.  
To find solutions to these issues, the 
Commission convened an industry-led 
taskforce which developed the ‘know 
your rights at work’ campaign.

Q – Who is the campaign aimed at?

The ‘know your rights at work’ campaign 
is aimed at everyone who works as a 
cleaning operative. Cleaning operatives 
must be able to ask questions and raise 
concerns if they do not feel that they are 
receiving their rights or are able to access 
them without any risk of being victimised 
or discriminated against.

The campaign also supports you as 
someone who manages cleaning operatives. 
These frequently asked questions will help 
you deal with questions you might get from 
the cleaning operatives who work for you.

Q – Who developed this campaign?

The Equality and Human Rights 
Commission convened an industry-led 
taskforce to develop the campaign. The 
taskforce included the Department for 
Business Innovation and Skills, the Health 
and Safety Executive as well as cleaning 
companies, business representative 
groups, client organisations, trade unions 
and voluntary organisations.

Q – Why are my cleaning operatives 
 asking me questions about their 
 rights at work?

Our postcards make cleaning operatives 
more aware of their rights and encourage 
them to talk to you if they have any concerns. 
Supervisors and line managers play 
an important role in ensuring cleaning 
operatives are treated fairly with dignity 
and respect. 

These frequently asked questions support 
you in having good conversations with 
your cleaning operatives and help answer 
any questions you might have. 

If cleaning operatives talk to you and ask 
questions, your business has a better chance 
to identify any problems and put them right.

You and the ‘know your rights at work’ campaign

9



Q – What am I expected to do 
 as a line manager?

Answer any questions your cleaning 
operatives may ask. Take a look at these 
questions and answers, as they may be 
helpful. A little extra information might be 
all that someone is looking for.

If your cleaning operatives are looking 
for information you can’t provide, then 
pass their request onto your own line 
manager or the person or team that deals 
with human resources issues in your 
organisation. 

You should check with your employer how 
they want you to handle these concerns.

If you pass on a cleaning operative’s 
question or concern, it is your responsibility 
to make sure that somebody gets back to 
the cleaning operative with an answer or 
keeps them informed about what 
is happening.

You might also want to refer cleaning 
operatives to their trade union or employee 
representative.

You can also tell your cleaning operatives 
about the other sources of advice listed on 
the postcards. These are:

•  Acas

•  Citizen’s Advice

•  Equality Advisory Support Service

•  Health and Safety Executive

•  TUC

Understanding your 
rights at work
a.  Terms and conditions 
   of employment
Q – Do I have a right to written terms 
 and conditions of employment?

An employer must give you a ‘written 
statement of employment particulars’ if 
your employment contract lasts at least a 
month or more. This isn’t an employment 
contract but does include the main terms 
and conditions of employment. 

Your employer must provide the written 
statement within two months of the start 
of employment. 

For more information about the rights of 
employees and other types of workers, 
such as agency workers, go to: https://
www.gov.uk/employment-status/employee

Q – How do I know what hours I am 
 expected to work each week?

Details of your hours of work must be 
included in your ‘written statement of 
employment particulars’. If you are 
expected to work Sundays, nights or 
overtime, this must also be included. 

See also the section on Working time 
and rest breaks
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Q – Can my employer change or vary 
 my contract without my consent?

Terms and conditions of employment 
are agreed between employers and their 
employees (or their representatives) and 
they are a legally binding contract of 
employment.  If your employer changes, 
or does not fulfil, any of the terms without 
your agreement, you may be able to make 
a claim for breach of contract.

For more information on terms and 
conditions and what should be included 
in the written statement go to: 
https://www.gov.uk/employment-contracts-
and-conditions/overview

b.   National Minimum Wage and 
National Living Wage
Q – How much is the National Living 
Wage rate?

The National Living Wage replaced the 
National Minimum Wage for people 25 
years old and over in April 2016. The rate 
is £7.20 per hour.

Q – How much is the National Minimum 
Wage rate?

