Appendix E: 

Human Resources Policies for NHWN Staff (NCVO report)

1. NWHN STATEMENT OF TERMS AND CONDITIONS OF SERVICE

In accordance with the Employment Rights Act 1996 and the Employment Relations Act 1999 and subsequent relevant employment legislation. 

Part I of this statement set out particulars of the terms and conditions on which the Neighbourhood and Home Watch Network will employ:

[Enter first name & surname here]

Your employment with the Neighbourhood and Home Watch Network (hereinafter known as NHWN) began on 
[Enter start date here]

Your employment with your previous employer(s) does not count as part of your continuous period of employment.

You are required to work at Beaumont Enterprise Centre. 72 Boston Road, Beaumont Leys, Leicester LE4 1HB, or any other location within a reasonable distance on a temporary or permanent basis any such change will not constitute a change in the terms and conditions under which you are employed. 

PART I
1.
Period of Employment 

1.1
Your employment with NHWN is for an indefinite period, terminable on notice or otherwise as set out in this contract

2.
Job Title 

2.1
Your job title is INSERT 
2.2
In addition to the normal duties associated with your post, you may be required to carry out additional or alternative tasks as requested from to time to time.

3.
Probationary Period 

3.1
You agree that your appointment will be subject to a THREE MONTH probationary period at its outset during which NHWN may in its absolute discretion and for whatever reason terminate your employment giving one-week’s notice or payment in lieu of notice.  You are also required to give one-week’s notice during the probationary period.  

4.
Salary


4.1
Your salary is £X per annum.

Salaries are paid monthly in arrears on the 27th day of each month or the nearest working day before that day and are normally paid by bank transfer.
4.2
NHWN shall be entitled to deduct from you salary any loan, overpayment of salary or payment of expenses which subsequently are disallowed by NHWN or make any deduction to your salary in accordance with the disciplinary policy and procedures. 

5.
Hours of Work

5.1
Your normal hours of work are 37.5 per week.  However, employees are expected to be flexible and you may occasionally be required, to work additional hours to meet the needs of the business.  This has been taken in to consideration in determining your salary and other conditions of employment.   

5.2
Full time hours of work are 37.5 hours per week (excluding time taken off for meals).  The office is open 24 hours a day, 7 days a week.


5.3
The Working Time Regulations do not allow you to carry out more than 48 hours of work in total each week averaged over a 17-week reference period, without making an individual agreement to do so with your employer.  It is your responsibility to ensure that your working hours do not contravene the Working Time Regulations 1998 regarding maximum weekly hours.

5.4
Time off in lieu will be allowed in accordance with that outline in 5.5 for work done with the prior approval of your line manager on weekday evenings or on Saturdays, Sundays or Bank Holidays.  Such time off must not be accumulated and must be taken as soon as reasonably possible after the evening or day concerned in consultation with your line manager. 

5.5

Period Worked



Time Off



1 evening 




half day (am or pm)



(min 3.5 hours)



Saturday/Sunday



1 day



Whole Weekend



2 days



Bank Holiday




2 days



Weekend either side of a



Bank Holiday




3 days

6.
Annual Holidays and Holiday Pay

6.1
The NHWN annual leave year runs from 1 April to 31 March.  With the agreement of your line manager, a maximum of five days holiday entitlement can be carried forward from one annual leave year to the next, but must be taken prior to 30 June the following year. Holiday accrues on a monthly pro-rata basis for all staff starting after 1 April. 

6.2 Adequate notice for all leave must be given. 

6.3
Annual holiday with pay is 25 working days in each year April - March (pro rata for part timers, job sharers and those who join at any time other than April during the calendar year). This entitlement is in addition to all statutory Bank Holidays. You may be required to work on statutory holidays.  In such circumstances you will be paid at your normal rate and will be entitled to time off in lieu in accordance with clause 5.5 above. 
6.4
Part-time and job share employees are entitled to:


(a)
A pro-rata annual leave entitlement based on their hours of work.

(b)
A pro-rata entitlement to Bank Holidays and office closures (apart from the Christmas closure) based on their hours of work. 

