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A Guide to Employee Benefits 

Family friendly

Many people face challenges trying to juggle work and family responsibilities. Guide Dogs provide very generous maternity and paternity leave, adoption leave, parental leave and compassionate leave. All of these are enhanced schemes, meaning you get more than the statutory minimum.

For more information please take a look at Guide Dogs intranet: HR& Diversity/HR Services/Policies and Procedures. 

Occupational Maternity Scheme 
Including a maternity return-to-work childcare allowance 
Occupational Paternity Scheme 

Occupational Adoption Scheme 
Flexible Working 

Childcare Voucher Scheme 

This scheme enables employees to be paid a portion of their salary as childcare vouchers. Salary taken as childcare vouchers is exempt from Tax and National Insurance contributions, which means employees save money on the salary paid to them in this way.

From 6 April 2011, changes in employer supported childcare legislation means that an employee can opt to take the following:

Basic rate tax payer

Up to £55 weekly, £243 monthly, £2,915 annually

Higher rate tax payer

Up to £28 weekly, £124 monthly, £1,484 annually

Additional rate tax payer

Up to £22 weekly, £97 monthly, £1,166 annually

The vouchers cover care for children up to the age of 16 years and can be used for registered and approved childcare, including independent nursery schools, registered childminders, playgroups, crèches and out-of-school and holiday clubs.

If you have a query about the childcare voucher scheme and wish to speak to someone, please contact the childcarepass helpline on freephone: 0800 328 7411.  For full details of the childcare voucher scheme (including how to apply), please refer to the Guide Dogs intranet section: HR&Diversity/HR Services/Benefits/Childcare.

Financial

Life Assurance Benefit 
A lump sum equal to four times your last annual salary will be payable upon your death whilst you are employed by Guide Dogs. All contracted employees are entitled to this benefit and the Trustees have absolute discretion over who receives payment of the lump sum life assurance benefit.  A death in service benefits nomination form is available on the Guide Dogs intranet: HR&Diversity/HR Services/Benefits/Pension.

The Guide Dogs Personal Pension Plan 

(The DC Plan)

New employees will be invited to join the DC plan when they first join Guide Dogs.  If you do not return the joining form by the first day of the second complete month of employment (even if you do not wish to join) you will be auto-enrolled into the DC Plan for a minimum of 12 months.  Employees can join from age 16 until age 74.  On the joining form, you may choose which level of contribution you wish to make, with the minimum level being 3% of your salary.  Guide Dogs will make contributions on your behalf, 2% higher than your contribution rate up to a maximum of 9%.  You may also choose which funds you wish to invest your contributions in, more details of which can be found in the Member Pack sent to you when you join Guide Dogs.  The joining form can also be used to opt out of the DC Plan.

If you are auto-enrolled you will be entered at the minimum level of 3% employee contribution, with Guide Dogs contributing 5% into the default investment fund as outlined in the Member Pack.

Salary Exchange

Members of the Guide Dogs Personal Pension Plan (the DC Plan) and members of the Final Salary Scheme (DB Scheme) from the 1st May 2011 onwards, can enjoy the benefit of Salary Exchange (also known as “salary sacrifice”.)
Salary Exchange is a government-backed scheme which allows you to avoid making National Insurance (NI) contributions on your pension contributions.   Therefore your take-home pay will be higher because your NI Contributions are lower. When you make a pension contribution without Salary Exchange, you will already have paid NI contributions. By exchanging a portion of your salary, contributions into your plan will remain the same, but your take home pay will be increased by the savings in NI.   The amount you exchange is paid to your pension plan directly by Guide Dogs, rather than being paid to you.

Please note

Salary Exchange may not be beneficial to all employees.  The following groups would probably not benefit:

· If their salary is below £7,500 per annum (includes part-timers)

· If salary exchange takes them below the minimum wage (currently £5.95/ hour for adults)

· If the result of all Salary Exchange schemes reduces the taxable pay close to the Lower Earnings Level of £5,304,

For further information please refer to the Guide Dogs intranet section:  HR&Diversity/HR Projects/Pensions Review 
Permanent Health Insurance 

Guide Dogs operates a permanent health insurance scheme, the purpose of which is to provide you with a continuing income in the event of you being unable to work because of long term disability or illness, subject to approval by the insurer.

Membership applies automatically to all employees who have completed a minimum of six months’ service and are at least 18 years of age.  Membership automatically ceases on reaching retirement or termination of employment. The scheme provides a continuing income of 75 per cent of salary, less deduction of related state scheme benefits. Guide Dogs meet the costs of the insurance premium and no contributions are required on the part of employees.
Further details of the scheme are given in the staff handbook on the Guide Dogs intranet: HR&Diversity/HR Services/Staff Handbook.

Personal Accident Scheme 
All employees of Guide Dogs are given full 24 hour cover under the Group Personal Accident Policy. This provides benefits of three times annual salary in the event of death as a result of an accident.  Although the Trustees of the policy have absolute discretion in disposing benefits arising under the policy, employees may nominate their intended beneficiaries. 

The Group Personal Accident nomination forms are available on Word Templates (HR General – HRG-PF14).

Further details of the scheme are given in the staff handbook on the Guide Dogs intranet: HR&Diversity/HR Services/Staff Handbook.

Season Ticket Loans 
Season Ticket Loans are a way of helping employees with the specific cost of travel to and from work by public transport, by providing an interest free loan.

Loans can be for three months, six months or for an annual season ticket and all permanent staff who have completed their probation period are eligible to apply.

For full details of scheme, including how to apply, please refer to the Guide Dogs Intranet: HR&Diversity/HR Services/Policies and Procedures.

At Work

Eye Care Scheme 
Guide Dogs have teamed up with Spec savers to offer this scheme, which provides you with a voucher entitling you to a full eye examination with Spec savers, our designated optician.

