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1. INTRODUCTION

The Alice Cross Centre exists to maximise our contribution to the well-being of the
community. Our vision is to be the community centre of choice for improved health and well-
being for all.

The policies and procedures explained in this Operations Manual have been developed so
that we can manage our operations effectively to enable us to succeed in delivering these
aims. We also have a Planning and Financial Management Manual which provides guidance
in those areas.

GENERAL POLICIES
2. DATA PROTECTION

2.1 Policy statement

The Alice Cross Community Centre needs to keep personal data about its Board of
Trustees, members, volunteers and supporters and attendees in order to carry our
activities.

We will collect, store, use, amend, share, destroy or delete personal data only in ways
which protect people’s privacy and comply with the General Data Protection Regulation
(GDPR), The Privacy and Electronic Communications Regulations and other relevant
legislation.

We will only collect, store and use the minimum amount of data that we need for clear
purposes, and will not collect, store or use data we do not need.

We will only collect, store and use data for:
e purposes for which the individual has given explicit consent, or
e purposes that are in our group’s legitimate interests, or
e contracts with the individual whose data it is, or
e to comply with legal obligations, or
e to protect someone’s life, or
o to perform public tasks.

We will provide individuals with details of the data we have about them when requested
by the relevant individual.

We will delete data if requested by the relevant individual unless we need to keep it for
legal reasons.

We will endeavour to keep personal data up-to-date and accurate, and within reasonable
limits, safely dispose of any data which is no longer required.

We will store personal data securely.

We will keep clear records of the purposes of collecting and holding specific data, to
ensure it is only used for these purposes.

We will not share personal data with third parties without the explicit consent of the
relevant individual, unless legally required to do so.
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We will endeavour not to have data breaches. In the event of a data breach, we will try to
rectify the breach by retrieving any lost or shared data. We will evaluate our processes
and understand how to avoid it happening again. Serious data breaches which may risk
someone’s personal rights or freedoms will be reported to the Information
Commissioner’s Office within 72 hours, and to the individual concerned.

To uphold this policy, we will maintain a set of data protection procedures for our Board,
staff and volunteers to follow.

2.2 Definitions

Data are individual facts, statistics, or items of information, and are a set of values of
qualitative or quantitative variables about one or more persons or objects, while a datum
(singular of data) is a single value of a single variable.

Personal data is information about a person which is identifiable as being about them. It
can be stored electronically or on paper and includes images and audio recordings as
well as written information.

Data protection is about how we, as an organisation, ensure we protect the rights and
privacy of individuals, and comply with the law, when collecting, storing, using, amending,
sharing, destroying or deleting personal data.

2.3 Legal framework

The General Data Protection Regulation (GDPR) was implemented on the 25 May 2018. At
the same time a new Data Protection Act (DPA 2018) came into force. GDPR and DPA are
intended to be read side by side.

The GDPR is a binding piece of legislation. The DPA provides for the GDPR to be tailored to
comply with UK law.

The GDPR sets very firm restrictions on the collection and processing of data. Part of this
regulation applies specifically to the Retention and Disposal of Personal Data. This policy
explains the responsibilities for storage and use of Personal Data and in particular how long
such data should be retained and how it should be disposed of to comply with the GDPR.

The Alice Cross Centre collects personal data for groups of people as follows

Employees

Volunteers

Donators

Centre Users

Customers i.e. Hirers or Renters of facilities.
Trustees

The GDPR applies to all the above but with some variation as to how data for each group is
regulated for Retention and Disposal of Personal Data.

2.4 How we use your personal data



We may collect personal data from you when you:
e Sign up for our service, events or to our mailing list or participate in surveys.
e Browse our website - When you visit our website, we may collect information such as
your IP address, browser type, and browsing behaviour.
e Contact us - When you reach out to us for customer support or other inquiries, we
may collect your contact information and any other details you provide.

We use your personal data for the following purposes:

To provide you with the services you have requested.

To process your orders and payments.

To communicate with you regarding your account, orders, and promotions.
To improve our products, services, and website experience.

To comply with legal obligations.

2.5 Consent to Collect Personal Data

By using our website and services, you consent to the collection, processing, and storage of
your personal data as described in this policy. You have the right to withdraw this consent at
any time by contacting us using the details provided below.

2.6 Third-Party Disclosure

We do not sell, trade, or otherwise transfer your personal data to third parties without your
explicit consent, except in the following circumstances:

o When it is necessary to provide a service or product you have requested.

o When we are required to do so by law or in response to valid legal requests.

2.7 Data Security

We implement appropriate technical and organisational measures to protect your personal
data from unauthorised access, alteration, disclosure, or destruction. However, no method of
transmission over the internet or electronic storage is 100% secure, and we cannot
guarantee absolute security.

2.8 Your Rights

Under GDPR, you have the following rights regarding your personal data:

e The right to access: You can request a copy of the personal data we hold about you.

e The right to rectification: You can update or correct your personal data if it is
inaccurate or incomplete.

e The right to erasure: You can request the deletion of your personal data under certain
circumstances.

e The right to object: You can object to the processing of your personal data for direct
marketing or legitimate interests.

e The right to data portability: You can request to receive your personal data in a
structured, commonly used, and machine-readable format.

2.9 Responsibilities

Overall and final responsibility for data protection lies with the Board of Trustees, who are
responsible for overseeing activities and ensuring this policy is upheld.



All staff and volunteers are responsible for observing this policy, and related procedures,
in all areas of their work for the Centre.

2.10 Retention

Accurate and confidential Personal information is retained for current users of the Centre, it
is held in paper format in locked filing cabinets and locked offices. Digital records are stored
on password protected databases.

Staff and Volunteers are instructed to ensure confidential information is not left accessible in
an open office, either in paper form or on computer screens. Instruction given to lock
computer to prevent unauthorised browsing. Information is regularly reviewed.

Employees
GDPR Atrticle 5(1)(e) of the GDPR requires that personal data shall be kept in a form which

permits identification of data subjects for no longer than is necessary for the purposes for
which the personal data are processed.

Employee Records are kept, subject to His Majesty’s Revenue and Customs (HMRC)
retention policy, for defined periods. The default standard retention period for HMIRC records
is 6 years plus current, otherwise known as 6 years + 1. This is defined as 6 years after the
last entry in a record followed by first review or destruction to be carried out in the additional
current (+ 1) accounting year. Employers should also have regard to a lawful minimum time
period for retention of personal data.

Records must only be retained beyond the default HMRC retention period if their retention
can be justified for statutory, regulatory, legal or security reasons or for their historic value.
The maximum retention period for HMRC records identified as having historic value is
defined as 20 years after the last entry in the record, with an additional one calendar year for
final review and transfer or destruction.

GDPR Atrticle 5(1)(e) about storage limitation specifies that personal data shall be kept for no
longer than is necessary for the purposes for which the personal data are processed.
Personal data may be stored for longer periods in so far as it will be processed solely for
archiving purposes in the public interest, scientific or historical research purposes or
statistical purposes in accordance with Article 89(1) of GDPR.

Where HMRC would be required to erase personal data but the personal data must be
maintained as evidence for legal purposes or for reasons of important public interest, HMRC
must (instead of erasing the personal data) restrict its processing.

Employers have a legitimate need to use this data to defend a potential tribunal for the 3
month risk period during which terminated employees can bring a claim, but it could be used
for defending a county court or high court claim, which can occur many years down the line.

The foregoing demonstrates that the retention of personal data for employees is a complex
situation and the Alice Cross Centre has an obligation under GDPR to ensure that correct
and lawful practices are adhered to in regard to data recording of current or past employees.

Volunteers and Trustees

Volunteers provide personal data of their own free will. The Alice Cross Centre collects
personal data such as Name, Address, Telephone Numbers and Emergency Contact Details.
This information will be kept for a period of 6 months after the volunteer/trustee leaves the
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organisation to facilitate enquiries in case of any legal action being taken by a
volunteer/trustee.

Donors

Donors provide personal data and for those that are gift aiders they will sign a declaration
form. Gift Aid declarations are part of the organization’s Gift Aid records and must be kept for
six years after the end of the year or accounting period that includes the last donation to
which they relate, or at least 12 months after you claim for the last donation to which the
declaration relates if this is later.

Centre Users/Attendees

Centre users and attendees provide personal data and sign sharing consent forms to help,

for example, with contact in case of emergency. Also, to contact users, possibly by email, to
notify of forthcoming events and to include them in events and services. Information will be

kept whilst the individual is a regular attendee. This information will be kept for a period of 6
months after the volunteer leaves the organisation to facilitate enquiries in case of any legal
action being taken by them.

Customers i.e. Hirers or Renters of facilities

Customers provide personal information for the purposes of validating their credentials for
the services they provide, for the Alice Cross Centre Insurance and for contact purposes.
This information will be kept for a period of 6 months after the customer leaves the
organisation to facilitate enquiries in case of any legal action being taken by them.

2.11 Disposal

Procedures for dealing with disposal of data cannot be taken in isolation. They must be
implemented taking due account of the legal requirements for data retention as described
above and, tangentially, the effects of Consent.

Where and when appropriate, data will be deleted form electronic storage systems and
paper files of Persona; data will be shredded.

Data is stored in an electronic database which is reviewed and updated regularly at 6 month
intervals.

At which time data is no longer relevant or not legally retained it will be deleted.

2.12 Contact Us
If you have any questions, concerns, or requests regarding GDPR or how we handle your

personal data, please contact us at: The Alice Cross Centre on 01626 778039 or
info@thealicecross.co.uk

3. FIRE SAFETY
3.1 Policy Statement

The issue of Fire Safety is taken extremely seriously and we will strive to ensure the Cross
Centre and its employees comply with the Regulatory reform (Fire Safety) Order 2005.



More importantly we will strive to ensure the safety of all persons who have a legitimate right
to be in, on or in the vicinity of the premises from fire and its effects. These include staff,
volunteers, users, hirers and contractors but exclude fire fighters in pursuance of fire fighting.

The Organisation has a no smoking policy.

Staff should be aware it is a criminal offence not to consider theirs and others fire safety
whilst at work and breaches will be dealt with in a robust manner by management.

3.2 The Responsible Person

The responsible person retains overall responsibility for policy and management of fire
safety and under the Regulatory Reform (Fire Safety) Order 2005 designated as the
“Responsible Person”.

The Responsible Person has delegated the following roles:

Task

Position

Ensuring all exits are available and useable
during time people are in the premises
(recommended daily)

Centre Co-ordinator

appropriate.

2. Fire-fighting equipment is in place and Centre Co-ordinator
undamaged (recommended weekly)

3. Staff have received induction training General Manager

4. The daily check of the fire alarm panel General Manager

5. The weekly test of the fire alarm Centre Co-

ordinator/Centre
Administrator

6. The monthly test of the emergency lighting Centre Co-ordinator

7. Gen | Completion of the Fire Risk Assessment General Manager

8. Ensuring the fire alarm, emergency lighting and | General Manager
fire fighting equipment (and other fire safety
measures if found) is serviced by a competent
person.

9. Ensuring appropriate cleaning of kitchen extract | General Manager
ducts where appropriate.

10. Ensuring portable electrical appliances are General Manager
maintained as required (PAT).

11. Ensuring fixed electrics are inspected at least General Manager
once every five years.

12. Completion of refresher training where General Manager




Task Position

13. Completion of a minimum of an annual fire General Manager
evacuation drill (6 monthly).

3.3 Staff responsibilities

All staff have a responsibility for their own and others fire safety. They should report any
possible dangerous issues to the General Manager for action.

Staff are forbidden from carrying out actions that could compromise their or others fire safety
and where staff are found to carry out such actions they may be subject to disciplinary
proceedings.

3.4 Fire safety provisions

The procedure is to ensure there is a suitable means of alerting all persons who have a
legitimate right to be in the premises to a fire in the early stages and provide sufficient
number of exits to allow the safe evacuation to a place of ultimate safety.

The evacuation procedure is for all persons to evacuate immediately.

The type, number and level of fire safety measures will be decided by Fire Risk Assessment
carried out by a competent person.

Whilst management accepts there is a legal duty to ensure there are some people trained in
the use of firefighting equipment they do not encourage the fighting of fires by staff and
actively discourage the fighting of fires by any users unless they have received training.

Staff will receive fire safety training but their overriding responsibility is to sound an alarm
and initiate an evacuation of the immediate area.

The Centre’s fire procedure concentrates on life safety and not property protection.

3.5 Fire Risk Assessment (FRA)

The Centre will employ a competent person to assist them with their duties under Article 18
of the Regulatory Reform (Fire Safety) Order 2005 in accordance with the Regulatory
Reform (Fire Safety) Order 2005.

The Centre will use the following documents as their source of all information;

o The Health and Safety Executive Safety Checks
o The Health and Safety Executive Means of Escape.

The fire risk assessment (FRA) that will be used is the Devon and Somerset Fire and
Rescue Services Risk Assessment Document.

A fire risk assessment will be completed for each work area. The FRA will be reviewed
annually or when there is a major change in circumstance to the premises.
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The assessment will provide a list of Significant Findings These are items that are likely to
present an unacceptable risk to people and will specify: what the problem is, what existing
control measures are in place and what additional measures should be instigated.

Any Significant Finding will be prioritised as High, Medium, and Low or as a Note. High,
Medium and Low are an identification of the risk the hazard presents to relevant people. The
Organisation will use this system as a way of prioritising the work to complete it.

Where a Significant Finding is stated as a Note, there is unlikely to be any additional control
measure. The Note is a way of informing the reader that an issue has been identified but due
to the existing control measures requires no further attention.

3.6 Equipment Testing and Maintenance
Fire Alarm and Detection

The level of coverage will be set by the FRA and serviced in accordance with the relevant
British Standard (BS5839-1 2017) by a competent person.

The alarm will be inspected daily by staff to ensure it is showing a healthy supply (green light
on panel).

The call points will be tested weekly by using a test key to operate a different call point each
week on a rolling program. Records of the tests will be maintained on site for inspection by
Organisation personnel, fire risk assessors and enforcement officers.

The smoke alarm and detection panel will be tested annually by an accredited alarm
systems company.

Electrical and Portable Electrical Equipment

The portable electrical equipment within the building work areas will be tested annually to
ensure it is fit for purpose and in a safe condition. The Centre Manager will have equipment
tested in accordance with HSE guidance. Records of tests will be held to be able to show
due diligence.

Hall hirers/users, rental must provide certification (PAT) as appropriate for equipment
brought into the building

The electrical installation for the building will be tested in accordance with regulations every
5 years (insulation)

Emergency lighting/exit signs will be tested on a monthly basis.

Portable Fire Fighting Equipment

The portable fire-fighting equipment will be inspected to ensure the equipment appears in
good condition, all extinguishers have a safety pin and plastic tag fitted, the colour of tag will
refer to the year of inspection and all equipment is in its appropriate position.

The equipment will be serviced annually by a firm of competent engineers in accordance
with the manufacture’s instructions and the BS 5306-3 2017.

Records of Testing and Maintenance
Management to ensure accurate and true records associated with testing and maintenance
of fire safety measures as well as staff training and evacuation drills.
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Records must be kept on site and except for staff training in a single file with the following
information:

Date of test

Iltems tested

Result of test

Action taken

Person completing test

3.7 Staff Training

All staff will be given induction training when employed; this will take place on their first day
of employment and will encompass:

Action to take on discovering a fire or hearing the alarm
Use of fire-fighting equipment

Location of exits

Assembly points

Where necessary, nominated key staff will receive additional annual training providing
detailed knowledge on the installed fire safety measures and use of firefighting equipment.

Staff will sign the Instruction and Training record to show they have completed the training.

Continuation training should be completed annually. All staff are to sign the Instruction and
Training record to show they have completed the training.

Staff fire training records should be retained on site for the period the employee is working
on site. The records should be kept confidential but may be shown to enforcing authorities
for the purpose of showing due diligence to legislation.

3.8 Evacuation Drills

It is anticipated this will take place whilst there are visitors/users in the Organisation. The drill
should take place at least annually, normally 6 monthly. All staff should sign the Instruction
and Training record to show they have completed the drill.

Regular hirers and renters will be responsible for carrying out their own evacuation and
recording in the fire alarm log book held in the meter cupboard.

3.9 Fire Fighting Procedures

Staff who have been trained in the use of portable firefighting equipment may attempt to fight
an uncontrolled fire where they feel confident it can be dealt with safely, however they must
not do this where they would put themselves or others at risk of harm from the fire or its
effects.

Visitors/users are actively discouraged from fighting fire unless they have received specific
training.

Any such firefighting is carried out at their own risk.
Sufficient firefighting equipment will be provided in the premises for the purpose of

immediate first aid firefighting. The level of equipment provided will be decided by the fire
risk assessment or other competent persons.
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3.10 Personal Emergency Evacuation Plans (PEEP’s)
All Centre users known to have a disability will have a PEEP completed on them.

The purpose of the PEEP is to ensure the person is provided with a means of being alerted
to a fire emergency and a safe means of escape taking into account their disability or iliness.

The PEEP should not disadvantage the employee/centre user in their use of the Centre but
ultimately the purpose of the PEEP is to ensure the safety of the individual and if no
reasonable solution can be found to ensuring the safety of the person a restriction in their
location within or on the premises may have to be considered.

When completing a PEEP the Centre Manager should speak to the person involved to
discuss:

o What fire safety issues present problems?
e How serious are the problems?
¢ How can they be overcome?
All PEEP forms will be kept in the fire folder in the office.

Where it is recognised a user has a disability that may affect their escape from the building
the Responsible Person should consider discussing with them how they can be assisted.

3.11 Contractors on Site

Any contractors (“contractor” includes volunteers) invited to site to carry out authorised
repairs must provide onsite management with a method statement stating how the work is to
be safely completed. This must include a section on fire safety.

Any contractor invited on site to complete “hot work” (work that could use open flame or heat
producing equipment high enough to cause ignition to flammable material) must produce a
risk assessment stating how the equipment is to be used and what precautions will be put
into place to reduce the risk and deal with a fire.

