
Production Workplace Policies & Procedures 

These policies ensure that every member of the production team works consistently, 
safely, and in alignment with LLUK’s commitment to craftsmanship and operational 
excellence. 

1. Etiquette in our workplace community 

A. Use of mobile phone in the workplace 

In essence, you can keep your mobile with you in the Production area to listen to music 
but you cannot make or take calls during the working day unless you are on a break.  

We are fortunate to be able to have our mobile phone on our workstation and it’s 
considerate practice by everyone that enables this to continue. 

It is important that attention is not taken away from your work as an accident could 
occur i.e. with machinery/other equipment and it also impacts our production workflow 
as concentration is diverted from the meticulous process. 

Please see the following timely reminders of the procedure which need to be followed at 
the workstation: 

• Mobile phone to be placed face down at workstation 

• Do not watch films, etc. during the working time 

• Restrict texting and phone calls to break times (unless urgent ie Dr/Hospital call) 

However, if you are observed to be continuing to use your mobile at the workstation, 
you will be given a verbal reminder – if, after two reminders you do not stop using your 
mobile, you will be required to put your phone away i.e in a bag or locker until a break 
time. 

If you have any questions, please do not hesitate to contact HR or Alex. 

B. Smoking  

We do not permit smoking on the premises or in the immediate area outside the facility. 
Please act responsibly and with kindness when choosing your selected location. 

C. Personal possessions  

Personal possessions can be held in your secure locker - no bags or other belongings in 
your workspace area. 

D. Production Space 

Maintain a clean and clear Production and other general space -  do not block corridors, 
exit doors, fire doors etc with boxes or other cumbersome objects.  Ensure exit doors are 
closed. 
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2. Refreshments and Breakout areas 

We have a small kitchenette area where we provide the facilities to make yourself hot 
drinks. 

No food or hot drinks can be taken onto the Production area - it is a clean environment 
and cannot be compromised. 

If you have a closed cup for water, this can be used on the workspace. 

There is also a fridge which can be used for personal daily use but all food and 
containers must be taken home at the end of the day or they will be disposed of. 

There is a breakout area near the kitchenette where you can rest and sit for your breaks 
or lunch. 

3. Uniforms  

The Company may offer, from time to time, the option to select a capsule number of 
garments from a  LLUK ‘Company uniform’ guide.   You do not have to wear a Company 
uniform but you may wish to view the options and liaise with the Office Manager to 
place a request. 
  
Employees who have successfully passed their probationary period are eligible to place a 
request.  We ask that you take care of your garments – they are of exceptional quality 
and the gilets, hoodies, t-shirts etc are embroidered with the LLUK logo. If you should 
leave our employment, you will be required to return the garments before departure 
from the Company. 

4. Connecteam 

We use this digital platform to engage and manage employee: 

• Team communications, management information, informal updates  

• Timesheet management and workflow for payroll input 

• Employees are assigned by HR/Manager to their workplace schedule so you can log 
in and out of the workplace to provide accurate input to your daily timesheets  

• Employee raising of annual leave and sickness absence requests 
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5. Working Pattern - Early Finish Policy  

LLUK provides production floor employees with the option to forego their third 15-
minute break (the scheduled 2:00pm break) and finish their working day 15 minutes 
earlier (i.e., 3:45pm or 4:45pm, depending on the assigned working pattern). 
Employees who choose this option must continue working until the agreed finishing 
time. Workstations should not be tidied, cleaned down, or left prior to the designated end 
of the working day. Leaving early or stopping work before the agreed finish time results in 
an incomplete working day and negatively impacts production output and scheduling. 

This arrangement is provided as a discretionary benefit. If consistent non-compliance is 
observed, LLUK may withdraw the option to forego the third break. In such cases, 
standard finish times will revert to 4:00pm / 5:00pm (or the appropriate scheduled end 
time for the shift). 

6. Medical Appointments & Working Up Time Policy 

LLUK recognises that, on occasion, employees may need urgent medical attention or 
have unforeseen personal circumstances that require immediate absence. In these cases, 
employees must notify their Team Lead or Group Operations as soon as possible. 

However, most medical appointments - including GP, Consultant, Hospital, and Dental 
visits, are scheduled in advance. To support effective production planning, employees are 
required to give notice of any upcoming medical appointments by the Friday preceding 
the week of the appointment. 

Employees must also provide confirmation of the appointment (date and time) as 
validation. 

Procedure for Advising Medical Appointments 

a) Scheduling Appointments 

• Where possible, employees should arrange medical appointments at the 
beginning or end of the working day to minimise impact on scheduled hours. 

b) Covering the Absence Period 

• Time taken for medical appointments must be covered by either: Working Up 
Time, or Booking annual leave 

• Break times cannot be used to cover medical appointment absence. 

c) Working Up Time Conditions 

• “Working Up Time” may be approved for a maximum of 2 hours per appointment. 

• Working Up Time is only permitted when suitable work is available within 
Production. 



Registered Address: Unit 19 Brock Lane Mall, The Nicholson’s Centre, Maidenhead, SL6 1LB  

Registered in England. Company Number: 11233254 
Tel: 01628 963107 



• If no work is available to facilitate Working Up Time, the absence will be recorded 
as Unpaid Leave. 

• If an employee is unable to work the remainder of the day surrounding their 
appointment, they may request half-day or full-day annual leave. 

d) Approval and Completion of Working Up Time 

• Working Up Time must be coordinated in advance with the Team Lead and/or 
Group Operations. 

• All Working Up Time must be completed within the same payroll month. 

• If the required time cannot be completed within the payroll month, the 
outstanding absence will be recorded as Unpaid Leave. 

7. Overtime Working Hours  

Please write down your overtime hours on the overtime board as usual and Alexandra will take 
the break time off. 

WORKING HOURS BREAK ENTITLEMENT

3-5 Hours 15 Minutes

6 Hours 2 x 15 Minutes Breaks

7 Hours 15 Minutes Break & 30 Minutes Lunch Break

8 Hours + 2 x 15 Minutes Breaks & 30 Minutes Lunch Break

SHIFT WORKING HOURS BREAK ENTITLEMENT PAID HOURS

7:00 - 11:00 4 Hours 15 Minutes 3.75 Hours

7:00 - 12:00 5 Hours 15 Minutes 4.75 Hours

7:00 - 13:00 6 Hours 30 Minutes 5.50 Hours

7:00 - 14:00 7 Hours 45 Minutes 6.25 Hours

7:00 - 15:00 8 Hours 60 Minutes 7 Hours

7:00 - 16:00 9 Hours 60 Minutes 8 Hours

7:00 - 17:00 10 Hours 60 Minutes 9 Hours

7:00 - 18:00 11 Hours 60 Minutes 10 Hours
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8. Health and Safety 

- Observe, understand and participate in regular Fire drill and evacuation procedure 

- First aid  -  note the authorised staff and location of First Aid kit 

- Maintain a clean and clear Production and other general space -  do not block corridors , 
exit doors, fire doors with boxes or other cumbersome objects. Ensure all exit doors are 
closed 
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