The National Minimum Wage rate per hour 
depends on your age and whether you’re 
an apprentice. The rate from October 2015 
for:

• 21-24 year olds is £6.70 per hour 

• 18-20 year olds is £5.30 per hour 

• 16-17 year olds is £3.87 per hour 

The 2015/16 rate for apprentices under the 
age of 19 or aged 19 and over and in the 

first year of their apprenticeship is £3.30 
per hour. All other apprentices are entitled 
to the minimum wage rate relevant to their 
age.

Employers may offer more than the 
statutory minimum and this must be 
included in your employment contract.

Q – How often do the National Minimum 
Wage rates change?

Government reviews the rates each year 
and usually updates them in October. The 
current rates apply from October 2015.

For more information on National Minimum 
Wage go to: https://www.gov.uk/national-
minimum-wage.

Q – Is the National Living Wage the same 
as the Living Wage and the London Living 
Wage?

No, it is not the same thing. Some 
employers have signed up to pay their 
staff the voluntary Living Wage or the 
voluntary London Living Wage (for people 
who work in London). These rates of pay 
are set by the Living Wage Foundation and 
the Greater London Authority rather than 
by the Government. As it is a voluntary 
scheme for employers, you are not 
automatically entitled to these pay rates.

c.   Wage statements 
   and pay slips
Q – Should I be getting a wage statement 
 or pay slip?

Yes. You are entitled to a written, itemised 
wage statement or pay slip. You should 
get this when or before you are paid.

Wage statements or pay slips can be in 
paper or electronic format.
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Q – What should be on my wage 
 statement?

Wage statements or pay slips must 
show your earnings before and after any 
deductions, explain any deductions and 
show how your wage is paid.

For more information go to: 
https://www.gov.uk/payslips

d.   Paid holidays
Q – How much paid holiday should I get?

You are legally entitled to 5.6 weeks of 
paid holiday each year, which may include 
bank holidays. This is often known as 
statutory leave entitlement or annual leave.

Employers may offer more than the 
statutory minimum and this must be 
included in your employment contract.

To calculate your statutory leave 
entitlement, go to: https://www.gov.uk/
calculate-your-holiday-entitlement

Q – Can my employer include bank 
 or public holidays in my leave   
 entitlement?

Yes. Your employer can choose to include 
bank or public holidays as part of your 
statutory leave entitlement.

Q – Can I take my paid annual leave 
 when I choose?

Most employers will offer some choice 
about when you take your holidays. 
However, they can decide when you take 
some or all of your leave, for example, to 
cover an annual shut down at Christmas.  

Q – Can my employer make me work 
 on a bank or public holiday, such as 
 Christmas Day?

Yes. There is no statutory right to time off 
on a bank or public holiday. Your employer 
has the right (whether or not this is set out 
in your employment contract) to require 
you to work on a bank or public holiday. 

Q – What happens to my annual leave 
 when I go on maternity leave?

Your leave year and holiday entitlement 
is not affected by maternity, paternity, 
shared parental or adoption leave. You 
still build up (accrue) holiday entitlement 
over these periods.

For more information on holiday pay go to: 
https://www.gov.uk/holiday-entitlement-rights    

Q – What happens to my annual leave 
 if I am sick?

Your holiday entitlement is built up (accrued) 
while you are off work sick – no matter 
how long you are off. Any holiday entitlement 
that isn’t used because of illness can be 
carried over into your next leave year.

e.  Statutory Sick Pay
Q – Am I entitled to statutory sick pay?

To qualify for Statutory Sick Pay (SSP) 
you must:

•  Be classed as an employee and have 
 done some work for your employer

•  Have been ill for at least four days in 
 a row (including non-working days)

•  Earn at least £112 (before tax) per week

•  Tell your employer you’re sick before 
 their deadline - or within seven days 
 if they don’t have one
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Q – What will I get?

You can get £88.45 a week Statutory Sick 
Pay (SSP) for up to 28 weeks. You get 
SSP for the days you would normally have 
worked. It’s not paid for the first three days 
you’re off, unless you’ve been paid SSP 
within the last eight weeks and are eligible 
for it again. 

Employers may offer more than the 
statutory minimum and this must be 
included in your employment contract.

Q – Do I need a sick note from my doctor?