All such contractors must bring their own firefighting equipment onsite suitable for the hazard
they are introducing as specified in their risk assessment.

All such firefighting equipment must be in service (within one year). When the contractors
have set up to work, onsite management must carry out an inspection and satisfy
themselves they are working safely and to their risk assessment/method statement.

Onsite management has the right to stop any contractor from working in or on the premises
where they feel there is an unacceptable risk to the contractors, staff and/or visitors.
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4. EQUAL OPPORTUNITIES

4.1 Equality, Diversity and Inclusion Policy
The Alice Cross Centre is committed to encouraging equality, diversity and inclusion among
our workforce, and eliminating unlawful discrimination.

The aim is for our workforce and volunteers to be truly representative of all sections of
society and our clients, and for each employee and volunteer to feel respected and able to
give their best.

The organisation, in providing goods, services and facilities, is also committed against
unlawful discrimination of our clients or the public.

This policy’s purpose is to:

1. Provide equality, fairness and respect for all in our employment, whether temporary, part-
time or full-time.

2. Not unlawfully discriminate because of the Equality Act 2010 protected characteristics of:

e age
e disability

e gender reassignment

e marriage or civil partnership

e pregnancy and maternity

e race (including colour, nationality, and ethnic or national origin)
¢ religion or belief

e sex

e sexual orientation

3. Oppose and avoid all forms of unlawful discrimination. This includes in:

e pay and benefits

e terms and conditions of employment

e dealing with grievances and discipline

e dismissal

e redundancy

e leave for parents

e requests for flexible working

e selection for employment, promotion, training or other developmental opportunities

4.2 Our commitments
The Centre commits to:

e Encourage equality, diversity and inclusion in the workplace for our staff and
volunteers as they are good practice and make business sense.

¢ Create a working environment free of bullying, harassment, victimisation and
unlawful discrimination, promoting dignity and respect for all, and where individual
differences and the contributions of all staff and volunteers are recognised and
valued.
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This commitment includes all employees and volunteers about their rights and
responsibilities under the equality, diversity and inclusion policy. Responsibilities include staff
and volunteers conducting themselves to help the organisation provide equal opportunities in
employment and volunteering, and prevent bullying, harassment, victimisation and unlawful
discrimination.

All staff and volunteers should understand they, as well as their employer, can be held liable
for acts of bullying, harassment, victimisation and unlawful discrimination, in the course of
their employment, against fellow employees, customers, suppliers and the public.

o Take seriously complaints of bullying, harassment, victimisation and unlawful
discrimination by fellow employees, volunteers, customers, suppliers, visitors, the
public and any others in the course of the organisation’s work activities. Such acts
will be dealt with as misconduct under the organisation’s grievance and/or
disciplinary procedures, and appropriate action will be taken. Particularly serious
complaints could amount to gross misconduct and lead to dismissal without notice.

Further, sexual harassment may amount to both an employment rights matter and a
criminal matter, such as in sexual assault allegations. In addition, harassment under
the Protection from Harassment Act 1997 — which is not limited to circumstances
where harassment relates to a protected characteristic — is a criminal offence.

o Make opportunities for training, development and progress available to all staff and
volunteers, who will be helped and encouraged to develop their full potential, so their
talents and resources can be fully utilised to maximise the efficiency of the
organisation.

e Make decisions concerning staff and volunteers being based on merit (apart from in
any necessary and limited exemptions and exceptions allowed under the Equality
Act).

o Review employment practices and procedures when necessary to ensure fairness,
and also update them and the policy to take account of changes in the law.

¢ Monitor the make-up of the workforce regarding information such as age, sex, ethnic
background, sexual orientation, religion or belief, and disability in encouraging
equality, diversity and inclusion, and in meeting the aims and commitments set out in
the equality, diversity and inclusion policy.

Monitoring will also include assessing how the equality, diversity and inclusion policy,
and any supporting action plan, are working in practice, reviewing them annually, and
considering and taking action to address any issues.

5. Conflict of Interest

5.1 Introduction

All management, staff, trustees and volunteers of The Alice Cross Centre (“Organisation”)
must strive to avoid any conflict of interest between the interests of the Organisation on the
one hand, and personal, professional, and business interests on the other. This includes
avoiding actual conflicts of interest as well as the perception of conflicts of interest.
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The purpose of this policy is to be transparent and protect the integrity of the Organisation's
decision-making process, to enable our stakeholders to have confidence in our integrity, and
to protect the integrity and reputation of volunteers, trustees, staff and management.

5.2 Responsibilities

Management, staff, trustees and volunteers owe a duty of loyalty and fidelity to the
Organisation. They are expected to perform their duties on behalf of the Centre faithfully,
diligently and to the best of their abilities.

If management/trustees allow factors such as other external interests to influence their
decision-making, they may make decisions that are not in the Organisation’s best interest.
This could be costly to them and damage the work and reputation of the Organisation. The
most common dangers arising out of a conflict of interest are:

e poor decision-making
e legal challenge
e loss of trust within the boardroom

o reputational damage, including a reduction in donations, volunteers and public
support.

5.3 Examples of conflicts of interest include:

¢ A member of management, trustees or staff member who is also a user must not
decide whether fees from users should be increased.

¢ A manager/trustee who is related to a member of staff where there is decision to be
taken on staff pay and/or conditions.A member of management, trustee, staff
member or volunteer who is also on the committee of another organisation that is
competing for the same funding.A member of management, trustee, staff member or
volunteer who has shares in a business that may be awarded a contract to do work
or provide services for the Organisation.

5.4 Compliance

Management, staff, trustees and volunteers must never allow themselves to be placed in a
position where their personal interests are in conflict (or could be in conflict) with the
interests or business of the Organisation. They must also avoid any situation or activity that
compromises, or may compromise, their judgment or ability to act in the best interest of the
Organisation.

Management, staff, trustees and volunteers are required to disclose at all times any personal
interests, political activities, volunteering, private work or second jobs, which could
potentially create a conflict with their involvement in the Organisation. They must not use
their position or information gained in their position to further their own interests or create
financial benefits or the interests or financial benefits of others (i.e. family members or
people they reside with).

Each individual member of management/trustees have a legal responsibility to act only in the
best interests of the Organisation and to avoid putting themselves in a position where their
duty could conflict with any personal interest they may have. Even the perception of a
conflict of interest can damage the Organisation. Where the perception is inaccurate
because no conflict of interest exists, management must always be able to respond
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appropriately to the situation by managing the risks to the Organisation and being prepared
to explain how they have made their decisions only in the best interests of the Organisation.

Where the Trustee Board is presented with a conflict of interest, the interest should be
declared and the member(s) of management/trustee involved should remove themselves
from the discussion. The conflict and action taken to manage it should be recorded in the
minutes. Where the member of management/trustee has withdrawn from the meeting, steps
should be taken to ensure that any details of the discussion relating to the conflict of interest
are not divulged.

Upon appointment each member of management, trustee and member of staff will make a
full, written disclosure of interests, such as relationships, and posts held, which could
potentially result in a conflict of interest. This written disclosure will be kept on file and will be
updated as appropriate. Volunteers will also be asked to complete and sign a Conflict of
Interest Form. If there is no conflict of interest to declare, this should be stated on the form.

Any information provided will be processed in accordance with data protection principles as
set out in the GDPR (General Data Protection Regulation). Data will be processed only to
ensure that all management, staff, trustees and volunteers act in the best interest of the
Organisation. The information provided will not be used for any other purpose.

6. Social Media

6.1 Introduction

Management, staff, trustees and volunteers of The Alice Cross Centre may be able to access
social media services and social networking websites at work, either through Alice Cross
systems or through their own equipment. Social media can bring significant benefits to the
Organisation, but a misjudged status update can generate complaints or damage the
Organisation’s reputation. There are also security and data protection issues to consider. This
policy explains how social media can be used safely and effectively and describes the rules
governing its use at the Alice Cross Centre.

The policy applies to all Management, staff, trustees, volunteers and contractors at the Alice
Cross Centre who use social media while working, no matter whether for business or personal
reasons. It applies to all forms of social media, whether such use takes place on the premises,
while travelling for business or while working from home.

6.2 Procedures

Only people who have been authorised to use the Centre’s social networking accounts may
do so.

The Centre operates its social media presence in line with a strategy which focuses on the
most appropriate social networks, given available resources. No new social media accounts
in the Centre’s name may be created unless authorised by the General Manager.

Authorised persons should only post updates, messages or otherwise use the Centre’s social
media accounts when that use is clearly in line with the Centre’s overall objectives. Such use
may include:

¢ Responding to customer or potential customer enquiries and requests for help.

e Sharing blog posts, articles and other content created by the Centre.
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e Sharing, after thorough review, insightful articles, videos, media and other content
relevant to the Centre, but created by others.

¢ Provide followers with information about activities at the Centre.
e Promote marketing and fundraising campaigns.
e Support the launch of new activities or classes and other initiatives.

The Centre’s social media accounts must not be used to share or spread inappropriate content
or to take part in any activities which could bring the Centre into disrepute.

6.3 Copyright

The Alice Cross Centre respects and operates within copyright laws. Users may not use social
media to:

o Publish or share any copyrighted software, media or materials owned by third
parties, unless permitted to do so by that third party. If Management, staff or
volunteers wish to share content published on another website, they are free to do
so if that website has obvious sharing buttons or functions on it

e Share links to illegal copies of music, films, games or other software.
6.4 Personal Social Media use at the Centre

The Alice Cross Centre recognises that Management, staff, trustees and volunteers’ personal
social media accounts can generate certain benefits. However, use of social media should
not affect their ability to perform their duties properly.

When talking about the Organisation, personal social media users should make it quite clear
that their social media account does not represent Alice Cross Centre views or opinions.

6.5 Responsible Social Media Use

These rules apply to Management, staff, trustees and volunteers using social media accounts
or using personal social media accounts.

Users must not:

e Create or transmit material which might be defamatory or incur liability for the
Organisation.

e Post messages, status updates or links to material or content which is
inappropriate, such as pornography, racial or religious slurs, gender-specific
comments, encouragement of criminal skills or terrorism, gambling and illegal
drugs. Inappropriate content also includes any text, images or other media which
might offend someone on the basis of race, age, sex, religious or political beliefs,
national origin, disability, sexual orientation, or any other characteristic protected
by law.

e Use social media for any illegal or criminal activities.
e Send offensive or harassing material.

o Broadcast unsolicited views on social, political, religious or other non-business
related matters.

¢ Send or post messages or material which could damage the image or reputation
of the Alice Cross Centre.

e Post, upload, forward or link to spam, junk mail or chain emails and messages.
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Any trustee, staff member or volunteer found to have had access to any pornography
outlet, will be deemed to have committed gross misconduct and be immediately
dismissed.

6.6 Security and Data Protection

Management, staff, trustees and volunteers should be aware of the security and data
protection issues which can arise from using social networks.

Users must not:

e Share or link to any content or information owned by the Organisation that could
be considered confidential or commercially sensitive.

e Share or link to data in any way that could breach the Organisation’s Data
Protection Policy.

¢ Reveal sensitive information.

Social media users should avoid clicking links in posts, updates and direct messages which
look suspicious, particularly URLs contained in generic or vague-sounding direct messages.
They should also watch out for phishing attempts, where scammers may attempt to use
deception to obtain information about the Organisation or its customers.

All members of management, staff and volunteers should be aware that a breach of the rules
and procedures identified in this policy may lead to disciplinary action being taken against
them.

7. Bullying and Harassment
7.1 Introduction

Employees and volunteers are considered as “staff members” for the purpose of this policy
document and will be referenced as such.

The Alice Cross Centre has a zero tolerance to bullying policy.

The aim of this policy is to support a working environment and culture where there is no
tolerance of discrimination, bullying and harassment within the workplace. It explains what
bullying and harassment is; the rights and responsibilities of individuals and what steps can
be taken if the encounter such behaviour.

However, if a staff member is harassed or bullied by another person and is unable to deal with
the situation, they should remove themselves from contact with that person. The employee
should inform his/her manager who will be able to offer guidance on how to deal with the
situation. The Alice Cross Centre will ensure that adequate resources are made available to
promote respect and dignity in the workplace and to deal effectively with complaints of
harassment. This policy and our procedures for dealing with complaints will be communicated
effectively to all staff members. All complaints of harassment will be dealt with promptly,
seriously and confidentially. However, in some instances managers may not be able to offer
unconditional confidentially.

7.2 Definition of Bullying and Harassment

There is not, and probably cannot be a single definition. The reason for this is that harassment
may occur in many forms and may be directed to an individual or group of individuals.
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Harassment, in general terms, is unwanted which violates the dignity of men and women in
the workplace. It may be related to any of the following protected characteristics, age,
disability, gender reassignment, marriage, race, religion, or belief, sex or sexual orientation or
any personal characteristics of the individual and may be persistent or an isolated incident.
The key is that the actions or comments are viewed as demeaning and unacceptable to the
recipient.

Bullying may be characterised as “offensive, intimidating, malicious, or insulting behaviour, an
abuse or misuse of power through means intended to undermine, humiliate, denigrate or injure
the recipient”.

Harassment in the employment context is unlawful under the Equality Act 2010. Harassment
may also be a civil offence, criminal offence and may contravene health and safety legislation.

Some other definitions

Direct Discrimination

This is when someone is put at a disadvantage or treated less favourably because of a
protected characteristic.

Associative Discrimination

This means treating someone less favourably than others because of their association with
someone with a protected characteristic.

Indirect Discrimination

This means imposing a requirement or condition, which applies equally to everyone but is
such that the proportion of people in a particular group who are able to comply with the
requirement is considerably smaller than that of other groups.

Victimisation

Victimisation occurs when someone is treated less favourably than they would otherwise have
been, because:

e They have brought a complaint; or

o Itis known or suspected that they are contemplating bringing a complaint; or

e They are, or may be, assisting someone else with the information in relation to a
complaint.

Institutional Discrimination

The collective failure of an organisation to provide appropriate and professional service to
people because of their protected characteristic. It can be seen or detected in processes,
attitudes and behaviour which amount to discrimination through unwitting prejudice,
ignorance, thoughtlessness and racist stereotyping which disadvantages people.

Third Party Harassment

The partnership can be liable for the harassment of staff members by 3™ parties who are not
staff members where harassment has occurred on at least two occasions, and we are aware
that this has happened and have not taken reasonable preventative measures.

7. 3 Responsibilities
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Everyone has a responsibility to comply with this policy and all staff members should ensure
that their behaviour towards colleagues does not cause offence and could not in any way be
considered to be bullying or harassment. Differences in culture, attitudes and experience can
mean that behaviour by another may be perceived as inappropriate. It is important that all staff
are sensitive to the feelings and reactions of others and adjust their behaviour as necessary
and appropriate.

Line Manager Responsibilities

Managers have a responsibility to issue reasonable instructions and expect them to be carried
out. The legitimate management of staff should be distinguished from bullying or harassing
behaviour.

In addition, managers should:

o Explain the Alice Cross Centre policy to staff and others covered and take steps to
promote awareness of the procedures for dealing with complaints.

e Be responsive and supportive to any employee/volunteer who makes an allegation of
harassment, provide clear advice on the procedure to be adopted, maintain
confidentiality where appropriate and seek to ensure that there is no further problem
of harassment or victimisation while a complaint is being dealt with or after being
resolved.

o Examine their own behaviour to ensure they are acting as an appropriate role model
by treating people with dignity and respect.

o Irrespective of how they become aware of harassment take immediate action to deal
with it and avoid making judgments concerning the complaint until it has been fully
investigated.

e Seek advice from their line manager as soon as a complaint is received.

o Ensure that complaints are dealt with promptly and in the appropriate manner and take
every possible step to ensure that the behaviour does not reoccur.

o Ensure that effective working relationships are resumed as soon as possible and the
work of the team is not unduly affected.

Employee/ vounteer

Staff should discourage bullying and harassment by making it clear that they find such
behaviour unacceptable. Anyone who sees bullying or harassment happening, or hears about
it from a third party, has a responsibility to take action. This action may consist of letting the
perpetrator know that their behaviour is considered unacceptable or seeking advice from a
line manager concerning the appropriate course of action to take. The Alice Cross Centre
understands that confronting the perpetrator could be very difficult, and requests that staff
seek immediate advice and support from their line manager who can help them address the
situation.

7.4 Unacceptable Behaviour

Many forms of behaviour can constitute harassment; these are some examples:

o Discriminating against someone for a reason relating to a protected characteristic or
a perceived protected characteristic or because of someone’s association with
someone with a protected characteristic.

¢ Removing areas of responsibility without a good reason, punishing with trivial tasks,
setting an individual up for failure with impossible workloads and deadlines.
Persistently ignoring or patronising a person.

¢ Constant unfounded criticism of the performance of work tasks.
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¢ Unwelcome intrusion into personal life during non-working time e.g. contacting staff
without prior agreement when on annual leave and sickness absence to discuss
work.

¢ Unwelcome or lewd references to a person’s physical features, figure or dress.
Verbal and written harassment (e.g. via offensive letters, telephone or e-mail) through
jokes, racist remarks, sexist remarks, homophobic comments, taunts, offensive
language, harmful gossip and slander, threats; derogatory name calling or comments
about a person’s disability, age, religion or belief, mobile phone ring tones, letters,
threats, emails, electronic transmission or pornographic, racist, degrading or indecent
material.

e Suggestive and unwelcome comments or attitudes, insulting behaviour or obscene or
offensive gestures.

e Visual display or electronic transmission of posters, graffiti, emblems or other

offensive material (such as pin-ups or degrading/indecent/pornographic material,

racially offensive material) cyber bullying, i.e. the sending or posting of harmful or

cruel text or images using the internet or other digital communication devices e.g.

facebook.

Unlawful violence such as physical blows

Isolation or non-co-operation at work, exclusion from social activities.

Intrusion by pestering, spying or following etc.

Preventing someone from making progress by deliberately blocking promotion or

training opportunities.

