







Staff Handbook































This document was drafted by Wendy Blake Ranken, author of the NCVO publication ‘the good Employment guide’













December 2004



� 



CONTENTS



Introduction�    A welcome from the Director

��Section 1 About [organisation name]�    1.1. What we are

    1.2. What we do



��Section 2 Joining [organisation name]



�2.1. Employment Code

2.2. Induction

2.3. Probation

2.4. Learning and Development

2.5. Staff Review System

2.6. The Benefits we offer

2.7. Diversity at [organisation name]



��Section 3  Money matters

�3.1. Pay

3.2. Business Travel and Expenses

3.3. Committing [organisation name]to Expenditure



��Section 4 Working Time And Hours



�4.1. Hours of Work

4.2. Rest Breaks

4.3. Flexi time 

4.4. Time Off in Lieu

4.5. The Right to Request Flexible Working



��Section 5  

Time off

�     5.1. Holiday (annual leave) arrangements

5.2. Sickness pay and reporting arrangements

5.3. Compassionate and Dependant leave

5.4. Maternity Leave 

5.5. Paternity Leave 

5.6. Adoption Leave 

5.7. Parental Leave 



��Section 6 Health And Safety 

�     6.1. Health and Safety Statement

6.2. Fire procedures 

6.3. Accidents

6.4. Lifting and handling

6.5. Meetings outside the office and home visiting

6.6. Safe use of Computers



��Section 7 General Rules

�     7.1. Staff Records and Data Protection

7.2. Confidentiality 

7.3. Volunteer Policy

7.4. Use of IT and the Internet

7.5. Care of [organisation name] Property

7.6. Personal Property 

7.7. Protecting Vulnerable Adults

7.8. Criminal Records and Criminal Offences during     Employment

7.9. Smoking

7.10.Alcohol and Drugs

7.11.Environmental Policy

7.12.Acceptance of Money or Personal Gifts

7.13.Backup procedure

7.14.Building alarm and security

7.15.Other rules



��Section 8 Concerns and complaints

�     8.1. Disciplinary Procedure

8.2. Grievance Procedure

8.3. Whistleblowing

8.4. Complaints



��Section 9

Leaving employment�     9.1. Notice period

     9.2. Redundancy procedure

     9.3. Return of [organisation name] property



��

�

Introduction



Dear colleague



A warm welcome to you as a new member of staff at [organisation name]. 



We are rightly proud of the services and support we provide in the local community and we look forward to your working with us. 



This handbook gives you information about your employment at [organisation name]. You should read it together with your principal statement of terms and conditions. 



In most cases, the handbook gives brief information about [organisation name]’s employment policies procedures and not the full documents. This is so that the staff handbook does not become too long for people to want to read. So, as an example, the staff handbook tells you that [organisation name] gives you time off for adoption leave, so that if you ever need such leave, you can refer to the full policy to find out more. If you want to see any of [organisation name]’s full policies, you can ask your manager or look on the intranet.



If there is anything you do not understand or are unsure about, please ask your line manager or myself. We will be pleased to explain it to you. 



With best wishes for a long and happy employment with [organisation name]. 







Yours sincerely 







Director

�

Section 1: About [organisation name] 



1.1. What we are



[organisation name] ([organisation name]) is the local Council for Voluntary Service (CVS) in the London Borough of [                 ]. It is a second-tier, infrastructure organisation that works to develop, support and represent the voluntary and community sector (VCS) within the London Borough of [                 ]. [organisation name] is a membership organisation and has approximately 400 groups on its database. 



1.2. What we do

[organisation name]supports voluntary activity and voluntary organisations within the Borough of [                 ] by:

Advising and supporting voluntary organisations and the voluntary sector 

Developing new projects and services 

Ensuring channels of communication exist by which voluntary organisations can express their views 

Supporting volunteering 

�Section 2: Joining [organisation name]





2.1. Employment Code



[organisation name] has an employment code, which explains how we want to treat our staff in employment. The Code is as follows:





As an organisation we are committed to the responsible employment of our staff and to the following principles:

��

Effective teamwork is fundamental to the success of [organisation name]



This is best supported by providing a positive working environment which recognises people’s diverse talents



Safe and healthy conditions will be provided on our premises at all times and we will aim to make continued improvements in standards



Learning and development opportunities will enable our employees to contribute fully to our objectives



Policies and practices will be developed that promote a diverse workforce



All forms of harassment and discrimination will be eliminated in the workplace



Employees will be rewarded fairly and appropriately for the work that they do 



Where job vacancies occur we shall ensure that internal candidates are notified and that they have the opportunity to apply



When recruiting, selection will be made on the basis of ability alone



With regard to any disciplinary issue or individual grievance we shall act fairly, consistently, reasonably and at the earliest possible opportunity.��

2.2. Induction



[organisation name] realises that to help you settle in your new job and to help you to be fully effective as quickly as possible, there needs to be a full induction process. 