You only need a doctor’s ‘fit note’ 
(previously called a sick note) if you’re off 
sick for more than seven days – including 
non-working days.

Q – What if I am not eligible for SSP 
 or my SSP ends?

You may be able to apply for Employment 
and Support Allowance. 

For more information on Statutory Sick 
Pay go to: https://www.gov.uk/statutory-
sick-pay

For more information on Employment and 
Support Allowance go to: https://www.gov.
uk/employment-support-allowance

f.   Safe and healthy work places 
 Your responsibilities
Q – Do I have any health and safety 
 responsibilities at work?

Yes. You have a duty to take care of your 
own health and safety and that of people who 
may be affected by your actions at work.

You must co-operate with your employer 
and colleagues to help everyone meet their 
legal requirements. 

For more information go to http://www. 
hse.gov.uk/workers/areyou.htm and 
http://www.hse.gov.uk/pubns/indg450.pdf

Q – What should I do if I have questions 
 or concerns about health and safety 
 in my workplace?

You should talk to your manager, health 
and safety representative or a trade union 
representative.

Your employers’ responsibilities
Q – What are my employer’s responsibilities 
 for my health and safety?

Your employer is responsible for health 
and safety in the business. 

In managing health and safety, your 
employer must control the risks in your 
workplace. To do this they need to think 
about what might cause harm to people 
and decide whether they are taking 
reasonable steps to prevent that harm. 
This is known as a risk assessment. This 
is about thinking about the type and scale 
of the risk that may take place in your 
workplace and taking sensible steps to 
prevent the risk from happening.

Training
Q – What training should my 
 employer provide?

Your employer must provide information 
and training so that you are competent to 
perform your cleaning tasks without putting 
your health and safety, or anybody else’s, 
at significant risk. 
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When you are working in someone else’s 
premises, your employer and the premises 
occupier will need to consider what additional 
training you might need, for example, site 
specific evacuation procedures.

Any training must be tailored to the tasks 
you are expected to carry out. It will most 
likely cover lifting and carrying, using 
chemicals and using equipment.

For more information, go to http://www.hse.
gov.uk/simple-health-safety/provide.htm

Q – Should I be charged for any training?

No. Your employer must provide this free 
of charge.

Working with chemicals
Q – I work with different cleaning chemicals, 
 how do I know if they are dangerous?

Most cleaning products you are asked to 
use won’t be dangerous but you should 
follow the instructions provided on the 
packaging.  If a product is dangerous, your 
employer will have a safety data sheet 
which you can ask to see. 

Your employer must keep their assessment 
of dangerous chemicals under review.

Q – What is a safety data sheet?

Safety data sheets provide information 
on chemical products that help users 
to assess the risks from their use. They 
describe the hazards the chemical 
presents, and give information on 
handling, storage and emergency 
measures in case of accident.

For more information, go to http://www.
hse.gov.uk/coshh/basics/datasheets.htm

Q – How can I avoid contact with 
 cleaning chemicals?

Put some distance between you and 
the chemicals:

•  Use personal protective equipment 
 provided by your employer, e.g. wear 
 strong, re-usable gloves and ask for 
 replacements if they become damaged

•  Wash off any splashes immediately 

•  Put the cap back on containers – 
 immediately after use – and wipe the 
 outside clean 

•  Use a mop with a handle, rather than a 
 cloth, for cleaning floors and surfaces

Q – Does my employer have to provide 
 personal protective equipment?

It depends. If their risk assessment 
identified the need for personal protective 
equipment, then your employer is legally 
required to provide this free of charge. 
Your employer should give you information 
that lets you understand what issues the 
risk assessment identified and how these 
will be controlled.

For more information, go to http://www.
hse.gov.uk/pubns/indg174.pdf

Q – Should the cleaning chemicals I use 
 be kept locked away?

Locking up cleaning chemicals is sensible 
if vulnerable people are able to get hold 
of them.

For more information, go to http://www.
hse.gov.uk/cleaning/topics/coshh.htm
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New and Expectant Mothers 
(see also the section on 
Pregnancy, maternity, adoption 
and parental leave)
Q – I’m pregnant - should my employer do 
 a separate, specific risk assessment? 