7.5 Impact of Bullying and Harassment

Bullying and harassment can take many forms and occur for a variety of reasons. Often it
takes place when there are no witnesses, but not always. It can be persistent behaviour over
a period of time, but a one-off act may also amount to bullying or harassment. It can:

¢ Have a devastating effect on an individual, who may see it as offensive, degrading, or
humiliating.
Cause anxiety, loss of concentration, illness and absence from work.

¢ Have a damaging effect on the working environment, resulting in poor morale, higher
turnover of staff and reduced productivity.

¢ Result in both harasser and The Alice Cross Centre being held liable for damages,
where legal claims are raised.

o Damage the brand and reputation of the charity.

7.6 Informal procedure

If an employee feels that they are being subjected to bullying or harassment the aim should
be to deal with this informally and as soon as possible, unless they consider the issue is of too
serious of nature or that informal actions have not previously resolved the matter. In such
cases they may proceed to the formal procedure.

Staff members are encouraged to make a note of any incidents, so that they are clear about
what happened, when, where and whether anyone else was there. There are several possible
courses of action in these circumstances.

Staff members can choose any of the following:

o Talk to the person who is bullying or harassing them, tell him/her about the behaviour
that is causing distress, and ask for it to stop. This should be done as soon as possible.
In some cases, the person may be unaware that his/her behaviour is inappropriate or
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objectionable, or it may be that his/her words or actions have been misinterpreted. In
such cases, the misunderstanding needs to be cleared up fast. Even where the
behaviour was intentional, a swift and clear indication that it is objectionable may prove
sufficient to stop it. It is recognised however, that this could be difficult course of action
for an individual to take and the individual may wish to seek advice or support before
embarking on this course of action.

¢ Discuss the matter with their line manager or a more senior manager before deciding
what action is appropriate. It may be appropriate to put a well-being plan in place for
the employee.

o Write to the person, against whom they have a complaint, being specific about what
offends them, and asking for this behaviour to stop. Staff members should keep a copy
of the letter or email in case further action becomes necessary.

e Ask their manager or a more senior manager to take the matter up on their behalf.

o As part of the informal process, mediation through an external third party may be
arranged if both parties agree. Mediation can increase the likelihood of a resolution
and improve working relationships. However, it is not appropriate when one or more
people are unwilling to participate, or there has been a serious case of bullying or
harassment and parties are not willing to negotiate.

o |f Staff members have worked through the appropriate options from the list above and
the issues are unresolved, or if the situation has become too serious for an informal
resolution, a formal complaint may be the next step.

7.7 Formal procedure

If the problem cannot be resolved by taking informal action, or if it is of more serious nature,
staff may decide to make a formal complaint as follows:

A formal complaint needs to be made verbally or in writing to their line manager. The manager
will agree how the allegations should be raised with the alleged bully or harasser and what
action is to be taken. They will do so within 3 working days of the complaint being made, or as
soon as possible thereafter (for example, if they are on leave)

The complaint should contain the following details:

When the incident(s) happened (date & time)

Who the complaint is being made against

The nature of the incident and specific details

Where the incident happened

The names of any witnesses to the incident

Any action, which has already been taken, and the effect of the behaviour on
the individual

Every effort will be made to deal with the matter as quickly and sensitively as possible and in
order to do so the manager in consultation with their line manager will appoint an investigating
officer to take the investigation forward.

If the alleged perpetrator of the bullying or harassment is the immediate line manager, then
complaints should be addressed to the Chair of the Trustees.

Investigation Officer
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The Chair of Trustees will appoint a suitable person as the investigating officer to take the
investigation forward. The investigating officer will be independent of the parties involved, and
be trained in handling investigations. The investigation officer will agree the terms of reference
for the investigation by liaising closely with the Chair. The investigating officer will then write
to the person about whom the complaint has been made explaining the nature of the complaint
and the purpose of the investigation.

Purpose of the Investigation

The purpose of the investigation will be to establish all of the facts surrounding the incident
and/or allegation and for the investigating officer present the facts with recommendations
about next steps to the manager involved in the case.

Such investigations must be independent and objective with the respect for the right of both
the complainant and the alleged perpetrator to be properly heard and represented.

Depending on the nature of the allegations and the views of those involved, the person
accused of bullying/harassment may either be removed from their work place to another post
or be suspended from duty on full pay until the outcome of the case is known.

Alternatively the person making the accusation may, depending on the details of the case,
request for example to temporarily report to a different line manager, or have meetings with
their own line manager suspended pending the outcome of the investigation or to be moved
to another team or department.

Gathering Evidence

Where possible every person who can contribute to the facts of the case should be interviewed
by the investigating officer. They must be informed that their witness statement will be provided
to the alleged perpetrator of the offence and that they may be required to attend a disciplinary
hearing resulting from the investigation, in order that the alleged perpetrator (or his/her
companion) may ask questions connected to their statements. Any person who is unwilling or
unable to fulfil this requirement cannot be used as a witness to the incident and/or allegation.

Outcomes of the investigation

One of the outcomes of the investigation may be that there is a case to answer and for formal
disciplinary action to be taken. In this case the disciplinary action will be taken. In this case
the disciplinary policy should be followed. The same investigation would be used in the formal
disciplinary process.

If the investigation finds that there is no case to answer for bullying/harassment, but the
investigation reveals evidence of management, organisational practices or procedures that
need addressing, then these concerns will be communicated in writing and the appropriate
course of action will be taken.

If several people are experiencing bullying or harassment from the same source, and complain
as a group, individual statements should be made. If a complaint is made against several
people, individual responses to complaints will be needed. Outcomes of complaints will be
advised and not to the group.

Right to appeal

If the individual finds that the outcome of the investigation is unsatisfactory to them then they
have the right to appeal. The appeal must be in writing to the next level of management or
Chair of Trustees. This should be done within 10 working days of the receipt of the letter
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confirming the decision. The request to appeal should be acknowledged in agreed with the
employee, where possible.

The manager hearing the appeal will be sent all information relating to the bullying/harassment
case in advance. They should not have contact with any other parties concerned to discuss
any related issues in advance of this meeting.

An appeal hearing will be arranged to discuss the matter with the member of staff and the
manager who heard the formal first stage meeting.

Companions

The person chosen by the employee as his or her companion can be:

* Acolleague not otherwise involved in the case.
» Afriend or other representative

If the person concerned has difficulties communicating or if they are not fluent in the English
language then a translator or appropriate external support may be used, in additional
companion.

The Alice Cross Centre does reserve the right to refuse to accept an individual as a companion
if there is a conflict of interest, or if the use of that person incurs unwarranted expense.

Both parties will be given an opportunity to put forward their case individually and have the
right to bring representation to the meeting. The appeal will review the decision made at the
1st stage. The Employee will be informed as soon as possible of the decision of the Appeal
Panel and in any event within 10 working days.

The decision of the Appeal Panel may be to uphold, reduce, amend or reject the decision of
the disciplinary or grievance panel.

The Appeals procedure will exhaust the internal procedures of The Alice Cross Centre.
Time limits

The time limits are specified within this procedure may be reduced or extended, by mutual
agreement, at any stage of the procedure where it is felt that this will facilitate the process.

Records

Confidential copies of all paperwork once the outcome is known will be retained. If it is found
that there is no case to answer then the papers will not be held on the file of the person
accused.

7.8 Complaints raised on termination of employment

If a claim of harassment or bullying has been raised immediately prior to an employee leaving
the organisation, or after they have left the organisation, and it is not reasonably practical to
follow the formal procedure in its entirety, an alternative procedure may be followed. If both
the staff member and the Alice Cross Centre consent, in writing, the claim may be considered
without a meeting being held with the complaint.

In this case the staff member must still submit a claim of unacceptable behaviour in writing.
After due consideration, the appropriate manager will provide a written response to the
member of staff i.e. the complainant. In this case there is no right of appeal against the
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outcome and the process will be deemed to be complete once the response has been
provided.

7.9 Malicious allegations

Not every allegation of harassment is well founded. Malicious allegations (i.e. a complaint with
no basis and made with the intention of causing harm) may give grounds for disciplinary
proceedings against the complaint, but this will not include ill-founded allegations, which were
nonetheless made in good faith.

7.10 Confidentiality

Confidentiality should be agreed and maintained. However where a manager believes there
is an unacceptable risk to the complainant, or to another person, or to The Alice Cross Centre,
action will need to be taken, and absolute confidentiality cannot be maintained. Information
will only be given to those who strictly need to know.

If the complainant wishes to remain anonymous it may not be possible to take any action,
although the Alice Cross Centre will seek to support all individuals in the resolution of genuine
complaints and concerns. It may be possible to address such complaints though indirect
methods, e.g. training initiatives, awareness-raising, publicising the Bullying or Harassment
policy. There is a need to balance individual confidentiality with the nature of the risk.

7.11 Criminal offences

Some types of bullying and harassment may also be a criminal offence. Harassment
complaints made within the Alice Cross Centre will continue to be dealt with by the procedures
outlined above through there are important exceptions, described below.

The Alice Cross Centre has a responsibility to make reports where criminal offences or a threat
to anyone’s health and safety are concerned

However, it is advisable to report the incident as soon as possible. If staff members feel unable
to do so, or could not do so at the time, they should not let the incident pass but should report
it as soon as possible.

Those forms of bullying and harassment which are criminal offences and which are not minor
should be reported to the police. Internal investigations and disciplinary action may still take
place within the Alice Cross Centre, whether or not the police decided to proceed. However,
in some cases there may have to be a delay whilst the police investigations are carried out.

In its handling of the matter the Alice Cross Centre would always try to consider the legitimate
concerns of the complainant about involving the police and in reporting the matter to the police.
Care would always be taken to offer as much support and advice to the complainant and, as
appropriate, to the accused as possible.

This information will be kept confidential and will be used to enable the Alice Cross Centre to
carry out equality impact assessments of the policy to fulfil its obligations for monitoring
equality under the public sector duties.

7.12 Other Follow up Action

Staff members should be made aware of any kind of follow-up action, which might be taken
following the outcome of a complaint of discrimination or harassment. This could include any
of the following:

e Counselling
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¢ Information and training
e Review and monitoring

8. Whistleblowing

8.1 Introduction

It is important that any fraud, misconduct or wrongdoing by staff or others working on behalf
of the charity is reported and properly dealt with. We therefore require all individuals to raise
any concerns that they may have about the conduct of others in the charity or the way in
which the organisation is run. This policy sets out the way in which individuals may raise any
concerns that they have and how those concerns will be dealt with.

8.2 Background

The Public Interest Disclosure Act 1998 amended the Employment Rights Act 1996 to
provide protection for workers who raise legitimate concerns about specified matters in the
public interest. These are called ‘qualifying disclosures’. A qualifying disclosure is one made
by an employee who has a reasonable belief that:

o a criminal offence

° a miscarriage of justice

° an act creating risk to health and safety

. an act causing damage to the environment
o a breach of any other legal obligation

o or concealment of any of the above.

is being, has been, or is likely to be, committed. It is not necessary for you to have proof that
such an act is being, has been, or is likely to be, committed — a reasonable belief is
sufficient. You have no responsibility for investigating the matter — it is the charity's
responsibility to ensure that an investigation takes place.

If you make a protected disclosure you have the right not to be dismissed, subjected to any
other detriment, or victimised, because you have made a disclosure. We encourage you to
raise your concerns under this procedure in the first instance.

8.3 Principles

° Everyone should be aware of the importance of preventing and eliminating
wrongdoing at work. Staff and others working on behalf of the charity should be
watchful for illegal or unethical conduct and report anything of that nature that they
become aware of.

. Any matter raised under this procedure will be investigated thoroughly, promptly and
confidentially, and the outcome of the investigation reported back to the person who
raised the issue.

. No employee or other person working on behalf of the charity will be victimised for
raising a matter under this procedure. This means that the continued employment
and opportunities for future promotion or training of the worker will not be prejudiced
because they have raised a legitimate concern.

° Victimisation of an individual for raising a qualified disclosure will be a disciplinary
offence.
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. If misconduct is discovered as a result of any investigation under this procedure our
disciplinary procedure will be used, in addition to any appropriate external measures.

° Maliciously making a false allegation is a disciplinary offence.

. An instruction to cover up wrongdoing is itself a disciplinary offence. If told not to
raise or pursue any concern, even by a person in authority such as a manager, you
should not agree to remain silent. You should report the matter to the General
Manager or to the Board of Trustees.

8.4 Procedure

This procedure is for disclosures about matters other than a breach of your own contract of
employment. Matters relating to your contract of employment, should be raised via the
grievance procedure.

Stage 1: In the first instance, any concerns should be raised with the General Manager, who
will arrange an investigation of the matter. The investigation may involve you and other
individuals involved giving a written statement. Any investigation will be carried out in
accordance with the principles set out above.

Your statement will be taken into account, and you will be asked to comment on any
additional evidence obtained. The General Manager will take any necessary action, including
reporting the matter to the board of trustees and any appropriate government department or
regulatory agency. The General Manager will also invoke any disciplinary action required.
On conclusion of any investigation, you will be told the outcome and what the charity has
done, or proposes to do, about it. If no action is to be taken, the reason for this will be
explained.

Stage 2: You should escalate the matter to the Board of Trustees if you are concerned that
the General Manager:

e isinvolved in the wrongdoing
e has failed to make a proper investigation

e or has failed to report the outcome of the investigations to the relevant person.
The representative for the Board of Trustees will arrange for a review of the investigation to
be carried out, make any necessary enquiries and make their own report to the board.

Stage 3: If on conclusion of stages 1 and 2 you reasonably believe that the appropriate
action has not been taken, you should report the matter to the relevant body. This includes:

o HM Revenue & Customs

. The Health and Safety Executive

° The Environment Agency

o The Serious Fraud Office

o The Charity Commission

° The Pensions Regulator

o The Information Commissioner

. The Financial Conduct Authority

. The Competition and Markets Authority

o The Independent Office for Police Conduct

You can find the full list in The Public Interest Disclosure (Prescribed Persons) Order 2014
(PDF).

28



8.5 Data protection

When an individual makes a disclosure, we will process any personal data collected in
accordance with the data protection policy. Data collected from the point at which the
individual makes the report is held securely and accessed by, and disclosed to, individuals
only for the purposes of dealing with the disclosure.

This policy will be reviewed and updated every two years to reflect best practice in data
management, security and control and to ensure compliance with any changes or
amendments made to the Data Protection Act 1998.

9. Complaints
9.1 Policy

The Alice Cross Centre aims to provide a helpful and high standard of service both to the
members of the public and to the organisations with whom we work. Whether you think we
are doing well, or think we could do better, we value your opinion and want to hear from you.

If you are not happy with The Alice Cross Centre in any way, please let us know. We
welcome the opportunity to put matters right, for you and for others who might use our
services in the future.

This Complaints Procedure details how we will deal with a complaint.

9.2 What to do

First, speak to the member of staff or volunteer providing the service you wish to comment
on. The people closest to the situation can usually deal with most problems quickly.

If you are unhappy with the response or feel unable to approach the member of
staff/volunteer directly then email info@thealicecross.co.uk or call 01626 778039 or write to:

The Manager

The Alice Cross Centre
1-3 Bitton Park Road,
Teignmouth, TQ14 9BT

Whatever method you choose, your complaint will be dealt with in the same way.
9.3 What happens next?

We will respond to you in writing within 3 working days to acknowledge your complaint and
will include a copy of our Complaints Policy for your reference. We will tell you who is
dealing with your complaint and how long the investigation will take.

We aim to resolve complaints within 10 working days. Some complaints take longer to
investigate. When they do, we will contact you to tell you when you can expect a response
from us. At this point we may invite you to a meeting with the Manager. You may bring a
relative or friend to support you.

We will handle all comments and complaints sensitively. The Alice Cross Centre will record

your complaint and follow data protection requirements. We will use the information to help
us improve our services.
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9.4 What if I’'m not satisfied with the response?

If you have made a complaint and are unhappy with the response you receive or with the
way your complaint has been handled, you can appeal by writing to The Alice Cross Centre
using the above contact methods. This will be escalated to the Chair of the Board of
Trustees, who will assess the situation and decide if further action is needed.

The Chair will respond to you in writing within 5 working days to acknowledge your complaint
escalation and may invite you to a meeting. That meeting may, at the discretion of the Chair,
include another trustee and you can bring a relative or friend to support you. Once any
investigation by the Trustee Board is complete, you will be sent a letter with a final response
to your complaint including any action being taken by the Alice Cross Centre.

Overall responsibility for this policy and its implementation lies with the Board of Trustees of
The Alice Cross Centre.

10. Health and Safety

10.1 Policy
Our policy is:

¢ to provide adequate control of the health and safety risks arising from our work
activities

to consult with our employees on matters affecting their health and safety
to provide and maintain safe equipment

to ensure safe handling and use of substances

to provide information, instruction and supervision for employees

to ensure all employees are competent to do their tasks, and to give them
adequate training

¢ to prevent accidents and cases of work-related ill health

e to maintain safe and healthy working conditions

e toreview and revise this policy as necessary at regular intervals

10.2 Responsibilities

The Board of Trustees The Health and Safety at Work Act 1974 places a statutory duty on
all employers to ensure, so far as is reasonably practicable, the safety, health and welfare of
all its employees at work and other people who may be affected by their activities, e.g.
users, volunteers, members of the public.

The Board of Trustees are also committed to complying with the requirements of the
Management of Health and Safety at Work Regulations 1999 and other Regulations that apply
to the Charity’s work activities.

The Board of Trustees as the employer, has overall and final responsibility for health and
safety matters at the Alice Cross Centre and for ensuring that health and safety legislation is
complied with.

The Board of Trustees will periodically review the operation of its Health and Safety Policy.
And will ensure:
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o employees and volunteers as appropriate receive sufficient information, training
and supervision on health and safety matters

o arisk assessment is undertaken and the results written up and made available to
all employees

e accidents are investigated and reported to the Board of Trustees

o there are arrangements in place to monitor the maintenance of the premises and
equipment

Day-to-day responsibility for ensuring this policy is put into practice is delegated to: the
General Manager of the Alice Cross Centre (the Health and Safety Officer).