There is an induction checklist for your first day at [organisation name] and a further checklist for your first few weeks at [organisation name]. Your manager will go through these with you. You will be asked to sign the checklists when they are completed. 



2.3. Probation



When you join [organisation name], you will be on probation, normally for the first six months of your employment.  You will receive guidance and support during your probationary period. 



Most employees successfully complete their probationary period, but occasionally, if we feel that an employee’s performance in unsatisfactory, their probationary period may be extended and/or their employment may be terminated. If employment may be terminated, the steps outlined in the probation procedure will be followed. 



2.4. Learning and Development



[organisation name] is committed to providing appropriate learning and development opportunities, in line with available resources. 



Learning and development may occur in a variety of ways and not just via off-the-job courses.  For example, learning may occur via:



Direct experience followed by reflecting on the experience in supervision. 

Mentoring

Shadowing

Audio cassettes or videos

Computer based packages 

Planned reading



Your learning and development needs will be identified mainly via the staff review and supervision processes. Please do tell your manager about any learning and development needs you think you have. 



[organisation name] may be able to provide support, in terms of time and money, for external courses and professional qualifications. For further information, please see the learning and development policy. 



2.5. Staff Review and Supervision



[organisation name] is committed to developing and appraising its staff. You can expect an annual staff review (appraisal) and regular supervision sessions. You can find out further information in the staff review and supervision procedure. 



2.6. The Benefits we Offer 



[organisation name] aims to be a good employer. 



Pension scheme

[organisation name] has a ‘stakeholder’ pension scheme for all staff. [organisation name] makes a pension contribution of 5% of your monthly gross salary, provided that you make the minimum regular payment, currently £20, to the Company’s stakeholder pension scheme.



Further details of the pension scheme are contained in the pension scheme booklet, available from xxxxxxxxx.



Work-life balance

We offer flexitime and other flexible working arrangements. Please see section 4 for more information.

 

Leave provisions

We offer competitive annual leave and sick pay. Maternity, paternity, adoption and parental leave all comply with the law and in some cases exceed legal requirements. Further information about these leave arrangements can be found in section 5. 



Discounts

There are discounts available to you as an employee of [organisation name]. For example, we have discounted gym membership. As a voluntary sector worker, you can benefit from the large number of discounts available on ThanQ.org. 



Office environment

We work from modern, pleasant offices

Free beverages are provided in the office and there is a subsidised staff restaurant on site. 

At [organisation name], you will be respected and we aim to have a supportive and professional organisational culture. 



2.7. Diversity at [organisation name]



[organisation name]believes that no person or group should be treated less favourably in employment because they are different, in terms of matters such as their race, nationality, ethnic origin, gender, sexual orientation, disability, physical and mental health history or marital status.



We expect you to show respect and courtesy to others at all times, and to value and welcome differences in others.



You should report to your manager or to the Director any behaviour that you consider to be disrespectful, bullying, harassing, offensive, discriminatory or aggressive. You should report this behaviour whether it is directed at you, a colleague, a volunteer or at someone to whom we provide services. Your concerns will be taken seriously and followed up. 



�Section 3: Money matters



3.1. Pay



Your salary as is stated in your Principal Statement of Terms and Conditions, or more recent letters informing you of a change to your pay. Your pay will be reviewed annually, normally in April and any increases will be at the discretion of [organisation name]. 



You will be paid monthly direct to your bank account, on or around the xx of each month. 



If you have any questions about your payslip, you should speak to your line manager. If your line manager cannot answer your question, he or she will find out for you. 



3.2. Business Travel and Expenses



This section should be drafted according to your organisation’s practice.  Some guidelines:



An expenses policy states those expenses that will normally be reimbursed (eg reasonable travel expenses at 2nd class, petrol at what mileage rate, meal allowances or not etc). Expenses must usually be supported by receipts. Thet are sometimes submitted at a certain time each month.



There may be certain stipulations about using one’s own car for [organisation name] business, eg providing confirmation that the insurance policy covers the employee for business use.  There may be a requirement to tell [organisation name] if the employee is disqualified.



3.3. Committing [organisation name] to Expenditure



Before committing [organisation name] to expenditure, you must check the following:



Do you have the authority to spend the money? 



Is there a provision within the budget? 



If not, where will the funding come from? – Unbudgeted expenditure must always be covered by other funding.  



Do you have to agree a contract?  -  Under no circumstances must open-ended contracts be entered into.



Have alternative quotes been obtained?



Has a price been agreed in writing?



Has a time limit been agreed in writing?



Has a method of payment been agreed?



