
Policies
All St Martins polices are available on our intranet. You will be required to read and sign 
a number of core polices in your first 6 weeks of starting with us but the following key 
policies have been included in your new starter pack.  

Staff Code of Conduct

Confidentiality Policy (including record keeping)

Data Protection Policy

Access to systems

Health and safety 
Immunisation

We take the health and safety of our staff, volunteers and residents very seriously 
and have policies and procedures in place to support you, these can be found on our 
Intranet site. It is strongly recommended that all staff and volunteers who may come 
into contact with people who use our services consult their doctor about immunisation 
such as Hepatitis, Tetanus and TB. Your line manager will advise you.

Working for St Martins

Please ensure you log on at the earliest 
opportunity and change your passwords 
following the St Martins password 
guidelines:

Avoid choosing obvious passwords 
(such as those based on easily-
discoverable information like the 
name of a favourite pet).

Try not to choose common 
passwords (e.g. Password01)

Do not to use the same password 
anywhere else, at work or at home. If 
your password is compromised then 
there are less to change.

If you must record your password, 
store and retrieve them securely — 
e.g. in a sealed envelope in a secure 
cupboard.

Log on IDs and passwords for the following 
systems will be provided when you start:

Email address and Windows log on - This 
will give you access to you emails in Outlook 
and your calendar. 

Salesforce / Lumis - If your role requires 
you to use either of these systems to update 
client data you will receive further details and 
training.  

HR Self Service - You can use this self-
service system to view and update your 
personal details and to request and view 
your holiday. 

Staff Intranet - This can be accessed via our 
website and is the place to go for policies, 
forms and staff news. 

Timesheets - Time sheets will be available 
every month for you to complete. 



Staff Benefits

Your details 
The Staff Privacy Notice and our Data Protection Policy outlines what personal 
information we hold, why we hold it and what we do with it. It is your responsibility to 
keep this information up to date so please use the HR Self Service system to update 
your address and bank details or use the Employee Details Form that can be found on 
the Intranet. 

Social Media
Don’t forget to follow us on social media and share and like our posts @stmartinsnfk on 
Facebook, Twitter and Instagram.

Holiday

You will receive a pro rata holiday 
entitlement for your first year (unless you 
join at the beginning of the year). Your 
holiday entitlement can be found on HR 
Self Service. 

Birthday holiday

In addition to your contractual holiday 
entitlement you are also entitled to a 
day off for your birthday which is to be 
taken in the month of your birthday. 
This must be agreed with your manager 
like any other day off. You will need to 
record the day off on your time sheet but 
add ‘birthday holiday’ in the comments 
section so we know not to take that day 
from your entitlement. 

Perkbox

This is an online scheme that gives you 
access to discounts for holidays, shops, 
restaurants, theatre, cinema and internet 
shopping, free mobile phone insurance 
amongst other things. You will receive an 
email with a link to register for the service 
once you have started. 

Counselling Service

St Martins provides access to a free 
confidential and independent counselling 
service for all staff. Details are enclosed in 
this pack.  

Corporate Clothing

As a member of staff you are allowed 
either a St Martins branded polo shirt, 
fleece or hoodie. Please let your manager 
know what you would like. Additional 
clothing can be purchased at a small cost. 

Cycle Scheme

Anyone who would like to commute to 
work by bike can save between 30% 
and 40% of the cost of a new bike and 
accessories and also spread the total 
cost equally over a 12-month period. St 
Martins will initially pay for the bike and 
accessories but the bike will not be yours 
until you have paid the 12 instalments 
plus a final transfer fee of 5% of the initial 
cost.

Computing scheme 

This allows you the opportunity to 
purchase the latest IT equipment whilst 
saving on your National Insurance 
Contributions (NICs) through simple and 
convenient payments directly from your 
salary.

You can spread the cost over 12, 24 or 36 
months with no credit checks, providing 
you the opportunity to own the latest IT 
equipment, such as an iPad for less than 
£10 per month.