If you are found to require glasses solely and specifically for VDU use, you will be entitled to a pair of single vision glasses with Pentax lenses from their £45 range in store, or if you wish you can upgrade to a higher price range and use the voucher as a £45 contribution towards a pair of glasses. For more information, please go to Guide Dogs’ intranet: HR/Benefits/Eye Care Scheme.

Give As You Earn Scheme 
This scheme is an easy way for employees to give regularly to charity through the payroll – plus it’s both flexible and tax efficient. You choose how much you want to give each month, and the charities you want to give to. The donation then comes off your gross pay, before the taxman touches it. The money is then distributed to your chosen charity. 

For further details, please refer to the Charities Aid Foundation website - Sharing the Caring - www.sharingthecaring.org and click on ‘Payroll giving’ to donate. 

Wellbeing at Work

Guide Dogs believe that Wellbeing at Work is about creating an environment to promote a state of contentment which allows all employees to flourish and achieve their full potential for the benefit of themselves and of Guide Dogs. 

Wellbeing is more than an avoidance of becoming physically sick or stressed.  It should involve proactive and positive steps by both the organisation and by all employees to actively maximise their physical and mental health and as a result make Guide Dogs a more productive and satisfying place to work. 

Wellbeing initiatives at Guide Dogs include Occupational Health and the Employee Assistance Programme.

For more information, please go to the Guide Dogs Intranet: HR&Diversity/HR Services/Wellbeing

Occupational Health

Guide Dogs offer a number of Occupational Health initiatives.  These include access to an interactive web site called Health Matters, which is designed to help employees look after their health in work and at home. It provides a range of information, support and advice on a range of health topics.  Follow this link to view the website: http://healthmanagement.org.uk/healthmatters/home/GuideDogs.aspx
In addition Guide Dogs receive employee wellbeing and healthy living promotional materials.  This website is provided by Health Management, who also provide Occupational Health Advice and support. Guide Dogs also work with Canada Life, who provide rehabilitation consultancy advice.  

Employee Assistance Programme 
Right Corecare offers you a freephone, confidential helpline which provides you with unlimited access to advice, information and face-to-face counselling support, where appropriate. The service is designed to help individuals deal with a range of problems, no matter how big or small, which may affect their personal lives or performance at work, for example: emotional, personal, legal, financial, marital/family, work/career, consumer issues, diet, smoking, health, AIDS, welfare, dependant care, support groups. 

The freephone helpline is available at any time of the day or night, 365 days a year. The helpline numbers are:

Counselling, Advice and Information (including legal): 0800 1116 387 

From outside the UK: +44 845 330 5132

Management Support: 0800 1116 385

Text phone users dial 18001 followed by the full Helpline number 

Web: http://eap.rightcorecare.co.uk/
Hearing Tests

Guide Dogs conduct yearly audiometric testing of kennel based staff, to ensure that the risk of hearing damage to employees and others who work in noisy areas or with noisy equipment is reduced to a minimum.
Dog Friendly Environment 
Dogalogue 
All employees are entitled to a 10 per cent discount on orders from the Guide Dogs charity catalogue (issued annually). Orders should be placed with the Trading Department, based at Hillfields.

Local and National Employee Representative Forums 
Guide Dogs has local and national employee representative forums, which enable both Guide Dogs and its employees to give and seek their views and ideas.  Contact details are on Guide Dogs’ intranet/NSCC.

Training and Career Development Opportunities 
Guide Dogs is committed to the development of all staff, and in addition to training programmes co-ordinated by a dedicated department, we look to provide employees with both career development and continuous professional development. For further information please access the Employee Development Course and Service Directory on Guide Dogs’ intranet/Employee Development.

As part of developing a strong performance management culture, it is important that employees are continually given constructive feedback on their performance in order that they can develop. One to one meetings and annual Individual Contribution Planning meetings with your line manager are a vital tool in the achievement of this. 

Staff Survey 
Employees are given the opportunity to say how they feel about working for Guide Dogs in a staff survey, so that improvements can continue to be made.

To ensure that employees are able to record their views safely and openly, an independent company conducts the survey on Guide Dogs’ behalf. The results of the staff survey are communicated to all employees and areas for development are identified with regular reviews.

Time Off

Holiday 
The basic paid holiday entitlement, excluding public and bank holidays, for full time employees in each complete year is 25 days regardless of grade and length of service.  An additional two days full time equivalent annual leave entitlement will be granted after three years continuous service.

Annual leave and bank holiday entitlements for employees who work less than five days per week are calculated pro rata, according to the number of days worked each week, and in accordance with good practice advice issued by the Government. 

Further details are provided in the Staff Handbook on Guide Dogs’ intranet: HR/Staff Handbook.

Special Leave 
There may be occasions when an employee requires special leave of absence. Guide Dogs’ special leave procedure covers time off for the following: 

medical and dental appointments, blind and partially sighted employees to undertake mobility training, dependents, compassionate leave, domestic emergencies, adverse weather, additional employment, public duties or voluntary activities and religious observance.

Further details are given in the Special Leave Procedure on Guide Dogs intranet: HR/HR Services/Policies and Procedures. 

Working Hours 
Full time employment is defined as that in which the total normal contracted hours are not less than 35 per week. Your hours of work are clearly defined in your Statement of Terms of Employment.

Occupational Sick Pay Scheme 
Where Staff qualify, Guide Dogs is required to make statutory sickness payments (SSP). Guide Dogs also has its own sick pay scheme, including full pay for a period of time subject to conditions. Further details are given in the Managing Sickness Absence Procedure on Guide Dogs’ intranet: HR/HR Services/Policies and Procedures. 