6.5
NHWN reserves the right to require you take any unused holiday during your notice period.

6.6
On termination of employment you will be paid in lieu of any accrued but untaken holiday entitlement.

6.7
If, on termination, you have taken in excess of your accrued annual leave entitlement, you agree that NHWN can deduct this excess holiday pay from your final salary. 

7.
Sickness Absence and Pay – this is outlined in the Sickness Absence policy

8.
Maternity, Paternity and Adoption Rights 

8.1
NHWN provides parental, paternity leave and pay and adoption leave and pay in line with statutory requirements. 

9.
Emergencies Involving Dependents (Including Compassionate Leave) 

9.1
Employees have a legal right to reasonable time off work to deal with an unexpected or sudden emergency involving a dependent and to make longer-term arrangements.  This can also cover time off to deal with the unexpected absence of a regular carer, or time off to make longer term arrangements for a sick or injured dependent. Employees will not be dismissed or victimised if they exercise this right to time off.

9.2 NHWN will treat all cases reasonably and on a case-by-case basis. 

9.3 NHWN reserves the right not to pay part or all of any emergency time off taken.

9.4 NHWN reserves the right to request an employee match any additional paid days granted, with their own annual leave days. 

10.
Pensions 

NHWN does not offer a stakeholder pension scheme.

11.
Retirement  

11.1
Existing contracts of employment will end for an employee on reaching the age of 65.  Employees have the right to request to continue working after the age of 65 in accordance with the statutory procedure.     

12. 
Termination of Employment

12.1 
After successful completion of your probationary period, NHWN will give notice in 
writing as one month for Development Manager and Information and Database 
Officer, two months for Operations Director.]

12.2
NHWN may terminate your employment without notice in the event of gross misconduct or continued or repeated misconduct or poor performance after warning.

13. 
Membership of Outside Bodies 

13.1
NHWN will allow reasonable membership of outside bodies time for employees to 
carry out:


Public Duties
NHWN will permit such time off work to be taken for public duties as is reasonable having regard to any time off already granted for activities undertaken as follows:



(i)
A justice of the peace



(ii)
A member of a local authority



(iii)
A member of a statutory tribunal

(iv) A member of a Regional Health Authority or Area Health 
Authority

(v) A member of the managing or governing body of an educational establishment maintained by a local education authority

(vi) A member of a water authority 
(vii) A member of a Board of visitors to prisons or Visiting committee to young offenders institutions.

(viii) A member of the Environment agency or Scottish Environment Protection Agency or 

(ix) A trustee or 

(x) A member of any other body at the discretion of the Chair.

Payment for time off spent on the above duties (i)-(x) will be at the discretion of NHWN.

14.
Expenses

14.1
You will be reimbursed all reasonable out of pocket expenses incurred wholly, exclusively and necessarily in or about the performance of your duties, provided that such expenses are approved by NHWN and evidenced in such a manner as NHWN may require.  See separate Expenses Policy.

15.
Other Employment

15.1
If any employee is currently working for another employer or doing freelance work at the time of the commencement of the contract, then details must be given to the NHWN Board of Trustees before the contract is signed. 

15.2
You shall not work for, advise or in any other way assist (whether for financial gain or otherwise) any other organisation, business or company at anytime whatsoever whilst this employment subsists unless the written consent of the NHWN has first been obtained.

16.
Email, Internet and Telecommunications Monitoring

16.1 
You must not send emails that contain libellous, defamatory or derogatory remarks.  You must not send material that could be considered racist, sexist, homophobic, obscene or offensive.  NHWN may access any part of an employee’s computerised systems for monitoring purposes at any time and read all emails.  Should unauthorised or extended use be found in this random monitoring, more detailed monitoring may be undertaken to determine the full nature of any misuse. 

16.2
You must not download or send any material that could be deemed obscene, offensive, defamatory, sexist, racist or homophobic. NHWN may monitor and record all sites visited by any computer with internet access.