10.3 Designated Health and Safety Person’s Duties

To ensure that the Trustees and Staff are aware of their individual Health and
Safety responsibilities.

To initiate and/or recommend any changes, developments and amendments to
the policy as and when necessary.

To inform the Health and Safety Executive of all notifiable accidents.
Investigate any accidents or dangerous occurrences and recommend means

of preventing re-occurrence.
e To arrange appropriate training for all employees.

e To ensure that Risk Assessments (including where appropriate, COSHH,
Noise, Manual Handling etc) are carried out as needed.

e To ensure follow up action as needed.

e To promote an interest and responsible attitude towards Health and Safety
matters throughout the Centre.

10.4 Employees and volunteers

All employees and volunteers must:

co-operate with supervisors and managers on health and safety matters

not interfere with anything provided to safeguard their health and safety

take reasonable care of their own health and safety

report all health and safety concerns to an appropriate person (as detailed in this
policy statement).

10.5 Fire Officer

The Board of Trustees will appoint a Fire Officer who shall receive appropriate training. At
the time of issue this is the General Manager.

The responsibilities of the Fire Officer are to:

be instructed on potential fire hazards and the use of fire fighting equipment
ensure that they arrange the testing of fire alarms and fire drills

assist with the efficient evacuation of staff and visitors

liaise with the Fire Brigade at the assembly point

ensure staff and volunteers at the Alice Cross Centre are aware of the fire alarm
and fire drill.

10.6 First Aid

The General Manager is the designated first aid lead. The trained first aid person named
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above will ensure that the first aid box is kept in the correct place, containing the items laid
down in the Code of Practice and Guidance Notes published by the HSE and is regularly
checked and restocked.

10.7 Health and Safety Risk Assessment

The Board of Trustees will ensure that a risk assessment will be carried out by a competent
person in accordance with the 1999 Management of Health and Safety at Work Regulations
and the Approved Code of Practice (ACOP). This risk assessment will be written up, and be
made available to all staff and volunteers.

The written risk assessment will be reviewed and updated annually to ensure it covers all
employees against all risks, and to ensure that any action identified as needed in the
risk assessment has been carried out. The risk assessment will also be updated every
time that there is a major change in working practices.

10.8 Carrying out a Risk Assessment

Carrying out a risk assessment is a relatively straightforward process, simply a careful
examination of what could cause harm to people, and what precautions need to be taken.

The HSE proscribes a ‘Five Step’ process:

Step One — Identify the hazards

First walk around the workplace identifying anything that could be potentially hazardous - write
everything down - make a list. Include everything you can think of: not just things that are currently
obviously dangerous, but anything with a potential risk. It is a good idea to get two people to do
this separately (one of these could be a trade union safety representative if there is one) and to
compare lists afterwards, in case either of you have missed anything out.

Then think about invisible hazards - for example, in the voluntary sector one of the biggest risks
people endure is stress (often related to working long hours, under pressure, to tight deadlines)
or physical assault. Invisible hazards often include fumes - for example, photocopiers and laser
printers emit ozone when in use.

Finally consider whether things that might not normally be hazardous might be in relation to
specific people - eg pregnant women, disabled workers.

Step Two — identify who is at risk
Once you have identified and listed all the hazards, you need to (i) identify what the specific risk
is, and (ii) who is particularly at risk.

Some people will be more at risk from particular hazards than others - for example a VDU user
will be more at risk of suffering RSI (Repetitive Strain Injury - also known as WRULDs - Work
Related Upper Limb Disorders), a cleaner might have specific risks related to the chemical
cleaning agents being used, etc. And there will be those particularly at risk in some circumstances
for example because they may be working alone, or they may have a disability. List those
potentially at risk.

Step Three — Evaluate the risks and decide on precautions

Think about what you can do to remove the risk. Compare what you currently do with what is
accepted as good practice. (You may need to seek advice on this from experts) The main purpose
of doing a risk assessment is to be aware of the risks, so that you can take action to eliminate or
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at least reduce the risks. On a simple level if an electrical wire is exposed, you could replace it,
or cover it with insulating tape. On a more proactive level, for example, if your cleaner is using
potentially dangerous chemical agents - change the cleaning product - use something water-
based. Write down the actions currently taken and those actions you propose to be taken, and
write down who will take the action, by when.

Step Four — Record your findings

If you employ five people or more, the law requires you to record your findings. Ensure the written
record of your findings is made available to staff, and that they co-operate with the carrying out
of the recommendations made as a result of the assessment. This might involve a change in
working practices, a change in machinery or equipment, and appropriate training being
undertaken.

Step Five
Review your assessment. Few workplaces remain the same. You must review your assessment

when there are major changes in the workplace, such as the introduction of new machinery, or
new ways of working - but you must carry out regular reviews anyway - possibly annually. If your
original assessment was properly recorded the review should be a relatively simple job but be
aware of changing working practices.

Other considerations:

if you share a building with other groups, it is a legal requirement that you all co-operate
with each other in carrying out assessments.

If your workers have a trade union health and safety representative, you should consult
with them before carrying out the assessment, and again after carrying out the
assessment - in case they strongly disagree with the results of the assessments, or the
proposals you may be making to remedy a potential hazard.

10.9 Sample Risk Assessment Form

What are the Who might be What are you List actions to be taken
hazards? harmed, and how? rendy doing®
Spot hazards by Remember: already doing Note Who will take the
walking around the e some workers . . action, by what date
workplace, talking to have specific List precautions

’ needs already in place

workers, checking

machines and their e People who are
instructions not present when

the assessment is
taking place

e Members of the
public
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10.10 Training

The Alice Cross Community Centre will:
¢ Ensure that new employees and volunteers receive information on health
and safety as part of their induction.

¢ Organise training for employees and volunteers on health and safety matters as
appropriate, including; general health and safety training, first aid, manual handling,
fire safety, risk assessment.

e Also organise training for appropriate use of equipment, and any special training
needed to ensure safe systems of work.
Ensure that if employees and volunteers consider they have health and safety
training needs they should inform their line manager.

10.11 Buildings

The Alice Cross Centre has a responsibility to provide a safe and healthy environment
everyone.

All the Staff/Volunteers/Trustees of the Centre are responsible for spotting hazards or
potential hazards. If a hazard is seen, it should be removed or dealt with as soon as possible,
or if not, reports to the Competent Person.

10.12 Examples of Hazards

Things Out of Reach

Chairs or other furniture must not be used to stand on for the purpose of replacing light
bulbs, reaching for things off tope of cabinets, etc. A properly maintained, undamaged step
ladder must be used.

Damaged Equipment
Regular checks must be carried out on furniture and equipment for damage which leaves

sharp edges protruding or other hazards. Any damaged furniture must be reported for repair
or condemnation straight away and must be removed from use.

Damage to Fabric of Building, Windows, etcAll such damage must be reported immediately
to the competent person as named above.

Misplaced Furniture, Equipment or Supplies
Any furniture, equipment or supplies left in an inappropriate place, for example obstructing a
gangway, must be removed immediately and placed in an appropriate, safe place.

10.13 General provisions
o First Aid provision will be available at all times in an appropriate and accessible First
Aid Box.
o The First Aid Box is kept in the kitchen area.
¢ At least one employee/volunteer will receive appropriate first aid training.
¢ All new employees will be told as part of their induction of the location of first aid

equipment and the employee who has received first aid training.
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A record of all first aid cases treated will be kept in the Accident Book, which will be
kept with the First Aid Box.

Aisles & gangways must be kept clear from obstructions and materials must be
stored in safe areas. Under no circumstances must goods or materials be stacked
immediately in front of or obstructing fire doors, fire exits, fire alarms or fire
equipment.

Smoking is not allowed at any time in the building

The Centre will avoid unhealthy and overcrowded working conditions, and will consult
staff/volunteers on any changes in office layout.

The Centre will endeavour to provide a well ventilated workplace in which
staff/volunteers have control over their local level of ventilation.

In office workplaces a minimum temperature of 16°C must be maintained. Efforts will
be made so far as is reasonably practical to ensure the workplace temperature does
not rise to an uncomfortable level. A thermometer will be provided in such a position
as to be easily seen.

Adequate lighting must be provided. If lights are found to be out of order, the fault must
be corrected as soon as reasonably possible.

The Centre will endeavour to ensure that noise in its offices is kept to as low a level as
is practicable.

Office equipment such as photocopiers and printers can emit pollutants into the
atmosphere. The organisation will take reasonable precautions in ensuring that
these levels are kept as low as possible. Employees and volunteers will not be
expected to work in enclosed spaces with equipment that emits atmospheric
pollutants. Spaces where these pollutants are present shall be kept well ventilated.

Equipment must not be left lying around but must be suitably stored

No wires must be left trailing across floors

Non flammable rubbish bins must be positioned at various points

Except in emergencies, and with the permission of the H&S Officer, no paraffin,
bar electric or calor gas fires will be used at the premises

All building maintenance such as electrical work, carpentry, painting, etc should be
carried out by skilled people. Staff should not endanger themselves and others by
carrying out such work.

Broken, ineffective or damaged electrical equipment must be reported to the General
Manager. Staff should use electrical equipment in accordance with instructions.

10.14 Working at height

Injuries are often caused by falls from:

ladders
scaffolding
roofs and roof-edges - particularly fragile roofs
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e gangways and catwalks

e vehicles
The poor selection, use and maintenance of equipment causes falls, eg using a ladder
because it's easier than erecting a tower scaffold.

The Working at Height Regulations place duties on employers, to ensure:

o all work at height is properly planned

o those working at height are competent or supervised

o the risks of working on or near fragile surfaces are properly controlled
e equipment for working at height is properly inspected and maintained

Work at height should be avoided where possible and equipment should be used to prevent
or minimise the consequences of falls where working at height is the only option.

10.15 Personal welfare

The Centre will ensure that suitable and sufficient toilets and washing facilities are provided
for all staff in accordance with the minimum requirements of Health & Safety legislation.

The toilet will be in a separate, lockable room

Washing facilities will include a supply of clean hot and cold water, soap and suitable means
of drying.

An adequate supply of drinking water will be provided for all staff/volunteers

So far as is reasonably practicable, the Centre will provide its staff with a seating
arrangement where, during rest periods, they may have a break away from their
workstations.

Suitable rest facilities will be provided for pregnant employees/volunteers

All employees/volunteers should not work excessively long hours, and should take adequate
breaks for meals and rest as indicated within their statement of terms and conditions of
employment.

10.16 Personal safety

Office Security

It is in the nature of the organisation's work that staff or volunteers may, on occasions, find
themselves in potentially dangerous situations whilst on the Centre’s business. The following

policy is concerned to minimise the risk to people working for the Alice Cross Community
Centre.

Staff or volunteers who are working on their own should not allow access to casual visitors
who have no appointment. Such callers should be encouraged to make an appointment.

Where staff are dealing with an individual but feel uneasy about being alone with him or her
they have the right to refuse to make an appointment or give access if it would put them in
that position. In these situations the management will put their trust in the feelings of the
worker.

All windows and entry doors will be lockable.
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10.17 Working away from the Centre

Staff who are going to be working away from the office should make it clear to other staff
where they will be, how long for and how they can be contacted.

If in the course of a trip away from the office plans change significantly, this should be
communicated back to the office.

Staff should make clear who they wish to be informed (outside of work) in the event of an
emergency and how they can normally be contacted.

10.18 Holding or carrying money or valuables

Staff/Volunteers who carry money for the Centre have the right to be accompanied by
another person.

Large amounts of cash, over and above petty cash should not be kept on the premises of
the Centre

Visits to the bank should not be at a regular time.

Under no circumstances should staff put themselves at risk on account of the property of the
Centre. If money is demanded with threats it should be handed over.

10.19 Working Alone

Itis the responsibility of the General Manager to ensure that staff and volunteers working alone
are placed at no more risk than employees and volunteers who work together. Staff and
volunteers have a responsibility to report concerns, seek advice and must never attempt to
undertake tasks for which they feel unprepared, are uncertain of or believe will place them at
risk.

The General Manager and/or Volunteer Co-ordinator will explain to all staff and volunteers
working alone the procedures for contacting them or the trustees to seek advice or support. In
addition, they will establish clear channels of routine communication for each project under
their management.

Whenever you are required to work alone you must keep to the following guidelines for
working safely whilst alone.

e Do not put yourself at risk physically, e.g. climb or work at height, or lift heavy
objects.

e Use common sense in making decisions on the tasks you are undertaking.

e Carry a mobile phone if possible

¢ Inform the General Manager and/or Volunteer Co-ordinator that you are working
alone and your expected finish time.

o If you think there are intruders in the Centre building call 999 and do not try to
intervene.

e When working alone in the building ensure that you lock the door after you have
entered.

Monitoring safety issues
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e Lone workers must report incidents such as accidents and near accidents, including
all incidents where they feel threatened. This includes incidents of verbal abuse.

¢ The General Manager and/or Volunteer Co-ordinator will request that people working
on their own report when there are any safety concerns. Lone workers are
encouraged to seek help and advice if any safety concerns arise.

Safe Lone Working Practices for Meal Delivery Volunteers and Staff Working Away From the
Centre.

Wear your Alice Cross Polo Shirt and ID

Show your ID to our customer, especially on the first visit.

Ensure your mobile is fully charged

Check customer notes before you leave the Centre, to ensure you are up to date with

any new requests.

e Plan your journey, including a petrol check if you are driving, especially if you are a
new Meal Delivery Driver.

¢ |f you aren’t coming back to the Centre, please whatsapp the appropriate group to
report that you have finished your delivery round or meeting.

e Report any incidents that may have arisen.

o If you feel at risk or under threat at any point during your shift, come back to the
Centre or phone the appropriate contact number, depending on the incident, e.g. low
risk but need advice, call the office or the General Manager, a more serious incident,
call emergency services on 999.

¢ Remember your role is to deliver food to the front door. If any arrangements have

been made with the client to enter their home for support, it will be in your notes.

10.20 Reporting

All health and safety related incidents or incidents of aggression or violence should be
reported to management and recorded in the accident book.

The General Manager should investigate all incidents to determine whether procedures and
practices need to be changed to prevent recurrence.

The Health & Safety Officer is responsible for reporting incidents which come within the
Reporting of Injuries, Diseases & Dangerous Occurrences Regulations (RIDDOR), to the
London Borough of Islington Environmental Health Department. RIDDOR covers the
following incidents:

¢ fatal accidents

major injury accidents/conditions

dangerous occurrences

accidents causing more than 3 days incapacity from work
certain work-related diseases.

Employers have a responsibility to provide a safe working environment. Staff should report
any current or potential situation at work which is a threat to personal safety. Talking about
fear and other problems related to aggression or harassment are not marks of failure but
good practice. A serious incident, even if it results in no physical harm, may cause feelings of
fear, panic or despair which can carry on long afterwards. The Trustees of the Alice Cross
Community Centre recognises this and will be disposed to provide whatever support,
counselling or time off work seems appropriate.
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10.21 Working from home

When employees/volunteers are carrying out work for the Centre at home all health and
safety rules and guidance in this policy apply in the same way that they do in the
workplace.

It is the responsibility of the employee/volunteer to ensure that their home working
environment and equipment used in the home is safe.

The employee/volunteer will be asked to indemnify the organisation from damages caused
by accidents in the home.

10.22 Visual display equipment

It is the policy of the Alice Cross Community Centre to comply with the law as set out in the
Health and Safety (Display Screen Equipment) Regulations 1992.

The General Manager will conduct health and safety assessments of all workstations staffed
by employees/volunteers who use VDU screens as part of their usual work. All workstations
must meet the requirements set out in the Schedule to the Regulations.

Appropriate seating must be available to all users.

Staff/Volunteers will take regular breaks (at least 10 minutes away for every hour at the
screen). Short frequent breaks are more satisfactory than occasional longer breaks.

We commit to:

o provide VDUs with a detachable and adjustable screen, i.e. in height, swivel, etc, to
allow for the individual preference of the operator.

provide computer cleaning supplies

provide a wrist and footrest at each workstation

an anti-static mat at each workstation

provide keyboards which are separate from screens

provide antiglare screens, where direct light cannot be prevented from falling on the
screen

provide adequate workstation space.

The General Manager will hold copies of manufacturers’ detailed instructions on the
maintenance of machinery, and will ensure that maintenance contracts are adhered to and,
where appropriate, renewed.

Eye and Eyesight Tests
Full time new staff are entitled to have eyesight tests paid for by the Centre.

Where a member of staff / volunteer is experiencing eyesight problems attributable to their
work with VDUs (computer monitor) s/he will be entitled to have an eyesight test paid for by
the Centre

Where a test shows that as a result of work with the organisation’s VDUs, a member of staff

/ volunteer needs to purchase special corrective appliances (usually glasses), these will be
paid for by the Centre This excludes those normally used for purposes other than work with
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VDUs, and is subject to a maximum expenditure of £150

Work Related Upper Limb Disorders (also known as Repetitive Strain Injury) are often

associated with keyboard work. It is the intention of the Trustees, by following best advice, to
provide VDU/keyboard equipment and furniture which help prevent the development of these
musculoskeletal disorders. Staff/Volunteers should contribute to their own safety and welfare

by:

avoiding sitting in the same position for long periods

. adjusting equipment and furniture to appropriate and comfortable positions

. taking regular rest breaks from VDU work (at least 10 minutes away from the
screen in every hour) by doing some other work.

10.23 Lifting and handling

The employees/volunteers of the Centre should avoid manual lifting where at all possible.
However, employees may occasionally be required to manually lift and handle loads. Correct
manual lifting and handling reduces the effort required and prevents strain and risk of injury.

Employees/volunteers should not put themselves at risk by attempting to lift heavy loads
which could be taken apart or divided into smaller quantities. The assistance of other
employees, or tenants during home visits, should always be sought for moving large
quantities or for lifting heavy and awkward loads. When lifting is done by a team, instructions
should be given by one person only.

Any employee/volunteers feeling a strain should stop immediately and record the incident in
the Accident Book.

Aids to reduce the risk of injury (e.g. trolleys) must always be used if available.