There is no legal requirement for your 
employer to conduct a specific, separate 
risk assessment when you are pregnant. 

They must carry out a general risk 
assessment for all their employees to 
assess each of the health and safety risks 
they are exposed to while at work. This 
must include risks for female employees 
of childbearing age, including new and 
expectant mothers. You can ask to see the 
outcome of the risk assessment and your 
employer must show it to you.

After you tell your employer that you are 
pregnant, your employer may wish to look 
at your original risk assessment to identify 
if there is anything else they need to do 
to make sure you or your baby are not 
exposed to risk.

Q – What action should be taken if a 
 significant risk is identified?

If a significant health and safety risk is 
identified for a new or expectant mother, 
which goes beyond the normal level of 
risk found outside the workplace, your 
employer must take the following actions:

•  Temporarily adjust your working 
 conditions and / or working hours 

or if that is not possible

•  Offer suitable alternative work (at the 
 same rate of pay) if available 

or if that is not possible and as a last resort

•  Suspend you from work on paid leave 
 for as long as necessary to protect your 
 health and safety, and that of your child

However, the law says that, where 
appropriate, suitable alternative work 
should be offered (on the same terms 
and conditions) before any suspension 
from work.

Q – What facilities should my employer 
 provide whilst I’m pregnant or 
 breastfeeding? 

Your employer is legally required to provide 
somewhere for you to rest when pregnant 
or breastfeeding. Where necessary, this 
should include somewhere to lie down.  

You can ask your employer to provide a 
private, healthy and safe environment for 
you to express and store milk, although 
there is no legal requirement for them to 
do so. It is not appropriate to expect you 
to express milk in the toilets.

Q – What breaks am I entitled to?

You will need to agree the necessary 
timing and frequency of rest breaks with 
your employer. Your employer should take 
into account that a new and expectant 
mother is likely to need to go to the toilet 
more often because it is important to drink 
plenty of fluids in either condition. 
Your employer should also take into account 
the risk of fatigue if a new or expectant 
mother is required to stand for long periods.

For more information, go to http://www.
hse.gov.uk/mothers/faqs.htm
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Preventing occupational 
dermatitis (skin problems)

Q – What gloves should I use to prevent 
 skin problems?

Strong, re-usable gloves should be fine, 
unless the label on any of your cleaning 
products says otherwise. 

Q – Can’t I just use a barrier cream?

No. There are no true ‘barrier’ creams. 
Chemicals will always work their way 
through to the skin. However, moisturising 
creams used regularly will help keep your 
skin supple and help prevent dermatitis. 

Q – My skin gets a bit cracked and dry, but 
 why should I worry about dermatitis? 

Skin dryness and cracking are early signs 
of dermatitis and shouldn’t be ignored. You 
should check with your GP if you notice 
these signs. The things you do in your job 
mean that you have an increased chance 
of suffering from dermatitis, but preventing 
it is easy.

For more information, go to 
http://www.hse.gov.uk/skin/index.htm

Musculoskeletal Disorders (MSD)
Q – What should I do if I get pain 
 associated with my job?

Cleaning is hard work. The biggest issue 
in the cleaning industry is back pain. 
Recognising and reporting aches and 
pains is crucial. You should speak to your 
line manager or employee representative 
as soon as possible.

For more information, go to http://www.hse.
gov.uk/cleaning/backpain.htm

Q – What should my employer then 
 do to reduce any pain associated 
 with my job?

It is good practice for your employer to 
revisit their risk assessment. Finding 
a successful solution to back and 
muscle problems is often easier when 
you, your employer and your employee 
representative work together.

For more information, go to 
http://www.hse.gov.uk/risk/faq.htm

Stress
Q – What is work-related stress?

Work-related stress is the adverse reaction 
people have to excessive pressures or 
other types of demand placed on them at 
work. There is a clear distinction between 
pressure, which can be a motivating factor, 
and stress, which can occur when this 
pressure becomes too much to manage.

