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 Employment Policy

Leaf Tobacco A. Michailides Group is committed to promoting best employment practice and equal opportunities in tobacco industry. 

Leaf Tobacco A. Michailides Group believes that good employment practice, by and for all managers, supervisors, employees, staff across all locations where the Group carries out its work, contractors, agency, temporary staff, consultants and any other workers, will contribute positively to the effectiveness and influence of the profession. It will also improve business opportunities, employment diversity and personal development.
Purpose

The benefits of adopting good employment practice are numerous and well documented. Business benefits can include reduction in turnover of employees and therefore costs associated with recruitment and training; increased staff morale and productivity; and a diverse workforce that brings a wider knowledge base and experience and skills to offer to clients.

Leaf Tobacco A. Michailides Group expects that its managers and supervisors across all locations where the Group carries out its work, will follow their legal obligations as employers and their professional obligations as set out in the LTAM HR Policy manual. The purpose of this policy is to encourage LTAM members as employers and employees to promote best practice in employment and to support members in fulfilling their professional obligations.

It may be necessary to change these policies from time to time to reflect changes in the workforce, employment trends, economic conditions and Hellenic and European legislation. However, any changes in policy will be consistent with Leaf Tobacco A. Michailides Group’s approach to: 

· Employing talented individuals whose creativity and imagination will support and contribute to achieving the Group’s business objectives;

· Communicating Group standards and expectations in all aspects of employment including performance;

· Valuing diversity, and assure equal employment opportunity and a workplace where relationships are based on mutual respect;

· Treating all staff, workers, contractors and customers in a professional, non-discriminatory manner;

· providing safe, effective working conditions, and;

· providing competitive terms and conditions in our workplace market

Any Policy changes will be fully consulted on and communicated to all staff through normal communication channels. The Policy Manual will also be updated as necessary.

To achieve this policy, Leaf Tobacco A. Michailides Group is committed to the following:

1. Supporting members’ awareness of their legal requirements as employers and rights as employees

1.1. As Manager or Supervisor 

1.1.1. Be aware of and abide by employment legislation and the LTAM POLICY.

1.1.2.   Adopt and monitor an employment policy; ensure that training and promotion of employees is carried out regardless of age, race, gender, sexuality, etc.

1.1.3. Provide your employees with a written contract (e.g. based on the model contract).

1.1.4. When employing students, use model contracts and training guidance.

1.1.5. When employing, besides the identity document require another legal document to establish the age. If the applicant is under 18 then report it for further investigation to child institutes. Contact previous employers. 

It is Leaf Tobacco A. Michailides policy to maintain certain personnel and safety practices concerning the employment of minors. The government place many restrictions on the type of work that may be performed by minors and the hours during which they may be employed. As a consequence, the following should be adhered to: No one under the age of 16 may be employed in any capacity on either a part-time or a full-time basis. Persons under 18 years of age must present certification that they are legally eligible to work. This Educational Certificate is obtained through their school system. Employment of individuals under the age of 18 requires special consideration. They may not be hired in any capacity, full-time or part-time, where a security clearance is required, or in work where considerations of safety normally require a high degree of training, experience, or knowledge. Such work may include, but not be limited to: operation of a motor vehicle or freight elevator; use of flammable, toxic, or radioactive materials; work under certain physical circumstances such as confined spaces and certain heights; work with high-voltage apparatus; or any other activity which may be deemed restricted by the Environment, Health and Safety Office. 
The above applies to Everyone in the Group and those who have dealings with the Group. The Group has a “zero tolerance” policy and will investigate vigorously any allegations of child labour regardless of whether the matter has been raised formally or informally
1.1.6.  Use the LTAM and other employment information sources to gain a full understanding of employment issues and stay up to date with changing employment legislation.
1.2. As employee

1.2.1. Be aware of and abide by employment legislation and the LTAM POLICY.
1.2.2. Encourage your employer to have an employment policy in place and monitored.
1.2.3. As a student, check that you are being employed using model contract conditions.
1.2.4. Report to management if a subcontractor of a farmer uses child or forced labour.