If you are unsure about any of the above, especially whether you are authorised to spend, you must check first with your line manager. 

�Section 4: Working Time and Hours



4.1. Hours of work



You are expected to work the hours outlined in your Principal Statement of Terms and Conditions. 



In accordance with the Working Time Regulations 1998, you should not work more than an average of 48 hours each week, over a 17 week period. The 48 hours includes any hours worked with another employer, so you must inform your line manager or the Director if you have another job elsewhere. If, in any one week, your working hours are more than 48 (either just with [organisation name] or the combined total with [organisation name] and elsewhere), you must inform your line manager or the Director. 



You are reminded of the clause in your Principal Statement of Terms and Conditions which states that you must not take on other paid or voluntary work or other activities which could be deemed to impinge upon your work with the Company, without having first obtained the written consent from the Director. 



4.2. Rest breaks



You must take a lunch break of at least 30 minutes, and you should not work for more than 5 hours continuously without taking a rest break. 



The Working Time Regulations state that adult workers can have:



a minimum of 11 hours’ rest between the end of one day and the beginning of the next (‘daily rest’)

A minimum of 24 hours’ rest in each 7 day period (‘weekly rest’)



However, the Regulations say that if sometimes it is not possible for you to have a break, compensatory rest will be given as soon as possible. For example, if you attended an evening meeting and you were only able to take 9 hours rest between the end of one working day and the beginning of the next, then [organisation name] would ensure that on the following day or as soon as possible afterwards, you could take a daily rest break of 13 hours.  



4.3. Flexitime and time off in lieu (TOIL)



[organisation name] is committed to assisting staff to enjoy a good work-life balance by being able to adjust working hours via a system of flexitime and time off in lieu. 



The flexitime policy gives you some choice about when you work your hours, although you must work the ‘core hours’ which are between 10.00 – 11.30am and 2.30 – 4.00pm (3.00pm on Friday). 



Time off in lieu is given if you need to work outside of normal working hours (that means in the evening or at a weekend). 



When you join, your manager will explain to you the current flexitime and TOIL policies. You must make sure you fill in forms to keep a record of your hours. 



4.4. The right to request flexible working



Parents of children under 6 and parents of disabled children under 18 have a legal right to request a flexible working pattern for the purposes of caring for a child. 



In line with the organisation’s commitment to diversity and equal opportunities, [organisation name] has decided that the right to request flexible working should be extended to all members of staff who have 26 weeks’ service with [organisation name] and not just parents.  



Examples of flexible working might include:

Term-time only working

Decreasing weekly hours of work

Compressed working week

Job sharing

A later start or finishing time

Working from home



If you wish to request a change to your working arrangements, please look first at the policy on the right to request flexible working. This will explain the steps you should follow to make your request. Please note that requests can only be approved if [organisation name] can still operate properly with the working pattern you propose. 



�



Section 5: Time off



5.1. Holiday (annual leave) arrangements



[organisation name] holiday entitlement



The [organisation name] holiday year runs from 1 April to 31 March.



Holiday entitlement is as follows:



LENGTH OF SERVICE�ENTITLEMENT (ANY Increase takeS effect from the following January)��Up to two full years �20 days��After two full years �21 days��After three full years �22 days��After four full years �23 days��After five full years �24 days��After six full years �25 days��

During your first six months, holiday may only be taken as it accrues.  



Bank and public holidays



You are entitled to the eight normal bank and public holidays, namely:



New Year’s Day

Good Friday

Easter Monday

The two May bank holidays

August bank holiday

Christmas Day

Boxing Day



[organisation name] recognises that the above public holidays cover Christian religious days of the year but do not cover the religious days of other faiths. [organisation name] will, wherever possible, allow you to take your [organisation name] holiday entitlement on the main religious days of your faith. 



If you need to work on a Bank or Public holiday, you will be entitled to time off in lieu, which you can take later on a date agreed with your manager. 



Calculating [organisation name] holiday entitlement and bank/public holiday entitlement for part time staff



If you work part time, your [organisation name] holiday entitlement and bank/public holiday entitlement is pro-rata to the full time entitlement. In order to ensure fairness for all, [organisation name] has specific ways of calculating leave for part time staff. If you work part time, your manager will explain [organisation name]’s policy and your entitlement. You can also read the annual leave procedure for more information, if you wish. 



Recording and authorisation of annual leave



All requests for annual leave must be authorised by your Line Manager at least 7 days in advance and 14 days in advance where two 2 weeks or more are to be taken at any time. 



If you wish to take more than three 3 weeks leave at any one time, you must have the permission of the Director, at least 4 weeks in advance.



Wherever possible, your preference for leave will be accommodated but operational requirements must take precedence.



You should use the holiday booking form for recording annual leave. Your Line Manager will sign this form if your leave is authorised. Once your leave is authorised, you should inform the PA to the Director so that it can be recorded. 