10.24 Stress management

Stress at work is a serious issue. Workers can suffer severe medical problems, which can
result in under-performance at work and cause major disruptions to the organisation.

Stress is a workplace hazard that must be dealt with like any other. Thus the responsibility
for reducing stress at work lies both with employer and employee.

The Alice Cross Community Centre and its Trustees will do all it can to eradicate problems
relating to stress at work. In particular it will:

° ensure close employee/volunteer involvement, particularly during periods of
change

. give opportunities for staff/volunteers to contribute in the planning and
organisation of their own jobs

° ensure staff have work targets that are stretching but reasonable
implement effective policies and procedures for dealing with bullying and any
form of harassment

. encourage good communications between staff/volunteers and management
promote the maintenance of a supportive culture in the workplace

° where appropriate take into consideration employees’ /volunteers’ personal
situation/problems at home

o ensure employees/volunteers avoid working long and unsocial hours.
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The Trustees of the Alice Cross Community Centre will ensure as far as practicable that its
policies, working practices and conditions of employment support its commitment to the
above.

Employees/Volunteers should ensure that they do not work in a way which could cause them
to suffer an increase of stress, nor cause an increase of stress on others.

Employees/Volunteers must respect other individuals who work at the Centre and ensure
that interpersonal conflict is avoided or dealt with sensibly.

Employees must not make unrealistic demands on other workers by increasing others’
workload.

Employees should participate with the organisation’s intention to maintain a supportive
workplace environment.

If an employee is suffering from stress at work, s/he should discuss this with their line
manager at the first opportunity. Where practicable and reasonable, the Board of Trustees
will seek to provide assistance to the employee.

10.25 Contacts

Local Health and Safety Inspector’s office and telephone number:

Exeter Tel: 01392 382027

Health and Safety Executive Publications - Free leaflets on all aspects of Health and
Safety

HSE Books, PO Box 1999, Sudbury, Suffolk CO10 6FS.
Tel: 01787 881165
Tel: 01787 881165 Fax: 01787 313995

Website: www.hsebooks.co.uk

The material in this document does not give a full statement of the law, nor does it reflect
changes after November 2007. It is intended for guidance only and is not a substitute for
professional advice. No responsibility for loss occasioned as a result of any person acting or
refraining from acting on the basis of this material can be accepted by the author or by LVSC.

11. COSHH

11.1 Introduction

In accordance with the current Health and Safety legislation - COSHH (control of substances
hazardous to health) Regulations 2002 (as amended), The Alice Cross Centre wants to ensure
it provides a safe and healthy working environment for its employees, volunteers and visitors,
in particular in relation to any substances / products which are stored or available within the
premises.

11.2 The Alice Cross Centre will:

o Provide an assessment of any substances that are stored or available within the
premises which applies to the COSHH regulation.
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e Undertake a risk assessment in relation to substances and to lower the risks
associated with such substances to the minimum level.
Provide any training as required.

e Provide any protective equipment as required according to the risk assessment.
Regularly monitor and review the risk assessments and products available.

11.3 Procedure

The General Manager will ensure that a full and up to date list of all products held within the
premises are recorded within the COSHH file and supported by a data sheet.

Each product will be reviewed and risk assessed using the data sheet to ensure that the
product is suitable for use and agree storage relevant to that risk. An annual review form will
be completed, also confirming that COSHH updates have been undertaken and any relevant
substances newly introduced to the Centre have been included.

Relevant training will be organised by the General Manager.
Protective equipment will be issued as required according to the risk assessment.

Any changes in products / product used and any changes in levels of associated risks will be
notified to all staff as required.

An agreed list of products which have been risk assessed and supported by a risk assessment
will be purchased.

The General Manager is required to provide a full and comprehensive list supported by the
most recent data sheet and risk assessment in relation to its use of products, according to
COSHH Regulations.

The General Manager will sign the risk assessment and agree storage / procedures for use
within the premises.

Protective equipment and any health surveillance monitoring will be the responsibility of the
agreed person as stated on the risk assessment.

The Service Provider / External Suppliers are responsible for supply of revised datasheets in
relation to the products supplied. This must be a condition of supply of services to The Alice
Cross Centre.

11.4 Monitoring

Once the COSHH risk assessment is in place regular monitoring must be undertaken and as
a minimum 6 monthly reviews will be undertaken by a competent person completing the
COSHH review form.

The competent person will check for any COSHH updates, ensuring any relevant
substances newly introduced to the Centre have been included.
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POLICIES AND PROCEDURES FOR USERS

12. Adults Safeguarding
121 Purpose

We have a duty of care towards and are committed to the protection and safety of centre
users involved as visitors and as participants in all of our activities both on- and off-site. The
Alice Cross Community Centre acknowledges and embraces its core functions of caring for,
providing a safe social space for and advocating on behalf of some of the most vulnerable
members of our community; accordingly, safeguarding sits firmly at the centre of our day-to-
day activities both within the centre and beyond.

We also want to protect and support our staff and volunteers who work or come into contact
with both groups and individuals.

This policy and accompanying procedures are to be read alongside our Recruitment policy
and procedures and our Equality policy and procedures.

12.2 Persons covered

= All staff, paid and unpaid, this includes volunteers
= All centre users
= All visitors and contractors

Safeguarding is everyone’s responsibility.

The Safeguarding Officer (General Manager) will discharge their safeguarding functions in a
way that ensures that centre users are safeguarded from harm and that their welfare is
promoted. They are responsible for following up any concerns and for informing the Police or
other necessary external bodies of any appropriate concerns.

The Alice Cross Community Centre is committed to promoting wellbeing and harm prevention
and to responding effectively if concerns are raised. Centre users will be included in swift and
personalised safeguarding responses.

The Alice Cross Community Centre is also committed to inter-agency collaboration on the
development and implementation of procedures for the protection of centre users, it has a duty
and responsibility for making arrangements to ensure all its functions are discharged having
regard to safeguarding and promoting the welfare of centre users. This policy is about
anticipating and addressing potential concerns and preventing harm where there is a risk that
it may occur.

There can be no excuses for not taking all reasonable action to protect centre users. All
citizens of the United Kingdom have their rights enshrined within the Human Rights Act 1998.
People who are users of the services of The Alice Cross Community Centre may be
additionally vulnerable to the violation of these rights by reason of disability, impairment, age
orillness.

12.3 The Alice Cross Community Centre is committed to the following principles:

* The welfare of the Centre user is paramount

* All Centre users, staff and volunteers have the right to be treated courteously and
respectfully at all times
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Safeguarding is everyone’s responsibility: for services to be effective everyone should
play their full part

All concerns must be properly reported to the relevant internal (General Manager) and
external authorities (if applicable) and dealt with swiftly and appropriately

Staff and volunteers must be clear on appropriate behaviour and responses. Where
appropriate, failure by staff to maintain standards may be dealt with using The Alice Cross
Community Centre Disciplinary Procedures

Clear whistleblowing procedures are suitably referenced in staff and volunteer training and
codes of conduct, and there exists a culture that enables issues about safeguarding and
promoting welfare to be addressed

All staff are aware of the policy and procedures for the safeguarding and protection centre
users through appropriate safeguarding training, supervision and support for staff and for
creating an environment where staff feel able to raise concerns and feel supported in
meeting their safeguarding role

Staff and volunteers are given a mandatory induction, which includes familiarisation with
safeguarding responsibilities and procedures to be followed if anyone has any concerns

All staff should have regular reviews of their own practice to ensure they improve over time
in their work with centre users

Safe recruitment practices are in place including policies on when to obtain a DBS check.

12.4 The Alice Cross Community Centre will ensure that staff and volunteers
understand

What they need to do, and what they can expect of one another, to safeguard centre users,
using this policy. The policy is available at Induction.

Their core legal requirements, making it clear what individuals and The Alice Cross
Community Centre should do to keep centre users safe. In doing so, The Alice Cross
Community Centre seeks to emphasise that effective safeguarding systems are those
where:

o all staff who come into contact with centre users are attentive to their needs and
any alert to concerns for their wellbeing

o the requirement to share appropriate information in a timely way and be able to
discuss any concerns about an individual adult with colleagues is recognised

o staff and volunteers appreciate the necessity to use their expert judgement to put
the centre user’s needs at the heart of the safeguarding system so that the right
approach can be taken to each individual's needs

o the necessity to contribute to whatever actions are needed to safeguard and
promote a person’s welfare is embraced

o all staff working with centre users are afforded a position of status and authority in
relation to service users. Services will be provided in an environment which lessens
the imbalance of power and encourages independence and self-advocacy for
centre users. All working practices will minimise the risk of discomfort by being
sensitive to individual, gender and cultural needs
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o disabling attitudes are not allowed to flourish. Disabling attitudes and practices
allow for the belief that it is somehow acceptable to treat vulnerable people with
little respect and for people not to be informed, consulted, included or empowered
in order to exercise choice and take decisions which affect their lives. Preventing
discrimination is fundamental to the role of The Alice Cross Community Centre. We
are committed to work within our organisation, through the services we provide,
and in partnership with external providers, to promote the rights of centre users.

o the importance of capacity, consent and decision making is embedded in day-to-

day practice.

13. Children and Young People Safeguarding

Role Name

Email

Safeguarding Leads General Manager dawn.rivers@thealicecross.co.uk

13.1 Background If you are concerned about the safety of a child or young person and want
to speak to someone, or if you are a child or young person worried about your own safety,
you can contact any of the following agencies for support:

MASH (Multi Agency Safeguarding Hub)
Tel 0345 155 1071

email

mashsecure@devon.gov.uk

LADO (Local Authority Designated Officer)

Tel 01392 384964

email childsc.localauthoritydesignatedofficersecure-
mailbox@devon.gov.uk

NSPCC
Website https://www.nspcc.org.uk/
Tel 0808 800 5000

Childline
Website https://www.childline.org.uk
Tel 0800 1111

If you think a child or young person is at immediate risk, contact the police on 999

13.2 Safeguarding statement

Safeguarding is everyone’s responsibility. The Alice Cross Centre recognises our
responsibility to protect and safeguard the welfare of children and young persons. We
endeavour to provide a safe and welcoming environment where children and young persons

are respected, valued, and always feel safe.

13.3 Terminology

Safeguarding and promoting the welfare of children/young persons is defined as:
e protecting children/young persons from maltreatment,
e preventing impairment of children/young persons' mental and physical health or

development,

e ensuring that children/young persons grow up in circumstances consistent with the
provision of safe and effective care; and
¢ taking action to enable all children/young persons to have the best outcomes.
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Child Protection is a part of safeguarding and promoting welfare. It refers to the activity
that is undertaken to protect specific children/young persons who are suffering, or are
likely to suffer, significant harm.

Staff/Volunteer refers to all those working for or on behalf of the organisation, full or part
time, temporary or permanent, in either a paid or voluntary capacity, including self-
employed individuals.

Child includes everyone under the age of 18 or 25 if a care leaver.

Parents refers to birth parents and other adults who are in a parenting role, for example
stepparents, foster carers, adoptive parents and LA corporate parents.

13.4 Legal framework

This policy has been drawn up on the basis of law and guidance that seeks to protect

children/young persons, namely:

e Children’s Act 1989

¢ United Convention of the Rights of the Child 1991

o Data Protection Act 1998 and subsequent data protection guidance

e Human Rights Act 1998

e Sexual Offences Act 2003

e Children’s Act 2004

¢ The Mental Capacity Act (2005)

e Safeguarding Vulnerable Groups Act 2006

e Protection of Freedom Act 2012

e Children and Families Act 2014

e The Care Act (2014)

e The Care Act (2014) Care and Support Statutory Guidance (specifically the
safeguarding section of this)

e Special educational needs and disability (SEND) code of practice: 0 to 25 years —
Statutory guidance for organisations which work with and support children/young
persons who have special educational needs or disabilities; HM Government (2014)

¢ Information sharing: Advice for practitioners providing safeguarding services to
children/young persons, young persons, parents and carers; HM Government (2015)

o Counterterrorism and Security Act 2015

e Working together to safeguard children: a guide to inter-agency working to safeguard
and promote the welfare of children; HM Government (2015)

e General Data Protection Regulations (European Union) (2017)

13.5 The purpose of the policy:

e To demonstrate our commitment to safeguarding and child protection to
children/young persons, parents, staff, volunteers and other stakeholders. We
recognise that all staff and volunteers have a duty to protect children/young persons
from harm and have an equal responsibility to act on any suspicion or disclosure that
may suggest a child/young person is at risk of harm.

¢ To provide all staff and volunteers with guidance on the procedures they should
adopt if they suspect a child/young person may be experiencing, or be at risk of
experiencing, harm. Including (by Safeguarding Leads and supporting agencies)
consideration to the use of appropriate assessments and resources.
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e To provide clarity and expectations on professional behaviours and ensure all staff
and volunteers have been checked as to their suitability, including verification of their
identity, qualifications, and a satisfactory DBS check, and that appropriate records
are maintained.

We recognise that:
The welfare of the child/young person is paramount:

¢ All children/young persons, regardless of age ability, gender reassignment, race,
religion or belief, sex, or sexual orientation have an equal right to protection from all
types of harm or abuse.

e Some children/young persons are additionally vulnerable because of the impact of
previous experiences, their level of dependency, communication needs or other
issues.

¢ Working in partnership with children/young persons, their parents, carers and other
agencies is essential in promoting young persons’ welfare.

We will seek to safeguard children/young persons/young persons by:

¢ Appointing a Safeguarding Leads for children/young persons.

¢ Recruiting staff and volunteers safely, ensuring all necessary checks are made.

¢ Sharing information about safeguarding and child protection measures with staff,
volunteers, parents and children/young persons and other stakeholders.

e Sharing concerns with other agencies who need to know and involving parents and
children/young persons appropriately.

e Providing effective support and training for staff and volunteers.

¢ Drawing on support from other agencies to manage any allegations against staff and
volunteers.

e Ensuring that we provide a safe physical environment for children/young persons and
staff and volunteers, by applying health and safety measures in accordance with the
law and regulatory guidance.

¢ Reviewing our policy and Code of Practice annually.

13.6 Responsibilities of the Safeguarding Leads
o When there are concerns about the welfare of any child/young person, staff and
volunteers are expected to share those concerns with the Safeguarding Leads
(currently the General Manager and the Chair of the Trustees).
e The Safeguarding Leads are responsible for:
o Monitoring and recording concerns.
o Seeking advice and support from other agencies without delay.
o Liaison with staff and volunteers, parents (where appropriate) and other
agencies.
o Arranging appropriate child protection training for staff and ensuring all
necessary checks are in place.
o Ensuring this policy is implemented; communicated to staff and volunteers,
parents and other stakeholders; and reviewed annually.

13.7 Our Code of Practice
¢ |nappropriate physical contact with children/young persons must be avoided.
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e ltis not good practice to take a child or young person alone in a car on journeys,
however short, unless with the prior consent of the child/young person’s parent or
carer, and then only in exceptional circumstances.

¢ Do not make suggestive or inappropriate remarks to or about a child/young person,
even in fun, as this could be misinterpreted. Inappropriate remarks include innuendo,
swearing, and discussing their or your own intimate relationships.

e Other than in exceptional circumstances, do not communicate directly with a child or
young person by email or text messages and only then with the prior consent of the
child/young person’s parent or guardian. If electronic communication is necessary,
best practice would be to communicate directly with parents or guardians.

o Never communicate with a child or young person via Twitter, Facebook or other
social media.

¢ Do not engage in behaviour which could be construed as ‘grooming’ a child/young
person (for example giving a child/young person money, presents or favours or
talking or behaving in an inappropriate or unprofessional manner towards
children/young persons).

¢ Do take a disclosure of abuse from a child/young person seriously. It is important not
to deter children/young persons from making a ‘disclosure’ of abuse through fear of
not being believed, and to listen to what they have to say. Guidance on responding to
an allegation of abuse is set out in point 7 of this document. If the allegation gives
rise to a child protection concern it is important to follow the procedure for reporting
such concerns, and not to attempt to investigate the concern yourself.

¢ Remember that those who abuse children/young persons can be of any age (even
other children/young persons), gender, ethnic background or class, and it is important
not to allow personal preconceptions about persons to prevent appropriate action
taking place.

o Good practice includes valuing and respecting children/young persons as individuals,
and the adult modelling of appropriate conduct - which will always exclude bullying,
shouting, racism, sectarianism or sexism.

13.8 Guidance on responding to a child/young person making a disclosure:

e Stay calm.
o Listen carefully to what is said and show that you are taking it seriously.

e Find an appropriate and early opportunity to explain that it is likely that the
information will need to be shared with others — do not promise to keep secrets.

¢ Tell the child/young person that the matter will only be disclosed to those who need to
know about it.

¢ Allow the child/young person to continue at their own pace.

e Ask questions for clarification only and avoid questions that suggest a particular
answer.

e Reassure the child/young person that they have done the right thing in telling you.

e Tell them what you will do next, and with whom the information will be shared.

e Make no judgement about what you have heard.

¢ Record in writing what was said, using the child/young person’s own words as soon
as possible — include the date, time, any names mentioned, to whom the information
was given and ensure that the record is signed and dated.
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¢ Remember that whilst you may have been the first person encountering an allegation
of abuse it is not your responsibility to decide whether abuse has occurred. That is a
task for the professional child protection agencies.

13.9 How to report your concerns

o Staff and volunteers could have their suspicion or concern raised in several ways, the
most likely of which are:
o The conduct of another member of staff or adult.
o Adisclosure from a child/young person.
o Bruising or evidence of physical hurt.
o Unusual behaviour by a child.

¢ Any concerns should be reported immediately to the Safeguarding Lead, who should
seek advice and support from other agencies without delay.

e Ifachild in your care has suffered a serious injury as a result of abuse, seek medical
attention immediately and then inform.

13.10 Urgent enquiries

¢ If you believe that urgent action is required, contact the Multi Agency Safeguarding
Hub (MASH) Tel 0345 155 1071 and give as much information as you can.

e Your information will be passed immediately to a manager who will decide the action
needed and will normally respond to you within one hour.