Q – If I suffer work-related stress, what 
 should my employer be doing about it?

Your employer has a duty to:

•  Assess the risk of stress-related ill 
 health arising from work activities 

•  Take measures to control that risk, for 
 example tackling bullying at work or giving 
 cleaning operatives more control over 
 their work

•  Make reasonable adjustments if an 
 employee has a disability which the 
 employer knows about

For more information go to: http://www.
hse.gov.uk/stress/information.htm
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Q – If I suffer work-related stress, 
 what should I do?

You should first discuss the situation 
with your line manager or employee 
representative (for example a trade union 
representative). Consultation is a two-
way process and you will need to share 
information to put in place effective plans 
to tackle any problems. Your manager 
must take your opinions into account when 
deciding what actions to take, and must 
tell you the reasons for their decisions.

For more information, go to http://www.
hse.gov.uk/stress/furtheradvice/wrs.htm

g.  Working time and rest breaks

Working time
Q – What is the maximum number of hours 
 I can be required to work a week?

You should not work more than 48 hours a 
week on average. Average working hours are 
normally calculated over a 17-week period.

Q – What if I want to work more than 48 hours?

You can choose to opt out of the 48-hour 
limit, for a certain period, or indefinitely.  
The decision to opt out must be voluntary 
and be recorded in writing. You shouldn’t 
be dismissed or treated unfairly for 
refusing to sign an opt-out.

Q – Can I cancel my opt-out agreement?

You can cancel your opt-out agreement 
whenever you want - even if it’s part of 
your employment contract. You must 
give at least seven days’ notice.

This could be longer (up to three months) 
if you previously agreed this in the written 
opt-out agreement with the employer.

For further information on working time go 
to: https://www.gov.uk/maximum-weekly-
working-hours/overview

Q – Will I be paid for the time I spend 
 travelling between cleaning jobs for 
 my employer?

Yes. You should be paid your usual rate of 
pay when you travel from one location to 
another as part of your shift.

You will not be paid for travelling between 
your home and work or for agreed 
rest breaks.

You cannot be paid for time travelling 
between jobs for different employers.

For further information on what is 
included in working time go to https://
www.gov.uk/maximum-weekly-working-
hours/calculating-your-working-hours 
and http://www.acas.org.uk/index.
aspx?articleid=1373

A recent European Court of Justice 
decision – about mobile workers with 
no fixed place of work – says time spent 
travelling between home and your first 
and last job should be considered as 
working time. 

You should be aware that this may have 
an impact on breaks if your working day 
is extended as a result of travelling time. 
However, there is no legal requirement for 
your employer to pay for travelling time in 
those circumstances.
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Rest breaks
Q – What rest breaks should I have?

If you work more than six hours a day 
you have the right to one uninterrupted 20 
minute rest break.

You have the right to 11 consecutive hours 
rest between working days. For example 
if you finish a shift at 8pm, you shouldn’t 
start work again before 7am the next day.

You have the right to an uninterrupted 24 
hours without any work each week, or 48 
hours each fortnight.

For further information go to: 
https://www.gov.uk/rest-breaks-work

Night work
Q – Are there special rules for night work?

Before you start working at night, you must 
be offered a free health assessment. 

Employers must make sure that night 
workers don’t work more than an average 
of eight hours in a 24-hour period.  

For further information go to: 
www.gov.uk/night-working-hours

Flexible working
Q – What is flexible working?

Flexible working is a way of working that 
suits an employee’s needs, helping them 
balance their work and home lives. An 
example of this might be having flexible 
start and finish times. 

Q – Can I ask to work more flexibly?

Yes. All employees have the right to 
request flexible working - not just parents 
and carers.

To be eligible, you must have worked for 
the same employer for at least 26 weeks.

Your employer must deal with your request 
in a reasonable manner and give you an 
answer within three months. They can 
refuse your application if they have a good 
business reason for doing so.

For more information go to: https://www.
gov.uk/flexible-working/overview

h. Pregnancy, maternity, 
 adoption and parental leave

Pregnancy and maternity 
(see also the ‘new and expectant 
mothers’ questions in the Safe 
and healthy working section)

Q – I am pregnant, what are my rights?