1.2.5. Use the LTAM and other employment information sources to gain a full understanding of employment issues and awareness of your rights and obligations as an employee.
2. Encouraging best practice in employment

2.1. As manager or Supervisor

2.1.1. Review training needs or opportunities in the practice and ensure that all staff are given the opportunity to develop their skills and put them into practice.
2.1.2. Promote a healthy work/life balance for your employees. Keep records of working hours and overtime. If excessive investigate different working methods to reduce this without detriment to the practice.

2.2.  As employee

2.2.1. Suggest training to your employer that would benefit you and the practice.

2.2.2. Keep records of your working hours and suggest to your employer any ideas for improving working methods, efficiency and conditions.
3. Prevention of Bullying and Harassment at Work
3.1.  Leaf Tobacco A. Michailides Group is committed to encouraging and maintaining good employee relations within a working environment which fosters team working and encourages employees to give of their best.   Everyone in the Group and those who have dealings with the Group has a responsibility to maintain good working relationships and not use words or deeds that may harm the wellbeing of others.  In addition to the obligations placed upon both employers and employees by the Equality and Human Rights legislation, everyone has the right to be treated with consideration, fairness, dignity and respect.  This contributes to a workplace environment in which individuals feel safe and can work effectively competently and confidently.

3.2. The Group has a “zero tolerance” policy and will investigate vigorously any allegations of bullying or harassment, regardless of whether the matter has been raised formally or informally.

4. Promoting the business, social and environmental benefits of good employment and diversity;
4.1. As Manager or Supervisor

4.1.1. Promote diversity at all levels within your organisation and publicise the added value that the diverse skills of your practice brought to a scheme (financially, socially or environmentally), via articles, participation in seminars, etc

4.1.2. Allow a diverse range of employees to act as mentors

4.1.3. Make the LTAM aware of problems and barriers to improving employment practice and diversity.
4.1.4. Inform, train and support employees returning after a long absence

4.2.  As employee

4.2.1. Ensure your employer is aware of your skills; be confident in promoting yourself;
4.2.2. Offer to act as a mentor or Group representative;
4.2.3. Make your employer aware of barriers to improving your employment conditions

4.2.4. Consider attending a returners course to re-enter practice after a long absence.

5. Promoting Equality
5.1. Leaf Tobacco A. Michailides Group recognises that discrimination and victimisation is unacceptable and that it is in the interests of the Group and its employees to utilise the skills of the total workforce. It is the aim of the Group to ensure that no employee or job applicant receives less favourable facilities or treatment (either directly or indirectly) in recruitment or employment on grounds of age, disability, gender / gender reassignment, marriage / civil partnership, pregnancy / maternity, race, religion or belief, sex, or sexual orientation (the protected characteristics).

5.2. Our aim is that our workforce will be truly representative of all sections of society and each employee feels respected and able to give of their best.

5.3. We oppose all forms of unlawful and unfair discrimination or victimisation. To that end the purpose of this policy is to provide equality and fairness for all in our employment.

5.4. All employees, whether part-time, full-time or temporary, will be treated fairly and with respect. Selection for employment, promotion, training or any other benefit will be on the basis of aptitude and ability. All employees will be helped and encouraged to develop their full potential and the talents and resources of the workforce will be fully utilised to maximise the efficiency of the organisation.

5.5. Our staff will not discriminate directly or indirectly, or harass customers or clients because of age, disability, gender reassignment, pregnancy and maternity, race, religion or belief, sex, and sexual orientation in the provision of the Group’s goods and services.

5.6. This policy and the associated arrangements shall operate in accordance with statutory requirements. In addition, full account will be taken of any guidance or Codes of Practice issued by the Equality and Human Rights Commission, any Government Departments, and any other statutory bodies.
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