16.3
Any breach of these conditions renders you liable to summary dismissal.  

17.
Data Protection

17.1
As part of your employment record we may need to hold some confidential personal data, both manually and electronically. We will take care of this information in secure personnel files and will not disclose it to others outside the line management structure, except in the following cases:

· In the case of relevant information in a genuine emergency

· Where the processing is necessary for the performance of a contract to which the employer is party

· Where the processing is necessary for compliance with any non-contractual legal obligation the employer is subject to. This could include information needed for processing PAYE or National Insurance (NI) contributions for example. You will not be obliged to give this information.

17.2
We also request to hold some information for equal opportunities monitoring purposes, such as age, sex, sexuality, race, disability, religion and belief - this information is given voluntarily. By signing this contract you are agreeing to us collecting, holding and using this information in this way. Under the Data Protection Act 1998, you have the right to request to see all the information held on your file (barring those particular items under the terms of the Act) at any time during or after your period of employment. NHWN reserves the right to charge a fee of £10 for such a request for those staff who has left the organisation. 

17.3
Information known as “sensitive personal data” will also be processed as part of your personnel records, which includes details of any medical condition and you agree to NHWN processing such data.  You understand that where this is the case, processing will take place in accordance with the Data Protection Act 1998.

18.
Gratuities 

18.1
You must immediately report to your manager any offer by customers, suppliers, distributors and other such persons having similar connection with NHWN any gifts or services.  You must not accept or agree to accept such offers without the prior agreement of your line manager.  This applies to gifts or services offered directly or indirectly from any person, firm or company with whom NHWN conduct business or may conduct business. You will immediately account to NHWN for any amount actually accepted by you which has not been authorised.  

19. 
Deductions

19.1
NHWN may deduct from salary or other sums due to the employee: 
· All losses or damages sustained in relation to property or money of the employer, clients, visitors, or other employees, during the course of your employment caused through your act, carelessness, negligence, recklessness or through breach of the employer's rules or instructions or any dishonesty on your part. 

· The amount of any accidental overpayment to you. 

· The amount of any loan made to you for whatever purpose or the amount due to the employer under any agreement with you. 
· NHWN shall notify the employee in writing of the details of any such deduction and provide the employee with copies of any supporting documents reasonably requested in connection with the deduction. 

20.
Health and Safety

21.1
The Trustees are responsible for ensuring that all work undertaken complies with Health and Safety regulations. All members of staff are responsible for following NHWN’s Health and Safety Policy and procedures and for taking reasonable care for the health and safety of themselves and others who will be affected by their work and to co-operate with their employers in complying with their statutory duties. 

21. 
Equality and Diversity

21.1
NHWN is fully committed to the active promotion of equality and diversity in its capacity as an employer and in the provision of all its services to the community as a whole.  It is the individual responsibility of each member of staff to seek to ensure the practical application of this policy.  It is essential that every employee behaves at all times in accordance with the requirements of the equality and diversity policy.  You will be provided with a copy of this policy. 

22.
Confidentiality

22.1
You must not at any time either during or after your employment disclose, make use of or exploit any confidential information acquired by you during the course of your employment relating to NHWN, its business or clients.   
23. 
Copyright

23.1
Every work, improvement, invention, writing or design or concept in which rights may subsist, whether or not registered and or register-able, created by an employee during employment, arising out of or in consequence of such employment, shall be deemed to have been made on behalf of the employer and together with any benefit of any such work shall be considered to be the intellectual property of NHWN and shall belong to NHWN exclusively. The employee shall forthwith communicate to the employer the full particulars of all and any such work.  The employee shall, at the request and cost of the employer both during employment and thereafter, if required, take all steps as may be necessary or desirable to substantiate the rights of NHWN in respect of any such work. 

24. 
Variation

24.1
NHWN reserves the right to make reasonable minor changes to any of the terms and conditions of your employment.  You will be notified in writing of any minor changes of detail and any such change takes effect from the date of the notice or such other date as specified in the notice. Other changes will be made only after consultation and with at least one month's written notice.  

25.
 Disciplinary and Grievance Procedures 

25.1
Your attention is drawn to the disciplinary procedure and grievance procedure applicable to your employment; you will be provided with copies of these procedures. These procedures do not form part of your contract of employment. 

25.2
If you wish to appeal against a disciplinary decision you should follow the appeals process set out in the disciplinary and grievance procedures. 