¢ You must follow up your telephone call by sending a completed referral form to
MASH within 48 hours.

o If you think a child or young person is at immediate risk, contact the police on

999.

13.11 Further guidance and support
o Devon Education Services publish a series of One Minute Guides that cover a wide
range of pertinent topics and provide a useful resource for staff and volunteers.
¢ Advice and support can also be accessed via the NSPCC website or free 24-hour
Child Protection Helpline Tel 0808 800 5000.

14. Supporting Homeless Service Users

14.1 Purpose

The Alice Cross Centre aims to provide support and assistance to individuals experiencing
homelessness within our community. This policy outlines the provisions available to
homeless people accessing our services, particularly our Community Cafe. Our role in
supporting the homeless is limited to providing support for food. Outside of this, homeless
persons should be advised to contact the relevant authorities or organisations for other
forms of support.

14.2 Provisions

Access to Community Cafe

Homeless people are welcome to attend our community cafe during designated hours of
Thursday: 1:00pm - 3:30pm and Saturday: 9:00am - 11:30am
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They will be welcomed and served by our staff or volunteers.

Takeaway Food Service

Outside of the designated community cafe hours, homeless people may request takeaway
food from Midday — 1:30pm on Monday, Wednesday and Friday, subject to availability.

To request takeaway food they can approach a member of staff at reception or the office in
the main hall. The staff member will check the availability of food and provide the necessary
assistance.

14.3 Guidelines

o We expect all individuals accessing our services to treat each other with respect and
dignity. Discrimination, harassment, or any form of disrespectful behaviour will not be
tolerated, and the individual will be asked to leave the centre.

o Fair Usage: While we strive to support all individuals in need, we may have
limitations on resources. We request homeless people to use our services
responsibly and considerately, allowing others in need to benefit as well.

¢ We welcome feedback from homeless people regarding our services. Suggestions,
concerns, or recommendations for improvement can be communicated to our staff.

15. Professional boundaries

15.1 Introduction

We recognise the importance of maintaining professional boundaries with our users. Whilst it
is expected that employees and volunteers establish a rapport with users and provide friendly
and accessible services, they are also responsible for establishing and maintaining
appropriate boundaries between themselves and users.

Boundaries are about establishing what is considered to be appropriate staff/ volunteer
behaviour. They allow a user and an employee and volunteer to engage in a supportive
relationship and are based on trust, respect and the appropriate use of power.

The priority in establishing appropriate boundaries should be the user’s needs. The motive
behind all employee and volunteer behaviour should be to assist the users rather than to
benefit themselves. Users should be at the centre of all our work and anything which is not in
line with this should be questioned.

Boundaries protect and inform both employees/volunteers and users by clarifying what types
of employee behaviour are appropriate. They also protect staff from the risk of false allegations
of unprofessional conduct. Clear boundaries help to develop trusting relationships with users
who know what to expect from employees and help develop professionalism by encouraging
high standards of work and consistency.

15.2 Policy

This policy is intended to define appropriate practice and interaction between employees and
users, protecting both parties.
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All employees and volunteers have a responsibility to apply this policy and maintain
professional boundaries with users; this is explained in the induction and will be reinforced
with guidance and training.

Managers will be responsible for monitoring practice on professional boundaries and
challenging staff when standards are not being upheld. Breaches will be addressed at the
earliest opportunity.

This policy should be read in conjunction with the following policies and procedures:

Code of Conduct

Declaration of Interest Procedures (indicating a potential conflict of interest)
Safeguarding Vulnerable Adults and Children

Data Protection Policy

Whistleblowing Policy

Grievance and Disciplinary Procedures.

15.3 Definitions

For the purpose of this policy a user is defined as any individual receiving or using the
services of The Alice Cross Centre.

There is no single all-encompassing definition of what constitutes professional boundaries.
Rather a boundary is the limit of behaviour which allows an employee to have a professional
relationship with a user. These boundaries are based on trust, respect and appropriate use
of power.

A boundary is crossed when an employee initiates behaviour or allows behaviour to persist in
a relationship that compromises or sets a future course that compromises the professional
relationship with the user. The potential for boundary crossings relates directly to the client’s
position of vulnerability in the relationship. Our intention is to achieve a shared understanding
of acceptable and unacceptable practice.

A boundary is violated when the nature of the relationship moves from being a professional
relationship to also being a personal one.

15.4 Principles

All employees will foster a relationship with customers in a transparent, ethical, user-focused
manner with respect for diversity of beliefs, uniqueness, values and interests. Employees’ will:

« Recognise the position of power they have over the user

« Assume responsibility for anticipating, establishing and maintaining appropriate
boundaries with users, regardless of the user’s actions, consent or participation

« Show awareness of the potential risks within his or her practice in relation to
professional boundaries

« Not exploit these relationships for any form of personal gain or benefit

« Respect the diversity of each user, taking into account such things as user’s capacity,
beliefs, values, choices, lifestyle, socioeconomic status, culture and protected
characteristics

« Not allow his or her own values or beliefs to adversely affect the professional
relationship

« Demonstrate appropriate understanding of relevant policies in their day to day work

o Demonstrate that practices and procedures have been established in his or her
practice regarding attempts to solicit, encourage, or the receipt/exchange of the
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following which include but are not limited to: Gift-giving by users, social invitations
from users or

e financial connections with users;

« Be alert to, and effectively manage, behavioural changes or other indicators in a user
that may signal a boundary crossing or violation

« Be alert to, and effectively manage his or her own emotional reactions to a user and
ensure that they do not interfere with the professional relationship

« Avoid inappropriate disclosure of their own personal information or emotional
concerns to the user

« Not engage in practice that provides special privileges as compared to other users

« Not enter into a professional relationship with a user with whom they already have a
personal relationship and where professional boundaries may not be sustainable

« Inform their manager if a new user is already known to them

« Immediately take steps to address and rectify a boundary violation when it occurs
and inform their manager or seek their advice

« End the professional relationship when indicated and arrange for referral to another
employee

« When required, clearly, sensitively and consistently explain, to users why
professional boundaries must be maintained

« Inform their line manager if they think they are at risk of violating professional
boundaries.

15.5 Roles and Responsibilities

Employees
It is the responsibility of all employees to apply the principles outlined in this policy in their day-

to-day work. If employees are unsure about a situation, incident or relationship which may be
covered by this policy they are strongly advised to seek advice from their line manager, union
representative or the Human Resources Department. It is also their responsibility to raise with
their manager any issues or training needs they may have.

Appropriate action may be taken against any employee who contravenes this policy.
Dependent on the circumstances this could be seen as gross misconduct which may be
subject to action under the disciplinary policy and could result in dismissal. Where applicable
workers will also be reported to their professional body and/or the safeguarding authorities
and a referral made for investigation under safeguarding procedures.

Board Members

As the responsible body for the organisation, the Board oversee this policy and ensure that
appropriate processes and actions are in place to prevent and address any breaches of
professional boundaries which may compromise the integrity of the group and the
support/services provided to users.

Training
All staff and volunteers will receive guidance on their responsibilities in their induction into the
organisation.

15.6 Dual Relationships
There will be occasions when an employee or volunteer and a user know each other in a
personal context. It is the employee’s and volunteer’s responsibility to declare this to their

manager in the first instance. Failure to do so may be regarded as misconduct and dealt with
under the disciplinary policy and procedures.
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The General Manager will make a judgement as to whether, or not another employee or
volunteer should deal with that user. Such situations are assessed on a case-by-case basis
with due regard to the Code of Conduct.

Where an employee feels a colleague is at risk of potential breakdown of professional
boundaries or where there is a conflict of interest then they too have a duty to protect both
resident and other staff and should bring this to the attention of the line manager.

In summary, employees must take all reasonable steps to ensure that no undeclared conflict
arises or could reasonably be perceived to arise.

Employees should refer to the Code of Conduct for further information.

16. Recruitment
16.1 Introduction

The most valuable asset to The Alice Cross Centre “the organisation” are the people
involved with the charity. Therefore, our approach to recruitment and selection reflects on the
importance of people to us, the values and the organisation of the charity including:

» The well-being of our service users
* Fairness and equity

» Guarding against discrimination

* Consistency

* Best Practice

It is important that the Centre achieves a fair, consistent and systematic approach to
recruitment and selection. This section provides information and procedures for everyone
involved in the recruitment and selection process. A full set of forms and sample documents
is retained by the General Manager.

16.2 Scope

All Centre representatives are expected to support and adopt the approach outlined in this
document. Volunteers and Trustees are recruited under separate guidelines as set out in our
Volunteer Recruitment Policy and our Trustee Recruitment Policy. In addition, all of the
organisation’s representatives concerned with recruitment will support and adhere to the
policies on:

 Equality and Diversity
* Confidentiality (including Data Protection)

16.3 Job Description and Person Specification

When a job vacancy occurs, the General Manager and Trustees will consider:

o whether there is still a need for the position
¢ should the working hours or other conditions of service be amended
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¢ whether re-organisation of the work and redesigning the key tasks of the post should
be
considered

¢ whether any employees are being made redundant. In these circumstances, if they
could be suitable to the post (with training) they should be considered for the post on
a permanent or trial basis.

The job description should be a simple and clear statement of the duties expected of the
post and forms part of the postholder’s contract of employment.

Job descriptions will include:

o Job title

¢ Accountable to — who has responsibility for managing the post

e Overall purpose of job — a brief summary of the main purpose of the job (one or two
sentences)

e The key tasks and responsibilities of the post and standards of performance for each
of these responsibilities

o Disclosure and Barring Service (DBS) check level.

It is recommended that, where appropriate, the key responsibilities should include details of:
management responsibilities, service to the public, administrative and financial records
experience required, internal co-ordination, liaison with other organisations and a general
statement (requirement to participate in training and to undertake reasonable other duties)

Each job description must be accompanied by a person specification. This identifies the
Essential and desirable requirements for the post and provides the basis for the next steps
of the recruitment process.

The person specification is designed to promote good, fair and lawful recruitment practice.
The essential requirements of the person specification should contain only requirements
which are necessary to carry out the duties and responsibilities of the post (i.e., the duties
and responsibilities contained in the job description)

Desirable requirements will also be included in the person specification, but they should
only be used to help the panel shortlist, if there are a large number of applicants meeting all
the essential requirements. Desirable requirements must relate to the duties and
responsibilities contained in the job description.

Job descriptions will be reviewed by the General Manager on an annual basis to ensure that
these continue to reflect the work to be done. Changes of a significant nature shall be reported
to the Trustees no later than February in order that consideration may be given to the need for
re-grading prior to the agreement of annual salary increments.

The person specification will include information about:

Education and Training: - consider what qualifications and training are essential before a
person can carry out the job. Those without formal qualifications may still be able to
demonstrate appropriate skills and knowledge.

Experience: — this may include non-waged experience and must relate to the duties of the
post. The quality of a person’s experience is important rather than the length of their
experience.
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Special skills and knowledge: — this includes what a person needs to know or skills they
need to have rather than what can be learned. Knowledge can include awareness or
understanding that is not applied in their current role. This section can include awareness of
equal opportunities, confidentiality and customer care.

Personality and disposition: — this includes aspects of a person’s outlook, but only those
qualities that directly relate to the job description. This section can include attitude to older
people, commitment to the aims and policies of The Alice Cross Centre, communications
with others, willingness to undertake training.

Qualities that could lead to subjectivity and discrimination, such as enthusiasm, sense of
humour, are not recommended. It is important that people who have a sensory disability are
not discriminated against when communication via an alternative means is possible.

Special Circumstances: - this includes any other requirements that are essential for the post.
For example, current driving licence and access to a vehicle or flexibility on working hours,
would all appear in this section, if appropriate.

If a candidate fails to meet the essential selection criteria, no matter how well they meet
Other criteria (including desirable requirements) they should not be considered and must not
be short -listed, unless there are reasonable efforts, as identified by the manager, planned to
meet the essential criteria.

16.4 The Recruitment Panel

The recruitment panel should be established at the start of each recruitment process. The
members of the recruitment panel will be the only people who have responsibility for the
selection process. All members of a recruitment panel must adopt the charities recruitment
and selection policy and guidelines.

All Alice Cross Centre’s representatives involved in recruitment and selection must have
undertaken appropriate training or have relevant experience.

The selection panel should be involved in:

¢ finalising the job advert

e short-listing — checking applicants against the selection criteria and agreeing a shortlist

e agreeing the interview programme, including interview questions and any selection test
or presentation

e conducting the interview and coming to an agreed decision

e making the selection

All candidates should be interviewed by the same panel members. Only the panel makes
the final selection decision.

The selection panel is a minimum of one staff member and one trustee and should include
the appropriate Line Manager. Staff should only be involved in a selection panel for posts
junior to themselves.

The panel selecting Leadership roles should include at least two Trustees.
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Any details or personal information about the applicants and any deliberations during short-
listing or at interview are strictly confidential; except where it is appropriate to report to the
Board of Trustees.

If the recruitment panel members know the applicant, they must not allow any such
knowledge to influence their decisions. The panel must rely wholly on the information
provided by the candidate and they must inform the other panel members by making a
‘declaration of interest’.

16.5 Advertising and Publicising Vacancies

Advertising may be the first point of contact with The Alice Cross Centre for many people. It
is important that the advert reflects the values of the charity and gives potential candidates
sufficient information to decide whether they can do the job.

The advert must include the following:
* The Alice Cross Centre logo and the location of the job
* Job Title
* Salary —quoting the actual salary for part-time posts
* Number of hours per week
* Whether the contract is for a fixed term
* Asummary of the essential requirements of the post from the job description.
* The charity registration number
* The email address, phone number and contact person to obtain further details
* The closing date for applications
* The interview date

All adverts must take account of legislation regarding discrimination, race, sex, disability, and
The DBS requirements.

All posts will be advertised internally. Posts will be advertised externally unless:
* the post is for a temporary period of not more than 6 months

* internal re-organisation of a specific activity or the organisation has resulted in a
revised post that includes a modest variation in job content.

* the responsibilities will be incorporated into an existing post.

* the opportunity arises, where appropriate, to develop and progress an existing
member of staff

In all cases where posts are not externally advertised approval will be sought from the
Trustees.

When advertising, consideration should be given to encouraging a wide cross section of
Applicants including advertising through one or more of the following channels:

* Internal communications

* Online recruitment platforms

* Facebook (or other social media)

* Job Centre

* Our website www.thealicecrosscentre.co.uk
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* Monthly newsletter

16.6 Application Pack

The Application Form: is to assess whether applicants meet the person specification
criteria. All applicants (including internal applicants) must complete the application form.
CV’s can be provided but for supplementary information only.

Equal Opportunities Monitoring Form:_is sent with every application and is used for the
purpose of recruitment monitoring and provision of statistical data.

The Equal Opportunities form is a separate page, included with the application form. All
candidates should be asked to complete and return the monitoring form. It should be made
clear that the information provided does not form part of the selection process and will be
kept separately.

The Application Pack: it is essential that all applicants receive the same information about
the post and about The Alice Cross Centre.

Applicants will be sent a covering email/letter along with the application pack which includes
the following:

* acopy of the job description

* acopy of the person specification

* an application form

* an equal opportunities monitoring form

* details of the employee benefits

The covering email/letter should include the following information:
¢ remind the applicants about the closing date
e summarise the enclosures with the application pack
¢ refer to the monitoring form and encourage people to complete and return it with their
application
e advise applicants that we must receive a completed application form to be
considered for shortlisting, CV’s will be welcomed but only as a supporting document.

16.7 Enquiries and Receiving Applications
All enquiries about job vacancies should be responded to in a clear and welcoming manner.
Records should be kept of all enquiries including name, address and date of enquiry.

Informal enquiries must be handled carefully to ensure that all candidates have the same
information and no unfair advantage is given to any candidate.

Application packs should ideally be sent out to candidates within 2 working days of the
enquiry.

All applications should be sent to info@thealicecrosscentre.co.uk

Equal Opportunities monitoring forms will be separated from the application forms before the
Forms are handed on to the person co-ordinating the selection and interview process.

57



Application forms received after the closing date should not normally be put forward for
short-listing. For all applications considered after the closing date a record of the reasons
for making an exception must be documented and approved by the recruiting manager or a
trustee.

16.8 Shortlisting

Applicants will only be short-listed if they meet the essential criteria. Members of the
recruitment panel will assess applicants against the criteria. It is essential that all panel
members use the same method of assessment and apply it consistently. Only information on
the application form should be used.

The assessment should be made against the essential requirements:

0 = Fails to meet criteria
1 = partially meets criteria
2 = meets criteria

Desirable requirements should only be used if there is a large number of applicants meeting
the essential requirements.

If there are not sufficient candidates who meet the essential requirements, careful
consideration should be given as to whether to interview people who meet most of them or
readvertise. (If re- advertising, review the essential requirements first).

If a conviction has been declared, a risk assessment should be carried out to decide whether
the conviction will debar the candidate from the post. See Recruitment of Ex-Offenders
Policy.

An email/letter should be sent to all short-listed candidates as soon as possible.
The letter should include:

* date and time of the interview

* the location of the interview

* information about any tests or presentation

* name and position of the recruiting/interviewing lead

* arequest that the candidate confirms their intention to attend the interview

Applicants are not contacted if unsuccessful at shortlisting stage, this is explained within the
application pack.

All application forms and short-listing record forms for unsuccessful candidates should be
kept for 6 months after the short-listing. These case records are necessary to show you
acted fairly if a short-listing decision gives rise to a complaint to organisation or is considered
by an employment tribunal.

16.9 The Interview

Effective preparation is important for successful interviewing. The panel members must meet
prior to the interviews to:

* agree an interview lead
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* plan the structure and timing of the interview

* consider the environment for the interview — layout of chairs and tables,
temperature, lighting, ventilation, space, refreshments, online links etc (if
applicable)

* agree how panel members will work together to gather information about the
essential and desirable criteria

* confirm that all the relevant papers are available to each panel member —
application, job description, person specification, interview timetable, interview
questions and interview recording form.