Pregnant employees have four main rights:

•  Paid time off for antenatal care 

•  Statutory Maternity Leave 

•  Statutory Maternity Pay or Maternity 
 Allowance

•  Protection against unfair treatment, 
 discrimination or dismissal

Q – How much Statutory Maternity Leave 
 should I get?

Statutory Maternity Leave is 52 weeks for 
employees. You don’t have to take the full 
52 weeks but you must take two weeks’ 
leave after your baby is born.

You can find out how much pay you can get 
at: https://www.gov.uk/pay-leave-for-parents

For further information go to: https://www.
gov.uk/maternity-pay-leave/overview
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Statutory Paternity Leave
Q – Am I entitled to paternity leave?

Employees may be eligible for Statutory 
Paternity Leave and Pay if they and their 
partner are having a baby or adopting a 
child.  Statutory Paternity Pay for eligible 
employees is either £139.58 a week or 
90% of their average weekly earnings 
(whichever is lower).

Q – Am I entitled to time off work to 
 go with my wife / partner to her 
 ante-natal appointments?

Yes. The baby’s father or the partner of a 
pregnant woman has the right to unpaid 
time off work to go to two ante-natal 
appointments. Your employer can ask 
you to confirm your relationship to the 
mother and for details of the ante-natal 
appointments.

For further information go to: http://www.
equalityhumanrights.com/about-us/our-
work/key-projects/managing-pregnancy-
and-maternity-workplace and https://www.
gov.uk/employers-paternity-pay-leave

Shared Parental Leave
Q – What is shared parental leave?

Shared Parental Leave is designed to give 
parents more flexibility in how to share the 
care of their child in the first year following 
birth or adoption. 

Parents can share a pot of leave, and 
decide to be off work at the same time 
and/or take it in turns to have periods 
of leave to look after the child.

However, a mother must take a minimum 
of two weeks’ Statutory Maternity Leave 
following the birth.

For more information go to: http://www.
acas.org.uk/index.aspx?articleid=4911

i.   Complaints, grievances 
   and workplace disputes
Q – Why is my employer interested in 
 my concerns or complaints?

Employers need to know about problems 
you are having at work so they work with 
you to put things right. 

Q – Can I sort out a problem with my 
 employer informally?

Yes. Often the best way to sort out a 
problem with your employer is to talk to 
them informally.

You should ask for a meeting with your 
manager to explain your concerns. You 
might find it helpful to suggest to your 
employer what you would like them to do 
to resolve the problem. If you don’t feel 
you can talk to your own manager, you 
can ask to speak to another manager.

If you belong to a trade union, you can ask 
your trade union representative to help you 
to resolve the problem at an early stage. 
Involving trade union representatives at 
an early stage can help resolve problems 
before they escalate.
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Q – What if I can’t sort out my 
 grievance informally?

If you’ve tried solving a problem or concern 
informally by talking to your manager but 
you’re not satisfied, you can make a formal 
grievance complaint in writing. 

A grievance is a concern, problem or 
complaint that you raise with your employer. 
Your employer should have a written 
procedure in place about how they deal 
with formal grievances.

Look at your employer’s grievance 
procedure. This will show you what to do 
and explain what happens at each stage 
of the process. After you have raised your 
grievance in writing, you’ll have a meeting 
to discuss the issue.

For more information got to: 
http://www.acas.org.uk/grievances

Q – What happens at the meeting?

The aim of the meeting is to get to the facts 
and find a way to resolve the problem.

Your employer will go through the 
grievance and give you the chance to 
comment. You can bring supporting 
documents if you want. 

Q – Can I be accompanied to 
 a grievance meeting?

Yes, you can be accompanied by a 
colleague or a trade union representative. 
You may also be able to bring a family 
member or Citizens Advice Bureau worker 
but this will depend on your employer’s 
procedures. 

Q – What can I do if I’m not satisfied 
 with the result?

You can appeal the result of a grievance 
in writing. Your employer’s grievance 
arrangements will set out how to do that 
and how long you have to make your appeal.