25.3
NHWN reserves the right to suspend on you on full pay for purposes of investigating an allegation of misconduct or neglect against you.

Signed on behalf of NHWN …………………………………….. Date ………………….

(Chair)

Print Name …………………………………………………………………………………..

Signed by new employee ……………………………………… Date ………………….

(Print name) ………………………………………………………………………………..
2. NHWN Grievance Procedure

Dealing with Grievances Informally

If you have a grievance or complaint to do with your work or the people you work with, you should wherever possible start by talking it over with your manager. You may be able to agree a solution informally between you.

Where appropriate, NHWN may use meditation as a tool to resolve disciplinary matters. 

NHWN may seek and take professional HR advice at any stage during this grievance procedure. 

Formal Grievance

If the matter is serious and/or you wish to raise the matter formally you should set out the grievance in writing to your line manager.

You should stick to the facts and avoid language that is insulting or abusive.

Where your grievance is against your line manager and you feel unable to approach him or her you should set out your grievance in writing to A TRUSTEE.

Grievance Hearing
Your line manager will call you to meeting, normally within working five days, to discuss your grievance. You have the right to be accompanied by colleague at this meeting if you make a reasonable request.

After the meeting the line manager will give you a decision in writing, normally within 2 working days.

OR

If the grievance is against your line manager, THE TRUSTEE will call you to meeting, normally within working five days, to discuss your grievance. You have the right to be accompanied by colleague at this meeting if you make a reasonable request.

After the meeting THE TRUSTEE will give you a decision in writing, normally within 2 working days.

Appeals
If you are unhappy with your line manager’s / TRUSTEE’S decision and you wish to appeal you should inform your line manager / THE TRUSTEE in writing within 2 working days of receiving the written decision.

You will be invited to an appeals meeting, normally within working five days, and your appeal will be heard by an Appeals Panel which will consist of at least ONE TRUSTEE [if relevant, this trustee will not be the same one who heard your original grievance]. You have the right to be accompanied by a colleague at this meeting if you make a reasonable request.

After the meeting the Appeals Panel will give you a decision, normally within 2 working days. The Appeal Panel’s decision is final.

Principles of the formal procedure

Each step will be followed through without unreasonable delay.

Both employee and employer must take reasonable steps to attend each meeting under the procedure and will have the opportunity to state their case.

Meetings will be at a reasonable time and location

The appeal meeting will, where possible, be chaired by a manager more senior than the manager who took the decision at the grievance hearing, or by a Trustee.  

If the employee or their companion is disabled, reasonable adjustments will be made to enable them to participate fully.

Confidentiality will be maintained. Only those who need to know about the grievance will be informed.

After the grievance and regardless of the outcome, all those involved are expected to work together in a positive manner. Support will be provided as appropriate.

3. NHWN Disciplinary Procedure

Purpose and Scope:

NHWN’s aim is to encourage improvement in individual conduct or performance. This procedure sets out the action which will be taken when disciplinary rules are breached or where standards of performance are not reached.

NHWN may seek and take professional HR advice at any stage during this disciplinary procedure. 

Principles:

a) The procedure is designed to establish the facts quickly and to deal consistently with disciplinary issues. No disciplinary action will be taken until the matter has been fully investigated.
b) At every stage employees will be informed in writing of what is alleged and have the opportunity to state their case at a disciplinary meeting and be represented or accompanied, if they wish, at the hearings by a work colleague
 

c) An employee has the right to appeal against any disciplinary penalty

d) Where appropriate, NHWN may use meditation as a tool to resolve disciplinary matters  

The Procedure:

Stage 1 – first warning/performance improvement note

If conduct or performance is unsatisfactory, the employee will be given a written warning or performance improvement note. Such warnings will be recorded, but disregarded after 6 months of satisfactory service. 

The employee will also be informed that a final written warning may be considered if there is no sustained satisfactory improvement or change. (Where the first offence is sufficiently serious, for example because it is having, or is likely to have, a serious harmful effect on the organisation, it may be justifiable to move directly to a final written warning.)

Stage 2 – final written warning

If the offence is serious, or there is no improvement in standards, or if a further offence of a similar kind occurs, a final written warning will be given which will include the reason for the warning and a note that if no improvement results within 12 months, action at Stage 3 will be taken.