Holiday entitlement during absence from the Company



Holiday entitlement may accrue at a different rate during maternity leave, adoption leave and sick leave. Further information is contained in the annual leave policy. 



5.2. Sickness pay and reporting arrangements



If you are sick, [organisation name] will provide the following sickness payments in any 12 month period:





LENGTH OF SERVICE�SICK PAY��First six months of employment�2 weeks full pay, at the discretion of the Director��After 6 months’ service but in first year of service�4 weeks full pay plus 4 weeks ½ pay��In second year of service�8 weeks full pay plus 8 weeks ½ pay��In third year and later years of service�12 weeks full pay plus 12 weeks ½ pay��

All of the above payments will be made inclusive of any Statutory Sick Pay (SSP) to which you may be entitled. Subject to your eligibility and the current Government regulations, SSP may still be paid after [organisation name] sick pay has expired. 



[organisation name] sick pay may not be paid if you do not follow the sickness absence notification and certification procedures. These are explained below. 



You must:



Telephone your line manager by 10 am on the first day of absence. 



Give the reason(s) for your absence and advise when you expect to return to work.  



Remain in regular contact with your line manager as to your progress and likely date of return, in order for alternative arrangements to be made for handling work in your absence. 



For periods of absence of 7 days or less, complete a sickness self-certificate and hand it to your line manager on your return to work.  



For periods of absence of more than 7 days, produce a doctor’s certificate. 



Forward doctor’s certificates to [organisation name] at regular intervals, in the case of absences of more than 14 calendar days. 



If you are sick on a frequent, short-term basis or off sick for a long period, there are certain procedures that [organisation name] will follow. These are explained in the sickness absence procedure. 



5.3. Compassionate and dependant leave



You are entitled to up to five days’ paid leave in a 12 month period for any personal reason that falls into the following categories:



To care for a sick dependant for whom you are responsible

To deal with a domestic emergency

To deal with the death of a close family member. 

To deal with temporary disruption of care arrangements

To deal with an incident involving your child at school



It is anticipated that in most circumstances, time off will not be for more than one or two days, in order to deal with the immediate situation and make necessary longer term arrangements. However, in cases of bereavement, you may wish or need to take more time off. 



After the first five days of leave, further days may be granted, but such days will normally be unpaid, or you may take annual leave, flexitime or time off in lieu. 



If you need to take compassionate or dependent leave, we recognise that it may not always be possible to contact [organisation name] in advance of the time when you are due to start work. If this is not possible, you should notify the Director (or your line manager, where this is not the Director) as soon as is reasonably possible on the first day of your leave. 



Note that if you work part time, the five days paid leave will be pro-rated to your working hours. 



5.4. Maternity leave 



[organisation name] provides paid maternity leave in accordance with the law. Maternity leave can be up to 52 weeks in length, subject to minimum service requirements. 

You are also entitled to paid time off for antenatal care. 

If you are expecting a baby, please speak with your line manager, who will give you a copy of the maternity policy and discuss it with you.  



5.5. Paternity leave 



[organisation name] provides up to 2 weeks paternity leave for employees, subject to a minimum service requirement. You can take either one week or two consecutive weeks, although you cannot take odd days and you cannot take two separate weeks. 



Depending on your length of service with [organisation name], your paternity leave may be at the rate of Statutory Paternity Pay or it may be at full pay. 



If you think you may be eligible for paternity leave and pay, please speak with your line manager, who will give you a copy of the paternity policy and discuss it with you.  



5.6. Adoption leave



[organisation name] provides paid adoption leave and pay in accordance with the law. Adoption leave can be up to 52 weeks in length. Adoption leave and pay are subject to a minimum service requirement. 

If you are adopting a child with your partner, only one of you may take adoption leave. The other partner may take paternity leave (regardless of whether they are male or female).

If you are intending to adopt a child, please speak with your line manager, who will give you a copy of the adoption policy and discuss it with you.  



5.7. Parental leave



[organisation name] provides unpaid parental leave for male and female employees who have responsibility for a child. You can take up to 4 weeks’ leave a year, up to a maximum of 13 weeks in total. Parental leave can normally only be taken up to the child’s fifth birthday.



Unpaid parental leave can be taken in addition to maternity, adoption or paternity leave. The parental leave is subject to certain eligibility criteria, including that you must have one year’s service.

 

If you are would like to take parental leave, please speak with your line manager, who will give you a copy of the parental leave policy and discuss it with you.  

�Section 6: Health and Safety



6.1. Health and Safety Statement



It is the policy of [organisation name] to assign great importance to the safety of its employees, volunteers, and others, considering this as a management responsibility equal to that of any other management function.  