The purpose of the recruitment interview (and any tests or presentation) is to confirm that
the candidates do meet all the essential criteria for appointment and identify the applicant(s)
who best meet those criteria.

The interview is a two-way process in which the panel will select the best candidate for the
job and the candidate will receive information about the job/organisation and decide whether
to accept the job, if offered.

Interview questions should be prepared relating to the essential criteria which must be put to
every candidate. It should be agreed in advance what the answers will need to contain to
give a comprehensive response.

Supplementary questions linked to the job that arise from the application form or to elicit
more information during the interview should also be included. It is more important to obtain
the relevant information than stick rigidly to set questions. However, care must be taken not
to treat one candidate differently from another.

The interview panel should be friendly and welcome the candidate and aim to put them at
ease. Each panel member should be introduced by name and position.

An explanation of the agenda for the interview should be given to all candidates. Explain to
all candidates that notes will be taken during the interview. Candidates should do most of the
talking.

Make sure that the candidate understands the job and ensure there is effective opportunity
for candidates to raise any questions they may have.

The panel needs to be aware how their own experience and attitudes can distort
perceptions.

Tell each candidate when the appointment decision will be made and when they will be
notified.

Each panel member should have their own copy of the interview assessment form and
should determine the extent to which each candidate has met the person specification
criteria included in the question, marking on the form in a consistent way e.g.

0

1 = poor - incorrect or unclear response; barely addresses the question; lacks
depth or detail.

not met — no understanding of the question with glaring omissions or errors.
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2 = below average - some relevant points, but answer is disorganised or missing
key elements; insufficient depth.

3 = satisfactory - answers the question clearly, but may be missing minor details or
depth; average understanding.

= good - clearly addresses the question with relevant details and some critical
thinking; well-structured response.

o b

= excellent, provides an in-depth, well-organised answer; demonstrates strong
understanding and original thought; no errors or gaps.

Candidates should not be compared against other candidates. Each panel member should
make their own assessment after each interview.

After the final interview, the interview lead should ask each panel member for their marks for
each candidate and whether the candidate is appointable.

When more than one candidate is appointable, they should be ranked on their skills and
experience.

The panel should aim to reach a consensus decision but majority voting maybe necessary
after discussion.

When the final decision is reached, the reasons for not appointing should be recorded. All
record forms from each panel member should be collated & these should be kept for a least
6 months.

If there are no candidates who meet all or most of the person specification criteria, it is
necessary to re-advertise. In these circumstances it is important to review the person
specification criteria before advertising.

16.10 After the Interview

It is good practice to phone the successful candidate after the interview. All offers must be

subject to satisfactory reference, proof of qualifications, and any other special conditions eg.
driving licence, disclosure and barring record check. The conditional offer should always be

confirmed in writing.

Unsuccessful candidates should be notified they will not be offered the post. They should be
given the opportunity to receive feedback on their interview performance. The feedback
should focus on positive aspects of the application and where they did not meet the criteria.
No mention should be made of other candidates’ performance.

16.11 References and other checks

References are used to confirm the selection decision. All appointments (except for internal
appointments) should be subject to satisfactory references before they are confirmed. A
reference should always be sought from the selected candidate’s current employer (or most
recent if not currently employed).

The job description should be included in all reference requests. Where references are
required immediately you may speed up the process by requesting an oral reference. Oral
references should be confirmed in writing wherever possible.

If references are not satisfactory, a referee may be able to clarify information over the phone.
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If, after clarification, a reference gives cause for concern a conditional offer, subject to
references, can be withdrawn.

If as a result of information provided by the candidate, there are health related issues that
need to be considered. A risk assessment will be undertaken on the applicant. Medical
advice from their GP, consultant or other specialist medical advisor may be obtained to
assist this process.

To establish that successful candidates have a ‘right to work in the UK’, identification
documents will be requested prior to commencement of work.

16.12 Monitoring Information and storing papers

Equal Opportunities monitoring forms will be analysed and stored in the HR Filing System in
the General Manager’s office.

All application forms, short-listing records and interview assessment forms should be kept
for 6 months after the date of interview.

In addition, a personnel record will be set up for the successful candidate on Breathe plus
paperwork added to their personnel file.

16.3 Complaints procedure

An applicant who believes that their application for employment has not been dealt with in a
fair and equitable manner is entitled to submit a complaint to the General Manager.

17. General Terms and Conditions of Service

The general terms and conditions of service for Centre staff are set out in their Contract of
Employment and cover all the standard conditions of employment as follows:

Job title and duties

The requirement to comply with all reasonable and lawful directions given

DBS checks and requirement to promptly report to us any conviction

There are no collective agreements directly applicable to the terms and conditions of
Your employment

Commencement of employment date

Probation for the first 3 months of employment

Place of work

Hours of employment

Remuneration

Pension

Holidays — entitlement to public and other holidays each year. Holidays must be taken
at times agreed with us and a minimum of two weeks’ notice must be given. Up to 5
days of holiday entitlement unused at the end of the holiday year can be carried
forward

¢ Time off in Lieu — this is time taken off work to recompense for additional hours worked
outside of normal working hours. TOIL must be authorised in advance by the line
manager, and recorded in Breathe HR Software. The maximum amount of TOIL which
can be accrued by full time staff is 14 hours in a calendar month. This will apply on a
pro-rata basis for part time staff. TOIL should agreed by the line manager and be taken
within one calendar month of being accrued. TOIL must be booked in advance with
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your line manager. Where operational requirements make it impracticable for it to be
taken within one calendar month then a maximum of two months can be allowed.
Employees who choose to work outside of normal working hours through personal
choice cannot accrue TOIL. TOIL should not be accrued on a regular basis. In
exceptional circumstances, for example, when the organisation is unable to grant the
time off for TOIL to be taken, a maximum of 2 week’s contracted hours TOIL may be
paid per calendar year.

Sickness and incapacity - absence lasting 7 or fewer calendar days does not require a
medical certificate unless specifically so required by us but you must complete our self-
certification form on return to work from such absence. Requirement to follow the
absence reporting procedure otherwise your absence may be deemed to be
unauthorised. Absence lasting more than 7 calendar days requires a medical certificate
stating the reason for absence and thereafter provide a like certificate each week to
cover any subsequent period of absence. The Centre operates the statutory sick pay
scheme.

Other paid leave - staff may be eligible to take other types of paid leave, such as
maternity, paternity, adoption or parental leave, subject to the statutory rules which
apply from time to time.

Training

Termination of employment

Obligations on termination

Grievances — see separate procedure in Section 23

Disciplinary procedure — see section 22

Gross misconduct — see section 22 for definitions

Confidentiality

18. DISCLOSURE AND BARRING SERVICE (DBS) POLICY

18.1 Introduction

In December 2012 the Criminal Records Bureau (CRB) and Independent Safeguarding
Authority (ISA) merged to form the Disclosure and Barring Service (DBS). There was no
change to the format of Disclosure certificates other than the change of name and logo.

18.2 Terms for DBS

DBS

Standard DBS Check

Enhanced DBS Check

Enhanced Check for Regulated Activity
DBS Adult First

18.3 Vulnerable groups, including children

On payment of a fee The Alice Cross Centre can in conjunction with job applicants, for
designated posts, apply for access to standard and enhanced DBS checks.

Standard checks may be made where a post is exempt from the provisions of the
Rehabilitation of Offenders Act 1974, while an enhanced check is appropriate where the job
involves working with vulnerable groups in a regulated activity as the disclosure can include
information about whether or not the individual is on either of the barred lists held by the
DBS (formerly held by the ISA).
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The Protection of Freedoms Act 2012 includes provisions to effect changes relating to DBS
checks. Once a DBS check has been completed, the results are available online for
employers to confirm that no new information has been added since the check was originally
conducted. This means that DBS checks will be portable, and that an employee will not
have to have a new check every time he or she starts a new job.

18.4 Fair use of Disclosure information

Recipients of Disclosure information shall: Observe guidance issued or supported by the
DBS on the use of Disclosure information, and in particular, recipients of Disclosure
information shall not unfairly discriminate against the subject of Disclosure information on the
basis of conviction or other details revealed.

The Alice Cross Centre will:

o Ensure that application forms for positions where Disclosures will be requested contain
a statement that a Disclosure will be requested in the event of a successful application,
so that applicants are aware of the situation.

19. RECRUITMENT OF EX-OFFENDERS POLICY

19.1 Introduction

As an organisation using the Disclosing and Barring (DBS) Service to assess applicants’
suitability for positions of trust, the Alice Cross Centre complies fully with the DBS Code of
Practice and undertakes to treat all applicants for positions fairly. It undertakes not to
discriminate unfairly against any subject of a DBS disclosure on the basis of conviction or
other information revealed. We will make this policy available to all Disclosure applicants at
the outset of the recruitment process.

19.2 Equality of Opportunity

We actively promote equality of opportunity for all with the right mix of talent, skills and
potential and welcome applications from a wide range of candidates, including those with
criminal records. We select all candidates for interview based on their skills, qualifications,
and experience.

19.3 Application Disclosure Transparency

For those positions where a Disclosure is required, all application forms, job adverts and
recruitment briefs will contain a statement that a Disclosure will be requested in the event of
the individual being offered the position.

Where a Disclosure is to form part of the recruitment process, we will administer and pay for
the DBS check for the successful candidate and the post will be offered to them subject to
an acceptable DBS check. We guarantee that this information is only seen by those who
need to see it as part of the recruitment process.

Unless the nature of the position allows The Alice Cross Centre to ask questions about an
applicant’s entire criminal record we only ask about "unspent" convictions as defined in the
Rehabilitation of Offenders Act 1974.

19.4 Training and Guidance
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We ensure that all those in The Alice Cross Centre who are involved in the recruitment
process have been suitably trained to identify and assess the relevance and circumstances
of offences. We also ensure that they have received appropriate guidance and training in the
relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of
Offenders Act 1974.

We ensure that an open and measured discussion takes place on the subject of any
offences or other matter that might be relevant to the position. Failure to reveal information
that is directly relevant to the position sought could lead to withdrawal of an offer of
employment.

19.5 Code of Practice

We make every subject of a DBS check aware of the existence of the Code of Practice and
make a copy available on request.

We undertake to discuss any matter revealed on a DBS certificate with the person seeking
the position before withdrawing a conditional offer of employment.

19.6 What is subject to disclosure?

Further information regarding conviction information on the 29 May 2013, legislation1 came
into force that allows certain old and minor cautions and convictions to no longer be subject
to disclosure.

In addition, employers will no longer be able to take an individual’s old and minor cautions
and convictions into account when making decisions.

All cautions and convictions for specified serious violent and sexual offences, and other
specified offences of relevance for posts concerned with safeguarding children and
vulnerable adults, will remain subject to disclosure. In addition, all convictions resulting in a
custodial sentence, whether or not suspended, will remain subject to disclosure, as will all
convictions where an individual has more than one conviction recorded.

Having a criminal record will not necessarily bar you from working with us. This will
depend on the nature of the position and the circumstances and background of your
offences.

19.7 Relevant Legislation

See Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England
and Wales) Order 2013; and Police Act 1997 (Criminal Record Certificates: Relevant
Matters) (Amendment) (England and Wales) Order 2013.

20. Staff Pay
20.1 Policy Statement

As a small employer with limited resources, it is very important that we effectively use the
money we have available for remuneration. In so doing we will ensure the greatest
effectiveness in delivering our charitable objectives and meeting the needs of our
beneficiaries, whilst appropriately recognising the contribution of our staff. This policy
describes the broad principles that the Alice Cross Centre will follow as an employer when
setting and reviewing pay.

64



This policy applies to all staff working for us either on a casual, fixed term or permanent basis.

The charity uses the National Joint Council (NJC) pay scales as used for Local Government
Service as a guide to pay and widely adopted by voluntary organisations and recommended
by Northern Ireland Council for Voluntary Action (NICVA).

20.2 Principles

In accordance with current good practice, our pay policy is guided by the following features:
o Affordable, but competitive
e Transparent (understandable by all users)
e Practical to apply and sustainable for the organisation
e Fair and equitably applied to all staff

The basic principles are that:

e Grading systems and compensation should be based on the value of the job, not the
circumstances of the individual.

¢ Rewards should be based on the regularly assessed competence and performance of
the individual in the role — not on length of service.

e The Staff Pay Policy must recognise and value all elements of the remuneration and
benefits package, such as other "non-financial" benefits arising from employment.

The Centre strives to be an equal opportunity employer. This means our intention is to treat
all staff equitably with regards to the terms and conditions of employment offered, including
pay. The Board of Trustees will review pay levels from time to time to identify and address
any anomaly.

The Centre fully supports the living wage and will aim to pay at this level, subject to
affordability. Living wage figures are usually announced annually in November and this
figure will be taken into account when reviewing pay annually.

20.3 Pay Reviews

Appraisals will be carried out for all staff by calendar year end, by relevant line manager and
will include a review of the objective performance targets for the year under review and use
as the basis to set revised performance targets for the following year. The General Manager
will be appraised by a Trustee.

The General Manager provides pay review proposals for the Board of Trustees to consider,
and any agreed pay changes are implemented in the April payroll.

The Annual Review does not automatically trigger increases in pay. Any changes to pay
levels will be subject to factors such as National Minimum Wage, the cost of living, staff
performance and the financial performance of the Centre.

In deciding on whether to increase pay, we will first consider whether we have the funds to
do so. Some years we may not have the funds to increase pay. If we do increase pay, we
will decide on the level of pay rise taking several factors into account, including the national
living wage, the retail price index (RPI) and the consumer price index (CPI), and the level of
other pay settlements. Any pay review will be subject to the approval of the Board. The
Trustees’ considerations will begin with an assumption that salaries should be adjusted to
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match inflation (specifically the Consumer Price Index) over the preceding 12 months. They
will then determine whether this is appropriate in the context of:

¢ the charity’s financial situation
e the employee’s performance
e cost of living adjustments made in recent years.

Cost of living adjustments will be applied equally to all staff.

All staff who are eligible will be entitled to receive a contribution towards a private pension
scheme. The eligibility criteria is earning more than £192 per week (or £833 per month),
aged 22 or over and under pensionable age. Staff will be automatically enrolled into the
pension scheme if they meet the criteria but can choose to opt out. 5% of staff earnings will
be paid into the pension scheme and receive tax relief from the Government, and 3% of
earnings will be contributed by the organisation, making a total contribution of 8% of
earnings. In accordance with the Government’s salary exchange scheme, staff may elect to
sacrifice some of their salary in lieu of an increased employer contribution.

It is not the policy of the charity to make bonus payments. However, discretionary payments
may be made, subject to the agreement of the trustees.

New staff will be offered a salary that takes into account the requirements of the role, the
skills and experience they bring to the role, pay equality, and affordability.

A new staff member will only be eligible for a pay review after their first years’ service.
Any member of staff subject to poor performance or misconduct procedures would not be
eligible for a review until the expiry of any warning.

20.4 Written terms and conditions

As part of their recruitment, all staff will be given a written statement of their individual terms
and conditions with regards to salary and arrangements for working hours, deductions,
holiday, any overtime payable or time off in lieu. Any changes to these terms and conditions
will be notified to the individual in writing.

If members of staff have any queries on their pay level or any pay review, they are requested
to raise this with their line manager in the first instance.

21. Expenses

The Alice Cross Centre (ACC) reimburses staff, trustees and volunteers for expenses incurred
whilst carrying out business for ACC. It is the responsibility of any such person to minimise
the costs incurred within the boundaries of the time available and acceptable levels of
comfort.

21.1 Staff
Travel
Public transport should be used wherever possible rather than the use of a car. First class or

business travel should only be used if all other alternatives are unavailable. There should be
no differentiation for levels of acceptability related to the grade of staff.
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Where staff choose to use their own car and there is an acceptable public transport alternative
then the expense claim is limited to the equivalent public transport cost rather than mileage.
The mileage for individual journeys in a private car will be calculated at the current rate of 45p
per mile. Where expenditure over £50.00 is to be incurred on a single trip authorisation from
the line manager should be obtained before the expenditure is incurred.

Subsistence

In the rare event that an overnight stay away from home is unavoidable in the course of
business, the cost of accommodation and other necessary expenses should be agreed
beforehand with the line manager and will then be reimbursed. Accommodation should be
sought in budget hotels.

Reimbursement of childcare incurred when required to work outside normal working hours
may be claimed subject to prior agreement with the line manager. Receipts are required for
any childcare paid.

Hospitality and meeting costs

Paying for meals for guests should be the exception rather than the rule

Where possible meetings should take place within office hours and expenses other than travel
should not be incurred

When organising a meeting the cost of the room should be taken into consideration.

21.2 Trustees

Trustees travelling to meetings and events on behalf of ACC may claim for travel expenses
and subsistence within agreed limits.

If travelling in their company car payment will be made at the same rate as the person can
claim from his/her employer as long as this does not exceed the Inland Revenue advisory fuel
rates.

21.3 Volunteers

Any volunteer travelling to events on behalf of ACC may claim for travel and subsistence
expenses within agreed limits.

21.4 Claims Procedure

e To make an expense/travel expense claim the relevant form must always be filled in
full. Forms are available from the Centre Manager. Receipts or other proof of
expenditure should always be attached to the claim where applicable.

o Claims by staff and volunteers should be authorised by a Trustee.

e All claims should be passed to the Finance Officer for processing. A claim under
£50.00 can be paid through petty cash, all other claims will be paid by cheque.

22 Disciplinary and Capability
22.1 Introduction

We expect everyone to do their best work whilst at the Centre. Managers will set out what
needs to be done and to what standard. Training, support and guidance will be provided where
necessary. Disciplinary situations include poor performance or misconduct.
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All employees are covered by these guidelines, which sets out how we will deal with
allegations of poor performance or misconduct. It does not form part of your employment
contract but applies regardless of how long you have been our employee. Self-employed
contractors are not covered.

22.2 When we will take informal action

Sometimes we will choose to discuss a misconduct or performance issue with you before
taking formal action. If this fails to resolve the problem, or we feel this approach is inappropriate
in the circumstances, we will normally use this procedure.