Stage 3 – dismissal or action short of dismissal

If the conduct or performance has failed to improve, the employee may suffer demotion, disciplinary transfer, loss or seniority (as allowed in the contract) or dismissal.

Gross Misconduct

If, after investigation, it is confirmed that an employee has committed an offence of the following nature (the list is not exhaustive), the normal consequence will be dismissal without notice or payment in lieu of notice.  

The following is a non-exhaustive list of what may constitute gross misconduct:

· theft

· damage to property

· fraud

· incapacity for work due to being under the influence of alcohol or illegal drugs

· physical violence

· bullying

· gross insubordination

While the alleged gross misconduct is being investigated, the employee may be suspended, during which time he or she will be paid their normal pay rate. Any decision to dismiss will be taken by the employer only after full investigation

Appeals
An employee who wishes to appeal against any disciplinary decision must do so in writing to A TRUSTEE within five working days. 

An appeals meeting will be held as soon as possible with reasonable notice given to the employee.

The Appeals Panel (WHICH WILL INCLUDE AT LEAST ONE TRUSTEE) will hear the appeal and decide the case as impartially as possible.

The Appeals Panel’s decision is final.

4. NHWN Health and Safety Policy

NHWN wants to ensure that all staff (and those volunteering with NHWN) has a safe working environment.

NHWN aims to:

· Avoid accidents and damage to people’s health and cutting corners on health and safety to try and save time and money

· Ensure that we pay as much attention to health and safety as any other key business objective

· Always follow safe systems of work

· Avoid buying in unsafe products

· Work to legal requirements as a minimum standard to be achieved

· Always insist on high standards of health and safety when dealing with others; and

· Strive for continuous improvement in health and safety performance.

NHWN expects all staff (and those volunteering with NHWN) to adhere to the aims outlined above.

5. NHWN Equality and Diversity Statement

NHWN is committed to good equality and diversity practices both within the workplace and within the make-up of the community it serves. Equality in the workplace is good management practice and makes sound business sense

This includes ensuring that discrimination does not occur on the basis of sex (including marital status, civil partnership and gender reassignment); race (including ethnic origin, colour, nationality and national origin) disability; age; part time status; sexual orientation; and religion or belief. 

NHWN expects the behaviour of its staff and volunteers, to treat each other with respect, regardless of personal differences.  

NHWN strives to create:

· A work environment where individuals are judged on the work they do, not on who they are

· A work environment where harassment and bullying are not tolerated

· A work environment whereby if staff feel they are being treated unfairly or being harassed, they may use the grievance procedure and that their complaint will be dealt with swiftly and with due regard to confidentiality. 

6. NHWN Sickness Absence Policy

NHWN will adopt a fair, supportive, consistent and non-confrontational approach to managing all sickness absences. 

A different process will be used in cases of frequent/short term absences as compared to long-term absences.  

1. No employee will be dismissed for incapacity owing to ill health before their circumstances has been fully considered; they have been given support, guidance and warnings. And have had the opportunity to improve their attendance and, where appropriate, the feasibility of reasonable adjustments or redeployment has been considered.   

2. NHWN will make reasonable adjustments for an employee with a disability as classified as disabled under the Disability Discrimination Act 1995 and 2005 and will seek specialist advice where appropriate for staff with a disability related illness.   

3. Where appropriate NHWN will use an occupational health adviser to (a) help identify the nature of an employee’s illness (b) advise the employee and their manager on the best way to support and improve the employee’s health and well being.

4. Pregnancy related absence will be treated separately from other sickness related absences.

5. Disability related absences will be treated separately from other sickness related absences.  

6. Employees have the right to be represented by a work colleague at each stage of this procedure.   

7. NHWN respects the confidentiality of all information relating to an employee’s sickness. This policy will be implemented in line with data protection legislation and the Access to Medical Records Act 1988.   

Procedure for Reporting Absence  

8. 
Absence Notification 

8.1 
Employees should telephone their line manager at work on the first day of absence by 10 a.m.  If this is not possible a friend or relative should phone as soon as possible.  If it is not possible to reach the line manager a message should be left with a team member, if not with the line manager’s manager.   