You are expected to behave responsibly, to take reasonable care of your own health and safety at work and to co-operate with managers to create a safe and healthy working environment. 



You must:



Ensure that by working safely and efficiently you do not endanger yourself or any other persons by your acts or omissions.

Adhere to the procedures, instructions and guidance provided by [organisation name] and any legal requirements for keeping a safe work place.

Report incidents or occurrences that have led or may lead to injury to any person, including the public, or damage to equipment.

Not misuse or interfere with anything provided for your own or others health and safety.



You will be told of any changes or updates to health and safety matters at team meetings, or via e-mails or memos. 



If you want further information, please ask your manager for a copy of [organisation name]’s health and safety policy, or look on the intranet.



6.2. Fire procedure



If you become aware of a fire, you must:



Operate the fire alarm immediately.

Only fight the fire with an extinguisher, if you need to do so in order to leave the building or help other to leave.



The full fire procedure is posted in several places in the building. 

It is very important that you read this procedure thoroughly and understand it. 



6.3. Accidents



You are expected to:



Always report injuries, accidents, diseases or dangerous occurrences, no matter how small, to your manager or the Director, so that the matter can be recorded in the accident book and referred to the Health and Safety Inspectorate if there is a legal requirement to report it.  

Report ‘near miss’ accidents so that the causes can be investigated and actual accidents avoided.



The first aid boxes are kept in xxxxxxx. Details of the appointed first aider are posted at xxxx. Please ensure you know who the appointed first aider is. 



6.4. Lifting and handling



[organisation name] has guidelines on lifting and handling, which explain how you should lift things safely. 



These are outlined below. Remember to follow them at all times. 



Remember the initials SAFE



Stop:  Do not rush in and lift anything.

Assess:  Does the object need to be moved?  How heavy is it?  Is it slippery?

Formulate:  Plan the move route.  Move any objects in the way.

Execute:  Always make a smooth and relaxed movement.



Check the approximate weight.  Is the weight marked on it.  If not do a physical check without lifting the item.

Examine the item.  Are there sharp edges/corners?  Is it slippery?  Is there an uneven/movable centre of gravity?

Too heavy.  If the item is too heavy for you to lift comfortably, ask for assistance or use a mechanical aid.  Can the item be separated into smaller items (ie a box of paper which could be opened and a smaller amount carried at a time)

Look around.  Check the route is clear and that there are places to rest.

Remove obstructions.  Remove any obstructions along the route.  Ensure closed doors are held open by someone else or secured open.

Plan your route.  The shortest route is not always the safest.

Wear suitable clothing.  Gloves can improve grip and protect from sharp edges and splinter.  Is your footwear suitable?

Avoid undue haste.  Wait for assistance if necessary.

Get a firm grip.  Use hands, not fingertips.

Ask for mechanical aids.  If you cannot move an object with assistance, ask for a mechanical aid to do so.

Bend the knees.  Your thigh muscles are stronger than your back muscles – use them!

Keep the spine as straight as possible.  Keep the back straight to maintain your centre of gravity.

Tuck your chin in.   This also helps with the centre of gravity.

Avoid twisting.  Where turning is unavoidable turn by using your feed.

Establish a good balance.  A good balance of your body and a good balance of the item.

Bring object close to your body.  This reduces the strain on your back and on your arms.

Make sure you can see where you are going.  You cannot see any obstacles if you cannot see where you are going.

Get assistance if necessary.    Even if an object is not too heavy it may be of an awkward shape.



6.5. Meetings outside the office and home visiting



You may be required to attend meetings and or visit people in their homes.  It is important that the following points are observed so that [organisation name]can contact you in an emergency and for your own safety.



Leave details of the place you are visiting in the office/computer diary, preferably with a contact telephone number.



If you manage volunteers, always make sure that you have the details of clients on file and make sure the volunteer tells you who they are supporting and when. 



Make sure that someone at the office knows what time you will be returning.  If you have an evening meeting make sure someone in your household knows when you are due back.  If this is not possible please take appropriate precautions as you feel necessary.



When you arrange meetings over the phone within someone’s home, if you have any apprehensions, arrange to meet in a public place instead or take a colleague/volunteer with you.  This is particularly important if the person concerned has not been referred by a statutory or other agency.



Always carry your identification card.



6.6. Safe use of Computers



If you are using the computer and looking at the screen for more than one hour per day you are entitled to free eye tests.



A 5 or 10 minute break from the screen must be taken within every 60 minute period working on the screen.  Regular frequent breaks from the screen are better than fewer long ones.



Any risk assessment must include the risk of glare from the screen.  If the source of the glare cannot be removed then an anti-glare screen must be used.



