International Digital Solutions Ltd General Company Policies
1. EQUAL OPPORTUNITY

The Company’s employment policy ensures full and equal opportunity to all employees.

The company expects all its employees to comply with both the letter and the spirit of its Equal Opportunities Policy not to discriminate, either in employment practices or in the provision of facilities and services to the public, because of a person’s Sex, Marital Status, and Disability. Sexual Orientation, Race, Colour, Creed, Ethnic or National Origins.

Terms and conditions of employment afforded, decisions on recruitment, training and promotion are made solely on the requirements of the job or such other objective criteria as are appropriate.

All employees have a right to be treated with fairness and equity.

2. ACQUISITION AND DISPOSAL OF FIXED ASSETS 
All Acquisitions and disposals of capital equipment must be authorised by a Director of IDSL (International digital Solutions Ld).

Capital expenditure forms must be completed for each acquisition or disposal and these can be obtained from the Accounts department.
3. LOAN EQUIPMENT

Where equipment is being loaned to a client (i.e. customer, supplier or adviser) for a period of time an evaluation form must be completed and signed by the client and Departmental Manager concerned.  If the equipment being sent out on loan is currently in use within the IDSL offices then the evaluation form must also be signed by the Departmental Manager who will lose the use of the said equipment.

A Director of IDS Ltd must approve any extension to the agreed evaluation or loan period.  All equipment returned from evaluation or loan must be returned to Hugh Morell “as new” condition. FOR THE PURPOSE OF THIS PROCEDURE EQUIPMENT IS DEFINED AS HARDWARE AND OR SOFTWARE THAT DOES NOT HAVE A “TIME OUT BUMP”.

4. DEMONSTRATION EQUIPMENT

Company equipment may be taken to a client’s site in order to undertake a demonstration.  In such circumstances it is the Departmental Manager’s responsibility to know of the location of the equipment at all times and ensures its safe return to IDS Ltd premises.

None of the equipment should be left at the client’s site following the demonstration, otherwise it constitutes a loan and the preceding paragraph applies.
5. LOAN OF EQUIPMENT TO STAFF

Any loan of company equipment to employees (including cars, telephones and computers for business use) must be authorised by the Departmental Manager and a Director of IDS Ltd.

6. PERSONNEL

The recruiting, hiring or terminating of employment together with the agreement of applicable terms, salary reviews or changes to conditions of employment must be approved by the Departmental Manager and a Director of IDS Ltd.

Every Departmental Manager must ensure that each member of his or her team is formally appraised every twelve months and informally appraised more than once in the intervening period.

Disciplinary procedures are defined in the Contract of Employment and must be followed in every circumstance.

When a change is made to an individual’s Contract of Employment it must be made in writing, signed and accepted by the employee and filed in the company’s personnel files.

There will be one set of personnel files maintained by a nominated Director of the company.  It is the Departmental Manager’s responsibility to ensure that all relevant correspondence regarding each member of his or her team is maintained in this file.

Every employee, supervised and monitored by their manager, is responsible for abiding by their Contract of Employment.  Particular attention is drawn to reporting absence through illness and confidentiality, but not exclusive to these items.
7. PRODUCT APPROVAL, COSTS AND PRICING

The introduction of any new product for sale must be discussed and approved by the appropriate product strategy meeting.

The recommended selling price and purchasing (cost price) should initially be determined by the Departmental Manager and the approved by a Director of IDS Ltd before implementation.

It is not company policy to offer discounts on the sale of products except that earned by Business Partners.  Where a discount is considered necessary on a sale made direct to an end user the Departmental Manager must get this approved by a director of IDS Ltd.

8. PURCHASE ORDERS

The accounts department must process the purchase of any item by the company with an official company purchase order raised and authorised by the Departmental Manager and countersigned by a Director of IDS Ltd.

9. SALES ORDERS

Sales orders will only be accepted on the terms approved for the particular client.  IDS Ltd has standard payment terms, which apply if the client is credit approved.  CLIENTS WHO ARE NOT CREDIT APPROVED MUST PAY CASH WITH ORDER.  Extensions to standard payment terms can only be approved by the Managing Director or nominated alternative.

All sales orders with a total value of less than £100.00 must be paid by credit card, unless the order is from a well established customer.  For these sizes of orders IDS Ltd will also accept cheques but the goods will not be dispatched until the cheque is cleared.
The Accounts Department must request cash with order from any client that does not have approved credit terms or is overdue on settlement of invoices.

All sales orders must be on an approved IDS Ltd sales order as this ensures the client accepts our standard terms and conditions.  As a matter of policy we do not accept the client’s terms and conditions as we supply standard product on a licence to use basis that must comply with the original manufacturer’s warranty and licence to use.

10. QUOTATIONS

As a matter of normal practice written quotations should always be produced and sent to a customer or Business Partner including our normal terms and conditions as well as stating that the quotation stands for thirty days.

11. CUSTOMER RETURNS

With the exception of fax or voice card warranty returns (the returned of which have already been approved by Client Services) and products sold through e-commerce, no equipment will be accepted back into the company unless a Returns Authorisation Note has been raised and approved.  Approval for a RAN must be authorised by the Managing Director or nominated alternative.
12. CUSTOMER COMPLAINTS

Any customer complaint must immediately be brought to the attention of the relevant Departmental Manager or Managers.  If the complaint is not resolved to the mutual satisfaction of the customer and IDS Ltd within 48 hours of notification then the Managing Director must be advised of all the circumstances.

13. HEALTH AND SAFETY 
The company has a Health and Safety policy and it is the responsibility of every manager to ensure that all staff have read this and agreed to abide by this policy.
14. DRESS CODE

IDS Ltd dress code is business casual, but business attire should be worn when visiting and receiving clients.  Fridays are dress down days.

15. STATUTORY MATERNITY PAY

In addition to SMP the company will, for the following two months after the initial 6 week period of pay at 90% of the original pay, make a payment, when added to the SMP, will be equivalent to 50% of the original pay.

16. OTHER ABSENSES

In the case of an employee taking leave for the reasons such as bereavement then it will be at the management’s discretion as to whether this time of will be paid or unpaid.