8.2
Employees who are sick again on the next or subsequent days should telephone their line manager to indicate the likely duration of their absence and when it is expected they may return to work.  

8.3 Employees who are absent for more than five working days should telephone their line manager on a weekly basis to keep them updated on their situation. 

8.4 As soon as the employee knows their date of return or can give a good estimate of it, they should let their line manager know.  

8.5 Where an employee attends work and falls ill before 1pm and is sent home the illness will be treated as a full day’s absence.  Where illness occurs after 1pm and the employee is sent home the illness will be treated as half day’s absence.

9. 
Entitlement to Sick Pay 

9.1
Maximum entitlements as follows: 

	Pay Period 
	Length of Payment  

	During probationary period 


	1 week full pay  

	After 6 months service and on  completion of probation and up to one year of service:
	3 weeks on full pay and 3 weeks on half pay.



	During the second year of service:
	6 weeks on full pay and 6 weeks on half pay.



	During the third year of service:
	12 weeks on full pay and 12 weeks on half pay.



	During the fourth and fifth years of service:
	16 weeks on full pay and 16 weeks on half pay.



	After completing five years of service and each year thereafter:
	20 weeks on full pay and 20 weeks on half pay. 




9.2
Any previous period of sickness absence for which benefit was payable in the 12-months preceding the first day of a new absence is counted against the above limits for the latest absence.

9.3
If during a period of absence an employee’s sickness absence reaches a new qualification period, the duration of payment will be based on the newly acquired qualification i.e. the date the new period of sickness began
10.
Managers Responsibilities
10.1
The management of absence is the responsibility of line managers and should be carried out in a confidential, fair, sensitive, constructive and consistent manner.    

10.2
It is the manager’s responsibility to ensure absence is recorded appropriately. 


11.
Employee’s Responsibilities 

11.1
It is the responsibility of each employee to ensure attendance at work in accordance with their contract of employment.  

11.2
Employees should report absences at the earliest possible opportunity in accordance with this policy/procedure.   

11.3
Employees should wherever possible personally notify their line manager when they are ill to ensure that he/she is aware of their absence, its nature and their likely date of return to work.  

11.4
Employees are responsible for maintaining communication with their line manager during their absence and for ensuring that their line manager is kept informed of any developments in their condition and their potential date of return to work. 

12.
Short and Long Term Absence  

12.1
Short-term absence is defined as:   

“Frequent or persistent short-term absence i.e. taking one or two days off work, on a regular basis where the employee states that the reason for absence is sickness” 

12.2 
Long-term absence is defined as: 

“Where an employee is absent from work with an illness lasting four-weeks or more including convalesce from an illness; injury or operation; terminal illness or diagnosis of long-term disability”   

13.
Medical Reports 

13.1
Where appropriate and with the written consent of the employee NHWN may seek a medical report from the employee’s GP or consultant, or refer the employee for an independent medical assessment or to it occupational health advisors.   

13.2
On receipt of the medical report, NHWN will arrange a meeting with the line manager, the employee and his/her representative to discuss the report and to decide on an appropriate course of action.    

14. 
Return to Work Interviews  

14.1
It is good practice for managers to informally meet with an employee after a period of illness to check that they are feeling better however, a formal return to work interview would need to be held when an employee’s absence level reaches the trigger points set out in 31.2 

15.
Contacting Employees While Absent on Sick Leave 

15.1.
Where possible managers should avoid contacting an employee at home while they are on sick leave unless the matter is urgent or extraordinary circumstances justify the contact.   

16. 
Sickness and Annual Leave  

16.1
Annual leave may be reimbursed if an employee becomes ill while on holiday.  If sickness occurs during annual leave and the employee wants to reclaim it, the line manager must be informed as soon as possible, and a medical certificate must be sent to cover the period of absence or submitted on the day the employee’s return to work.  The leave will not be reimbursed until a medical certificate is received.   

16.2
Annual leave not taken owing to sickness in an annual leave year cannot be reclaimed and is lost. 

17.
Sickness During a Training Day 

17.1
Employees who are sick on a training day are expected to follow the reporting procedure outlined above.  Failure to follow this procedure may result in the absence being regarded as unauthorised and may not be paid.