You should make yourself comfortable at the work station.  A rough guide indicates that: 



forearms should be approximately horizontal and eyes the same height as the top of the VDU

there is space under the desk to move legs freely

avoid excessive pressure from the edge of your seat on the backs of your legs and knees

keep wrists straight when using the keyboard

position the mouse so that it can be used with wrist straight



For more information see the booklet ‘Working with VDUs’ in the [organisation name]library.�Section 7: General Rules	



This section outlines the main rules that you will need to follow when working at [organisation name]. You should note that any breach of [organisation name]’s rules may lead to disciplinary action being taken against you. 



7.1. Staff records and data protection



[organisation name] holds information about you related to your employment on your personal file. The Data Protection Act says you are allowed to look at this file and any other information, which [organisation name] holds about you in connection with your employment. This is subject to certain restrictions imposed by law. 



If your address or phone number changes, or any other contact information, please tell your manager so that your records can be updated. 



Please note that home telephone numbers and other personal details must not be given out to others, whether to other staff or to people external to [organisation name], unless you have the approval of the person concerned.  



7.2. Confidentiality 



All [organisation name]direct services to individuals are confidential.



This means that the names and personal details of people using the service will not be shared with anyone not involved in providing the service unless the user has given informed permission.  You must not discuss individual cases informally outside the service.  In no circumstances must information be passed to commercial organisations for any purpose.



If you feel that a user’s safety is at risk, you may raise the matter with the agency or individual who originally referred the user. However, you should consult with your line manager before taking this step. In extreme circumstances, if you are concerned that life is endangered, you should take appropriate action.



All monitoring information provided to contracts officers or existing or potential funders or used for internal monitoring purposes will be made anonymous and provided in numerical form only.



You must store records containing personal information about individual users as securely as possible.  Computer records should be controlled via password access.



7.3. Volunteer Policy



[organisation name] has a policy on volunteers, which explains the purpose of volunteers and how they will be recruited and managed. If you are involved in the recruitment and managing of volunteers, you must make sure that you are familiar with this policy and that you adhere to it. 



You must make sure that volunteers are aware of their obligations, for example in respect of confidentiality and equal opportunities. The volunteer policy provides more information. 





7.4. Use of IT and the internet



[organisation name] has an Information and Communication Technology (ICT) policy. 



You should make sure that you read the full policy and that you adhere to the requirements of the policy. 



These are some of the main rules you need to follow:



You must not make any changes to hardware or software.



You must be alert to viruses and not open any e-mail attachments unless you know what they are about. 



If you think your machine may have a virus, inform your manager or the Director immediately and do not use your machine. 



You must not under any circumstances send, receive or store material that is illegal or that would be considered inappropriate, offensive or disrespectful to others. 



You should not visit pornographic web sites or use the internet for any gambling, illegal or political activities at any time.



You can only use your computer for personal purposes, including accessing the internet, outside of office hours and only then at the discretion of the Director.  You must seek permission first.  At the discretion of the Director a charge may be made for internet access. 



No new database can be started, or existing databases amended, under any circumstances without permission from the Director.



You must adhere to the procedures for entering data onto the databases. 



All names and address must be stored in one of the existing databases.  No separate records should be kept. 



You can make local personal phone calls but these should be kept to an absolute minimum.  



Except in emergencies, you are expected to make up any time spent on personal calls. 



If the calls are excessive, you may be expected to pay for calls made.



Personal mobile phones are permitted in the office but calls on these phones should be kept to a minimum and any time spent made up. 



7.5. Care of [organisation name] property

	

You must take good care of [organisation name] property (equipment, furniture, fittings etc) at all times. You should minimise waste. Any breakages or damage must be reported immediately to your line manager, together with full details of how the damage occurred.



You must not remove any Company property from [organisation name] premises, unless authorised to do so by your manager. 



You may not use any Company equipment or materials for your personal use, unless you are authorised to do so by your manager. 

		

7.6. Personal property 



You are responsible for your own property whilst at work. [organisation name] cannot accept liability for the loss or damage of any property at work. 



7.7. Protecting Vulnerable Adults



[organisation name] has a policy and procedural guidelines on the protection of vulnerable adults. The main people assessed as vulnerable adults tend to be elders, those who suffer from mental health illness (including dementia), have a physical or sensory disability, have a learning disability or suffer from incapacitating illness.



Abuse of vulnerable adults is behaviour which causes harm or distress to the vulnerable person.  Abuse can be physical, psychological, financial, sexual or social and it is not always intentional.  



You must ensure you are familiar with [organisation name]’s policy and procedural guidelines for the protection of vulnerable adults and you must ensure that you know what action to take if you witness or suspect abuse. 



7.8. Criminal records and criminal offences during employment



If you are convicted of a criminal offence, you must inform the Director. 



[organisation name] takes a positive attitude towards ex-offenders. If you have a criminal record, it will only be taken into consideration if it is relevant to the job you do.  