22.3 How we investigate

When we investigate a misconduct or performance issue, we may hold one or more meetings.
We will not take disciplinary or capability action without inviting you to a formal meeting, but
— depending on the specific circumstances — that hearing may be the only meeting we invite
you to attend. In other words, there may not be separate meetings for the investigation and
disciplinary stages.

If you face a misconduct allegation, you may be suspended, in which case you must stay away
from work, not visit the Centre or make contact with staff, clients, suppliers or contractors
(unless we authorise this in writing). Being suspended from work is part of the formal process
and does not amount to a separate, standalone disciplinary action.

22.4 Your right to be accompanied

You are entitled to be accompanied by a colleague or trade union representative at any
meeting called under these guidelines where you face formal action (including dismissal).

If you want to exercise this right, you should tell us as soon as possible who you want to
accompany you. It is your responsibility to arrange for them to attend. If you choose a work
colleague, we will not prevent them from attending, but we may rearrange the meeting if their
absence from work causes operational problems.

Your colleague or union representative can, if this is your preference, explain the key points
of your case to the meeting and can respond on your behalf. You can also confer with them
during the meetings. They must not however answer questions put directly to you or try to
prevent the company asking questions or outlining its arguments.

22.5 How we carry out the formal hearing

We will write to you to tell you:

o when and where your disciplinary or capability hearing will take place
¢ the details of the allegation of poor performance or misconduct made against you; and
o the possible consequences.

We will usually include copies of witness statements and other relevant documents.

You are entitled to bring a companion with you to the hearing — see above at paragraph 20.4
for details of what they can and cannot do.

You must let us know as soon as possible if you want to bring your own witnesses to the
meeting and/or you have documents or other evidence you want to present.
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It is your responsibility to attend the hearing but, if you cannot, we will normally reschedule it
provided we are satisfied with your explanation for why you cannot attend. We may however
be obliged to make our decision without you being present, and we will in any case only
reschedule the meeting once unless there are very good reasons to justify a second
rescheduling.

We may record the meeting, but we will not do so without telling you. You are also invited to
record the meeting if you wish, but please tell us as we would consider it discourteous to the
managers involved for you to make a covert recording.

We will go through all the details at the meeting so that you fully understand the allegation of
poor performance or misconduct made against you. We will also outline the evidence we found
when we carried out our investigation.

We will give you the time you need to respond to the allegations made against you and to put
your own case. We will also give you the opportunity to question us, to present your own
evidence, to call your own witnesses, and to respond to evidence the company’s withesses
put forward. If there are any questions you want us to put to the company’s witnesses, please
tell us and (unless there is a good reason not to) we will make sure they are asked.

The Centre’s decision following the hearing will be sent to you in writing. We try to do this
within two weeks of the disciplinary hearing.

22.6 The disciplinary action and dismissal process
These are the three stages of our procedure for dealing with cases of poor performance or
misconduct.

First stage: We will issue you with a first written warning. Unless you already have active
written warnings relating to your performance and/or to disciplinary matters on your work
record, a first written warning will usually remain in place for 12 months from the date you are
notified of the decision. It will then be removed from your record.

Second stage: If there is an active first written warning on your record and your performance
has failed to improve or you are involved in further misconduct, we will usually issue you with
a final written warning. In serious cases of poor performance or misconduct, we may issue
a final written warning without first issuing a first written warning. In either case, the final written
warning remains active for 12 months from the date you are notified of the decision. It will then
be removed from your record.

Third stage: If there is an active final written warning against you and your performance has
failed to improve or you are involved in further misconduct, you may be dismissed. You may
also be dismissed for a serious case of misconduct or poor performance, or if you are involved
in gross misconduct. We explain what ‘misconduct’ and ‘gross misconduct’ comprise in the
lists given below.

Sometimes we are prepared to explore other actions short of dismissal. These may include
deploying you to a different role, demoting you, and/or extending your final written warning
period to allow us further time to review how you respond.

22.7 Your right to appeal

You have the right to appeal against any capability or disciplinary decision taken against you.

To do this, you need to respond within a week of being told of the action by writing directly to
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whoever is named in the letter you received. In your response to that letter, you must explain
exactly why you are appealing.

Wherever possible, the appeal meeting will not be led by the manager who held the meeting
at which we decided what disciplinary action to take. You may be accompanied by a trade
union representative or work colleague, in line with the process outlined in paragraph 20.4
above.

The Centre’s final decision will be sent to you in writing. We try to do this within two weeks of
the appeal hearing. You do not have any further right to appeal against our decision.

22.8 How we define ‘gross misconduct’ and ‘misconduct’

You will usually be dismissed without warning, without notice, and without payment in lieu of
notice if we find you have committed an act of gross misconduct. This is known as summary
dismissal.

The following list gives examples of what we would normally regard as gross
misconduct likely to lead to summary dismissal. This list is not exhaustive and should be
referred to as a guide.

e Theft or fraud

e Physical violence or bullying

e Deliberate and serious damage to property

e Serious misuse of our property or name

e Deliberately accessing internet sites containing pornographic, offensive or obscene
material

e Serious insubordination

e Unlawful discrimination or other harassment or bullying

e Bringing the organisation into serious disrepute

e Serious incapability brought on by alcohol or illegal drugs

e Causing loss, damage or injury through serious negligence

e Serious breach of health and safety rules

e Serious breach of confidence

e Accepting or offering a bribe.

Any other act entitling the Centre to end your employment immediately without giving you
notice and without the requirement to make any further payments to which you would
otherwise be entitled under your contract of employment.

The following list gives examples of what we would normally regard as misconduct but not
gross misconduct. This list is not exhaustive and should be referred to as a guide.

e Minor breaches of our policies and guidelines

e Minor breaches of your employment contract

o Damage to, or unauthorised use of, our property

e Poor timekeeping

e Time wasting

e Unauthorised absence from work

¢ Refusal to follow reasonable and lawful instructions

o Excessive use of company telephone for personal calls
o Excessive personal e-mail or internet usage
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e Obscene language or other offensive behaviour
o Negligence in the performance of your duties
e Smoking in no-smoking areas.

22.9 Keeping Written Records

The General Manager and where necessary Chair of Trustees or nominated minute taker
should keep a written record of any action carried out under this policy.
Records should include:

+ the nature of the disciplinary process
» what was decided and actions taken
» the reasons for the actions

* whether an appeal was lodged

» the outcome of the appeal

* any subsequent developments

Records should be treated as confidential and be kept no longer than necessary in
accordance with the Data Protection Act 1998. This Act gives individuals the right to request
and have access to certain personal data.

Copies of meeting records should be given to the employee including copies of any formal
minutes that may have been taken.

23 Grievance

23.1 Introduction

If you have any grievance relating to any aspect of your employment you should endeavour
to have it settled in accordance with this procedure. This procedure may not be appropriate
for disciplinary or capability matters.

23.2 The Procedure

Raising your Grievance: Any/All problems should be resolved fairly, promptly and as near as
possible to the point of origin i.e. between the parties involved. Therefore, in the first
instance you should raise the grievance orally and informally with any other person involved.
If this is not appropriate or does not resolve your grievance you should raise it informally to
discuss with the General Manager or a named Trustee. If your grievance cannot be resolved
informally, you should then raise it formally with the General Manager or Chairperson of the
Trustees in writing. If your grievance is against a member of the Board of Trustees or your
line Manager and you feel you cannot raise it with him/her, you should raise your grievance
with another Trustee in writing.

Right to be accompanied: You can make a reasonable request to be accompanied to any
meeting held to discuss your grievance by a colleague/friend of your choice who may advise
you and make a statement at the meeting.

23.3 Appeal
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Initiating an appeal: If you are dissatisfied with the outcome, you may appeal by notifying the
Chairperson of the Trustees in writing within 5 working days giving full details of why you
wish to appeal.

Appeal procedure: The Chairperson of the Trustees shall investigate your appeal and take it
to the “Staff sub-committee” for consideration. He/she may call for copies of all relevant
documents and convene a hearing, if appropriate, which you may attend. You will have the
right to give your point of view and have the right to be accompanied to the appeal. If you are
still not satisfied with the decision you can ask the Board of Trustees to reconsider, such a
request should be made to the Board within 5 working days giving full details of why you
wish to appeal to the Board. The Board shall consist of those Trustees not involved in the
original appeal.

The appeal decision: The decision of the Board of Trustees shall be final and shall be
confirmed to you in writing as soon as practicable after it has been reached.

ALL GRIEVANCE PROCEEDING AND RECORDS WILL BE KEPT CONFIDENTIAL BY
THE ‘CHARITY’

24 Trustees

24.1 Trustee recruitment

The charity may identify the need for new trustees. This may be because vacancies have
arisen through resignations, or it may be that existing trustees have decided that one or more
new trustees with specific skills are needed to help run the charity more effectively.

The trustees agree what skills, experience and knowledge are needed, and write it down in
the form of a short job description and person specification.

The trustees agree responsibilities and a process for recruitment; in doing this, they take care
to comply with any specific requirements set out in the charity’s governing document. Some
of the work may be delegated to a sub-group of trustees, but the whole trustee board remains
in full control of the process and decisions.

24.2 Eligibility to be a Trustee

When preparing to appoint a new Trustee, the Board must ensure that the person is qualified
to act as a Trustee. No-one under the age of 18 can be a trustee of a charitable trust or
unincorporated association. However, 16 is the minimum age for the appointment of a
director, and so a trustee, of a charitable company. Some people are disqualified by law from
acting as trustees, including anyone described in sections 178 to 180 of the Charities Act
2011. This includes:

e anyone who has an unspent conviction for an offence involving deception or
dishonesty
anyone who is an undischarged bankrupt

e anyone who has been removed from trusteeship of a charity by the Court or the
Commission for misconduct or mismanagement

¢ anyone under a disqualification order under the Company Directors Disqualification
Act 1986

72



e anyone who has entered into a composition or arrangement with their creditors which
includes an individual voluntary arrangement (IVA), and is currently on the Insolvency
Service Register.

It is normally an offence to act as a trustee while disqualified unless we have given a waiver
under section 181 of the Charities Act 2011.

24.3 Finding potential trustees

The trustees consider the best methods of attracting a diverse range of candidates with the
skills the charity needs. This may include advertising in the local and/or specialist press and
using trustee brokerage services and through word of mouth or letters of invitation to specific

organisations.

24 .4 Vetting and appointing new trustees

Applicants complete the trustee application form which is circulated to the Board, and skills
audit form.

The Trustees check that the candidates have not been disqualified from acting as trustees,
and candidates are asked to confirm in writing that this is the case and asked to complete the
declaration of eligibility.

Candidates are asked to consider and declare any existing or potential conflicts of interest and
complete the declaration form.

Short-listing and interviews take place against agreed criteria. Informal interviews are carried
out by one or a small group of trustees, and each candidate is asked similar questions to
ensure a fair and objective approach. Notes are kept of each interview and circulated to the
Board.

Preferred candidates are identified and invited to join the Trustees, subject to references,
formal vetting and approval by the full Trustee Board. Unsuccessful candidates are notified
and thanked for their interest.

Where needed the trustees seek any appropriate checks from the Disclosure and Barring
Service.

In the light of the checks and declarations, the trustees decide to go ahead and formalise the
appointment of new trustees.

The Chair of the Board writes to the prospective trustees, setting out their duties and the
expectations of them.

An information pack about the charity is sent to new trustees, they are referred to the Charity
Commission website for more information on becoming a trustee and a full induction process
is arranged. New trustees meet existing trustees and others involved with the charity, such as
members of staff, volunteers and beneficiaries.

Trustees attend their first Board Meeting and are duly welcomed. All relevant parties, such as

the Charity Commission, Companies House, and other staff etc. are advised of the new
appointment.
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24.5 Induction

New trustees are invited to view the premises and meet the staff and volunteers and spend
time getting involved with our activities.

Trustees are provided with log on details for Microsoft Teams, specifically the “Trustees” area
where documents are stored.

Trustees are encouraged to attend training and referred to sites for more information on their
responsibilities.

25 Volunteers

25.1 Introduction

The Alice Cross Community Centre (“the Organisation”) strives to be a diverse and inclusive
organisation within the community. Therefore, we are committed to ensuring equality of
access to high quality volunteer opportunities and equality of treatment for our volunteers in
all our policies and practices.

Volunteers with the Centre are fully protected by our public liability and personal accident
insurance. Drivers who use their own cars in connection with their voluntary work, must inform
their own insurance company to ensure adequate and continued cover.

The Centre aims to provide adequate and appropriate facilities, equipment, resources and
training to enable volunteers to fulfil their roles.

The General Manager has overall responsibility for the management of volunteers including
overseeing the implementation of this policy and dealing with any complaint or grievance
relating to volunteers. The volunteer Co-ordinator manages the recruitment, training and
ongoing supervision of volunteers.

25.2 Recruitment and selection of volunteers

The Centre is committed to serving and representing the people of Teignmouth and its
surrounding areas and wishes to see all sections of the community represented among our
volunteers. Volunteer opportunities are widely promoted throughout the area and we will
endeavour to make recruitment and selection materials available in a format accessible to any
individual or group, upon request.

All potential volunteers will go through an appropriate recruitment and selection process. The
Centre uses application forms, references and informal interviews/ chats. Additional
measures may be implemented depending on the nature of the roles undertaken and police
checks may be required.

25.3 Management of volunteers

e A Volunteers ‘Welcome Pack’ will be made available as well as access to relevant
policies.

¢ All volunteers will be given an induction. This provides background information on the
Centre; explains its procedures; describes the volunteer role and expectations and
work team and outlines how the volunteer will be supported. They will be asked to
sign a code of conduct and volunteer agreement.
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Out of pocket expenses can be claimed using the expenses form.

o Volunteers are invited to supply email or mobile contact numbers to receive newsletter
and join team What's App groups.

o |If appropriate there will be an opportunity for volunteer ‘buddying’ during settling in
period.

e There will be an opportunity to review their role after first 4 weeks. Annual catch up
sessions and feedback opportunities will also be available.

Volunteers, will be supported by the General Manager and Volunteer Co-ordinator who will
offer supervision, help and guidance on any issue relating to the voluntary work. Any issues
arising will be dealt with appropriately, between volunteer and Centre Manager or Volunteer
Co-ordinator.

It is our duty to protect the best interests of the Centre and our users. It is incumbent upon all
volunteers/staff/activity leaders to include, encourage and support new users. We offer a
formal complaints procedure in the case of more serious complaints. In the case of particularly
serious offences this process may be bypassed, and the volunteer asked to leave the
premises. Where a criminal offence is suspected, the matter will be referred to the police.

The Centre is committed to improving the effectiveness of volunteers. Volunteers will be
offered, and encouraged to attend, relevant training courses. Volunteers may attend the
courses within their normal hours of voluntary work.

To effectively monitor volunteers their personal details are kept in accordance with guidelines
under The Data Protection Act and GDPR. This is available upon request.

The intellectual property rights of original work produced by volunteers automatically transfers
to the Centre.

Photographs of volunteers may appear on our website, media websites, or newsletters. If any
volunteer has any objections to this, they must make this clear to those concerned when such
events are taking place.

The Centre offers complimentary tea, coffee and squash for volunteers when undertaking their
role with the Centre. Meals are available at 50% discount when a volunteer is volunteering at
the Centre in their assigned role.

This policy is intended to supplement good judgment and will be updated as necessary to
reflect best practice.
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Appendix 1
Alice Cross Code of Conduct

Mission Statement: Supporting the community by making later life a fulfilling
and enjoyable experience

The Alice Cross Centre believes that all individuals involved with the centre
should respect one another and strive constructively to promote opportunities
for all.

This code is a statement of values that we will expect all involved to support in
achieving our aims, based on equality, diversity and team work.

We therefore ask that all those assisting The Alice Cross Centre support the
following:

e Be a positive ambassador for the Alice Cross Centre and ensure that any action
or comment you might make will only enhance the reputation of the Centre.

e Show respect, a commitment to inclusion for all individuals connected with the
Centre and refrain from harrassment or discrimination.

e Abide by decisions made by the Trustees and members of staff and all relevant
policies.

o Positively liaise with others to resolve any concerns or conflicts which may
arise.

e Respect and understand the need for confidentiality.

e Take all reasonable steps to ensure the health and safety of yourself and others.

e Respect the property of the Alice Cross Centre.

e Be commited and reliable in your role within the centre and not use your position
to pursue personal issues or policies which conflict with those of the Alice Cross
Centre.

e Be aware, and positively engage in any training, guidance and support relating
to your role within the Alice Cross Centre that may be necessary.

e Enjoy the role. Be positive. Applaud others. Be “FIT” — Fun Inclusive Team!

If you would like support or advice regarding this code please discuss with the
General Manager of the Alice Cross Centre.
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Appendix 2
Volunteer Agreement

Volunteers are an important and valued part of The Alice Cross Centre.
We hope that you enjoy volunteering with us and feel a full part of our team.

This agreement tells you what you can expect from us, and what we hope from you.
We aim to be flexible, so please let us know if you would like to make any changes
and we will do our best to accommodate them.

We, The Alice Cross Centre will do our best:

e Tointroduce you to how the organisation works and your role in it and to provide
any training you need

e To provide regular meetings with a main point of contact so that you can tell us
if you are happy with how your tasks are organised and get feedback from us

e Your manager’s/supervisor’'s name is

e To respect your skills, dignity and individual wishes and to do our best to meet
them

e To reimburse your travel expenses

e To consult with you and keep you informed of possible changes

e To insure you against injury you suffer or cause due to negligence

e To provide a safe workplace

e To apply all relevant policies and procedures as necessary

o |, Date:

agree to do my best as a Volunteer:

e To carry out my role reliably to the best of my ability, and to give as much
warning as possible whenever | cannot attend when expected

e To follow The Alice Cross Centre’s rules and procedures, including health and
safety, equal opportunities and confidentiality.

Note: this agreement is in honour only and is not intended to be a legally binding
contract of employment.
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