18.
Failure to Follow Absence Reporting Procedures 

18.1
If an employee fails to follow the reporting procedures, the absence may be recorded as unauthorised and sick pay may be delayed or stopped altogether.  

18.2
A line manager may take disciplinary action where an employee repeatedly fails to adhere to the sickness absence reporting procedures.  

19.
Home Visits 

19.1
Where necessary a line manager with A TRUSTEE may arrange to visit an employee at home or in hospital. The TRUSTEE will write to the employee to get their permission.  The employee will be informed of their right to have a work colleague, family member or friend to be present during the visit.  

20.
Disability, Disability Leave and Sickness Absence  

20.1
Employees who are disabled as defined by the Disability Discrimination Act 1995 and 2005 may request disability leave. The Act defines a disability as “a mental or physical impairment that has a substantial and long-term effect on a person’s ability to carry out normal day-to-day activities.   Long-term means 12-months or more and include but not limited to the following conditions: 

· HIV infection, 

· Cancer

· Multiple sclerosis 

· Mental health conditions

· Learning difficulties e.g. dyslexia, dyspraxia

· Significant mobility difficulties

· Respiratory conditions e.g. asthma

· Cardiovascular diseases e.g. heart disease

· Multiple Sclerosis, epilepsy

· Cancer

· Hearing or sight impairments

22.
Disability Leave 

22.1
Disability leave is time when an employee is not sick but is absent from work for a disability related reason.   In order for an employee to apply for disability leave they must have declared to NHWN that they have a disability and have a condition that falls within the definition of the Disability Discrimination Act 1995.

22.2
NHWN may seek confirmation from its occupational health advisors or the employee’s GP that the employee’s illness meets the statutory definition of a disability.

22.3
An employee with a disability can request up to 10-days disability leave (paid time off) per year (1st April to 31st March) for reason related to their disability.

22.4
Disability leave is considered to be a “reasonable adjustment” under the Disability Discrimination Act. Some examples of planned disability leave include (but not limited to):

· Hospital or doctor’s appointments

· Hospital treatment as an outpatient 

· Assessment

· Adaptation or repair of mobility aids and equipment 

· Hearing aid test

· Training with guide, hearing or assistance dog

· Counselling/therapeutic treatment 

· Recovery after dialysis treatment 

· Physiotherapy 

22.5
Disability leave is distinct from sick leave and is not counted for attendance management purposes.


25.
Planned Disability Leave

25.1
Planned disability leave has to be agreed in advance by the line manager.  It may be a number of individual days each year that a disabled person needs to take time off for treatment, rehabilitation or assessment related to their disability.  It may be a block of time needed for a specific reason, surgery or other medical procedure.   

25.2
To request disability leave the employee should put the amount of days required for that year (1st April to 31st March) in writing to their line manager. The line manager should arrange to meet with the employee as soon as reasonably practicable to discuss the request and to agree the amount of time off.  The employee can be accompanied at the meeting by a work colleague.   

25.3
NHWN may request that the employee is referred for an occupational health referral for advice on the amount of leave that may be required.  

25.4
Where planned disability leave is agreed the line manager will review it on an annual basis with the employee in order to assist in the planning of work and staff resources.  

25.5
If the amount of leave cannot be agreed or the employee disagrees with their line manager’s decision they should use the grievance procedure.  

26.
Unplanned Disability Leave 

26.1
An occasion may arise where an employee may have to take unplanned disability leave.  In such circumstances the employee should discuss the situation with their line manager, who will agree the amount of time to be taken.

27.
Disability Leave and Sick Leave 

27.1
Disability leave is different to sick leave.  It is when an employee is absent from work owing to a disability related reason which a non-disabled employee would not have to take.   It should be recorded as disability related sick leave. 


28.
Pregnancy Related Sickness Absence 

28.1
If an employee is sick during her pregnancy with an unrelated illness their sickness absence will be treated as normal sick leave and the normal sickness absence procedures will apply. 