7.9. Smoking



A no smoking policy operates inside all [organisation name]premises. If you are undertaking work in places other than the [organisation name]premises, you should adhere to the smoking policy in force in that building. 



Smoking is allowed in vehicles provided that no other users of the vehicles object.



You must seek consent for smoking inside of vehicles from all vehicle users. You should not assume consent.



7.10. Alcohol and drugs



Alcohol

You must not consume alcohol during working hours, unless there is prior approval from the Director for a special occasion. 



Even if the Director has approved alcohol on the premises, you should still adhere to the following:



You should not drink excessively and should remain capable of undertaking your work.



You should not consume alcohol if you are driving a [organisation name]vehicle or using your own vehicle on [organisation name]business e.g. to and from a meeting.



You should not consume alcohol if you are lifting, or carrying out any other duties within [organisation name]which may be impaired by alcohol consumption (please check with your line manager if you are in any doubt).



You should not arrive at work under the influence of alcohol. 



If you are taking medication, you must check the effects of alcohol consumed in relation to that medication, to ensure that you comply with the requirements of this policy.



Drugs

If you are found to be using illegal drugs at work, bringing them to work for whatever reason or attempting to sell them to others at work, you will be reported to the police. 



Disciplinary action, possibly leading to dismissal, will be taken in the above circumstance. 



You should not drive on [organisation name]business if medication is being taken which may impair your driving ability.  If in any doubt your GP should be consulted.



Addiction

If you become addicted to alcohol or drugs, [organisation name] will treat this confidentially and treat it as a medical condition. You are encouraged to disclose this to your line manager or to the Director and to obtain appropriate professional help. The [organisation name] policy on alcohol and drugs gives more information on how [organisation name] will deal with this situation. You can obtain this policy from your line manager or from the intranet.



Other employees

If you become aware that a fellow employee is under the influence of alcohol or drugs at work, you should report this immediately to your line manager or to the Director. 



7.11. Environmental policy



[organisation name] is committed to realistically contributing to ecological protection. You are expected to support [organisation name]’s environmental policy by adhering to the following:



You should use the recycle bins for waste paper that cannot be reused.

Paper which can be reused (ie clear on one side and not containing and sensitive of confidential information) should be used for the fax machine.

Cardboard must be folded and stored in order that it can be taken to the recycling bank.

Milk bottles must be returned to the milkman.

All lights must be switched off when a room is left vacant and whenever possible machinery must be switched off when not in use.

You should ensure that electricity is not consumed unnecessarily.

Wherever possible environmentally friendly cleaning products must be used.

Wherever possible paper and envelopes purchased must be recycled or from a sustainable source.

Consideration of energy efficiency will be given to all capital items purchased.

Cycling (mileage paid for use of own bicycle for working purposes) and use of public transport will be encouraged.



7.12. Acceptance of money or personal gifts



You must not accept any gifts from others in relation to work undertaken on behalf of [organisation name], unless the total value of the gift or gifts is less than [for example £15].



Small gifts costing less than £15 may be accepted on an occasional basis. 



The offer of any gift, whether declined or accepted, must be reported in writing to the Director. 



7.13. Backup procedure 



If you are the last person in the office?? you must perform the computer back up procedure. The procedure you need to follow is posted next to XXXX. 



7.14. Building alarm and security



On Mondays to Fridays, the main building alarm and the individual suites are deactivated at 6.00 am and reset at 10.00 pm.



If you are the last person to leave the [organisation name]office suite, you must ensure that all windows are securely closed, that the Director’s office door is shut, the fire escape door at the rear of the top office and in the Director’s office are locked and the latches are down on both office doors.



You must also set the alarm and you will be informed of the pass code to do so. You will also be given information about who to contact if there is a problem. 



Once the alarm is set remember to sign out at reception.



If you are the very last person in the building (ie all organisations have signed out at reception) then you also need to lock the front door and the car park gates.



On Saturdays, the main alarm is deactivated at 8.30 am and reset at 4.00 pm.



You will need to unset the alarm for the [organisation name] suite separately and you will be given the passcode to do this. 



You must remember to sign in at reception.



7.15. Other rules



Other rules are contained in the Principal Statement of terms and conditions, or may be issued to you from time to time. Make sure that you are familiar with any rules currently in force and that you adhere to them. 



�



Section 8: Concerns and complaints



8.1. Disciplinary Procedure



[organisation name] aims to encourage improvement in individual conduct and performance. The disciplinary procedure sets out the action which will be taken when disciplinary rules are breached or where performance is unsatisfactory. It is designed to encourage fairness and consistency in the treatment of employees. 

If you are subject to disciplinary action, you will be given a copy of the disciplinary procedure. Your manager will also provide an explanation of the procedure if you ask. 