For further information go to: 
https://www.gov.uk/handling-employee-
grievance/overview

Q – What is a whistleblower?

A whistleblower is a worker who reports 
serious wrongdoing – usually something 
they have seen at work.  Reporting the 
wrongdoing must be in the public interest. 
In other words, it must affect other people.

You can ‘blow the whistle’ – at any time 
– about an incident that happened in the 
past, is happening now, or you believe will 
soon happen.

You are protected by law and shouldn’t be 
treated unfairly or lose your job because 
you ‘blow the whistle’. 

Q – What type of complaint counts 
 as whistleblowing?

You are protected by law if you report 
something serious such as:

•  Someone’s health and safety being 
 in danger

•  The company is breaking the law

•  Your belief someone is covering up 
 wrongdoing 

For further information go to: 
https://www.gov.uk/whistleblowing/what-is-
a-whistleblower
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j.   Trade unions 
Q – Am I allowed to join a trade union?

Yes, you can choose whether to join a 
trade union or not. Your employer isn’t 
allowed to treat you unfavourably because 
you are a trade union member or make 
you either join or leave a trade union.

For further information go to: https://www.
gov.uk/join-trade-union/trade-union-
membership-your-employment-rights

k.  TUPE
Q – What is TUPE?

TUPE refers to the Transfer of Undertakings 
(Protection of Employment) Regulations 
which protect people’s employment rights. 
For example, TUPE Regulations apply 
when a new contractor takes over a cleaning 
contract from another contractor and existing 
employees transfer to the new contractor.

Under the TUPE Regulations, your terms 
and conditions of employment transfer to 
your new employer and remain the same 
as they were with your old employer. 

Q – How does TUPE affect collective 
 agreements?

An employer may have an agreement with 
employees’ representatives – trade unions 
or staff associations – for negotiating terms 
and conditions like pay or working hours. 
This is called a collective agreement. 

Collective agreements in place at the time 
of the transfer will also transfer to your 
new employer.

However, after a year, your new employer 
is able to renegotiate terms and conditions 
covered by a collective agreement as long 
as the overall change is no less favourable 
to the employees involved. Any change to 
a collective agreement must be agreed.

Q – Do I have a right to know about 
 a planned transfer?

Yes. You and your trade union or employee 
representatives have a right to be informed 
or consulted when a transfer is planned.

For further information go to: https://www.
gov.uk/government/publications/tupe-a-
guide-to-the-2006-regulations

l.    Working in the UK
Q – Why am I being asked to show I’m 
 allowed to work in the UK?

Employers have a duty to prevent 
illegal working in the UK by carrying out 
document checks on all people before 
employing them. These checks confirm 
that a cleaning operative has the right 
to work here.

Some workers feel these checks are done 
in a discriminatory manner, and only affect 
people of a particular colour, ethnicity or 
nationality. The postcard sets out what 
your employer must and must not do.

Q – Does this only apply to ethnic minority 
 or migrant workers?

No. If your employer only carries out the 
checks on cleaning operatives because 
of their colour, ethnicity or nationality, they 
could find themselves accused of unlawful 
discrimination. This could be used as 
evidence against them at an Employment 
Tribunal under the Equality Act 2010.
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Q – My last employer checked my 
 documents - why am I being asked 
 for these again?

All employers have a duty to prevent 
illegal working in the UK by carrying 
out document checks on people before 
employing them to confirm they have 
a right to work here.

If you have changed employers through 
the Transfer of Undertakings (Protection 
of Employment) (TUPE) arrangements, 
your new employer must repeat the 
document checks. Your new employer 
has 60 days from the date of the transfer 
of the business to carry out these checks.

Q – What should my employer do, 
 if I can’t provide the documents they 
 are looking for?

Employers should not assume you are not 
eligible to work in the UK. They should 
try to keep the job open for as long as 
possible to give you the opportunity to 
demonstrate your right to work. But they 
are not obliged to do so if they need to 
recruit someone urgently.

If they employ you without carrying out 
the right document checks your employer 
may face a fine of up to £20,000. 

This information is correct as of 24 
September 2015.
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