During probation, a shorter disciplinary procedure applies. This is outlined in the probation procedure. 

Breaches of discipline

The information below is given for general guidance, but is neither exclusive nor exhaustive. Dependent on the severity of the breach of discipline, penalties will range from a verbal warning to dismissal. 



The types of breaches of discipline which may render you liable to disciplinary action are as follows:



Negligence

Lack of application

Poor quality work performance

Persistent lateness

Unauthorised absence

Rudeness or aggressive behaviour

Any action which breaches the Company’s policies

Conduct which is detrimental to the interests of the Company, its relations with the public or its customers and supplier

Conduct which is detrimental to the public image of the Company 

Acting in a way that could constitute a risk to self or to others

Failing to conform to established rules, working practices and procedures, whether professional or laid down by [organisation name]

Any breach of the standards and requirements set out in the Staff Handbook and/or the Principal Statement of terms and conditions of employment

Sexual or racial harassment or other discrimination

Threatening or abusive language to others



The types of breaches of discipline which are normally regarded as gross misconduct and could lead to summary dismissal are: 

Theft 

Assault, threatened assault or fighting

Refusal to obey a reasonable instruction

Fraud

Falsifying documents

Malicious damage to company property

Serious incapability due to alcohol or illegal drugs

Gross negligence in the performance of duties. 

Disclosure of confidential information

A gross breach of safety rules, or actions likely to endanger the safety of others. 

Committing a serious breach of duty prejudicial to the relations [organisation name] with other bodies or the general public, or any attempt to damage [organisation name]’s reputation. 

Serious breaches of rules issued from time to time by [organisation name]

Serious breach of the standards and requirements set out in the Staff Handbook and/or in the Principal Statement of terms and conditions of employment

Committing a serious act of sexual or racial harassment or other discrimination.



8.2. Grievance Procedure



It is the policy of [organisation name] to ensure that any employee with a grievance has access to a procedure which can lead to a speedy resolution of the grievance in a fair manner. 

Most workplace problems can be dealt with via informal discussion and negotiation. 

However, where the problem has not been solved through informal discussions, you can use the grievance procedure. You can obtain a copy of the grievance procedure from your line manager or from the intranet. 



8.3. Whistleblowing 



[organisation name] is committed to conducting its business at all times in a correct and appropriate manner and in accordance with all legal requirements. 

All employees are expected to adhere to this commitment. 



Occasionally, you may have concerns about what is happening at work. Usually, these concerns can be sorted out easily. However, when there is a bigger concern, such as a concern about a criminal offence, financial mismanagement or a breach of health and safety, [organisation name] has a ‘whistleblowing’ procedure which explains how to disclose your concern. Your disclosure will be treated seriously and you will not suffer a detriment from raising a genuine concern.  



You can find out more from [organisation name]’s ‘whistleblowing’ procedure, available from your line manager or from the intranet. 



8.4. Complaints



[organisation name] aims to provide a high quality service.  Complaints or concerns, comments and compliments are welcomed as a way of improving our service.  All complaints, comments and compliments will be dealt with as speedily as possible.



If someone who uses [organisation name] services raises a complaint, you should deal with it in accordance with the complaints procedure. You should give the complainant a copy of the complaints procedure, so that they know how their complaint will be handled. 



�Section 9: Leaving employment



9.1. Notice period



If you decide to leave [organisation name], you must give the notice outlined in your Principal Statement of Terms and Conditions. 



9.2. Redundancy procedure



[organisation name] wishes to ensure that, as far as is possible, there is job security for its employees. 



However, it is recognised that sometimes, there may be a change in the external environment, changed requirements for certain work or decreases in funding, which may lead to a redundancy situation. 



[organisation name] has a redundancy procedure, to ensure that all redundancy situations are dealt with consistently and fairly.  



9.3. Return of [organisation name] property



On termination of employment with [organisation name], you must return all [organisation name] property that may be in your possession. This might include documents and forms, equipment, keys, etc. 





************************
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NOTES



This staff handbook is a guide to your employment and it may change from time to time. The handbook does not form a part of your contract of employment with [organisation name]. 



If at any time there is a conflict between information in the staff handbook and information in your Principal Statement of Terms and Conditions, the Principal Statement will prevail. 







For more information or guidance



This briefing was produced by the South London CVS Partnership, a network of local Councils for Voluntary Service and including Community Links Bromley.



Community Links Bromley provide information, guidance and signposting on all aspects of running a voluntary and community organisation.  For more information, see our website at www.communitylinksbromley.org.uk.



Frances McAuley, Capacity Building Manager�tel:  (020) 8315 1914  fax:  (020) 8315 1924  

email:   francesm@communitylinksbromley.org.uk
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