28.2
The sickness absence procedure does not apply during a pregnancy related illness. The employee should report their absence in line with this policy/procedure, but the absence will not count towards normal illness absence recording.  NHWN may request that the absence is verified by a doctor. 
29.
Trigger Points  

29.1
NHWN has set trigger points which should be used by line managers to determine management action under this policy.  These are: 

· Five or more days’ consecutive absence in any six-month period

· Five days of intermittent absence in any six-month period

30.
Managing Short-Term Absence 

30.1
Informal Stage 


When a manager becomes concerned about an employee’s level of sickness absence, he/she must make every effort to resolve the matter informally.  The manager should raise their concerns during supervision and discuss it with the employee. The manager should seek to resolve the issue by identifying reasons for the absences and any support that NHWN can provide for the employee.  He/she should make the employee aware that if there is no significant or sustained improvement the issue may be dealt with under the formal stages of this policy/procedure.  
30.2
Formal Stage  

30.2.1 
Stage 1 


If the manager decides to hold a formal meeting, they will write to the employee giving 5-working days’ notice of the date of the meeting.  The letter will confirm: 

· The reason(s) for the meeting

· The details of the sickness absence under consideration, including dates and any identified patterns i.e. Mondays and Fridays

· The date, time and place of the meeting 

· Who will chair the meeting

· The employee’s right to be represented by or a work colleague.

30.2.2 The line manager will conduct the meeting with appropriate HR support in attendance to make a note of the meeting.  

30.2.3
At the meeting the employee will be given the opportunity to explain the reasons for their absences and the manager will:

· Make clear that this it is a formal meeting under the sickness absence policy/procedure

· Identify any positive steps they have taken to address the employee’s absences

· Identify whether or not there is any further help that the organisation can provide the employee, including reasonable adjustments 

· Explain any work related difficulties caused by the employee’s frequent or lengthy absences.

· Ask for the employee’s consent to seek a medical report from their own doctor

· Advise the member of staff of the target improvement required during a specified period. Usually the review period will be not less than six weeks and no more than three months.

· Inform the employee that their attendance record will be kept under review during this period 

· Inform the employee that continued sickness absence may result in further absence review meetings where one outcome could be dismissal on the grounds of capability 
30.2.4 
The line manager will confirm the details of the meeting in writing within 5-working days of the date of the meeting.  The letter will confirm the target and review period and the employee’s right to appeal. This letter will remain on the employee’s file for four months.  The note of the meeting will also be enclosed with the letter.  

30.3 
Stage 2 

30.3.1
A Stage 2 meeting will be arranged by the line manager in writing they will write to the employee giving 5-working days’ notice of the date of the meeting where there line manager has identified a lack of improvement in the employee’s attendance or where the improvement has not been sustained.
The meeting will be chaired by the by the line manager with appropriate HR support who will attend the meeting to take a non-verbatim note of the meeting.

30.3.2
The meeting will cover the following: 

· The level of absence with up to date figures.

· The employee’s continued absences, including the specific reasons for it since the first formal review meeting.

· Whether there is any further help the NHWN can provide, including reasonable adjustments 

· Any medical reports that have been obtained will be discussed

· The future targets for absence monitoring and the review period 

30.3.3
A further review period of up to 3-months but no less than 6-weeks should be and the employee warned that if there is no improvement or the improvement is not sustained dismissal on the grounds of capability may be an option.  

30.3.4
The line manager will confirm the details of the meeting in writing within 5-working days of the date of the meeting. The letter will remain on the employee’s personnel file for six-months. 

30.3.5
At the end of the second review period the line manager, with appropriate HR support in attendance, will review the employee’s absence.  If there has been a sustained improvement the line manager with appropriate HR support if required, will meet with the employee and will advise them that provided this improvement continues, no further action will be taken at this stage.  This will be confirmed in writing by the line manager.

30.3.6
If at the end of the review period the level of absence continues to be high or exceeds the target set the line manager will prepare a report on the employee’s absence, and arrange for a further occupational health assessment and gather together details of all previous meetings held under the absence review procedure.

30.4
Stage 3 
30.4.1
A stage 3 formal sickness review meeting takes place where the improvement sought has not occurred.  The line manager will write to the employee to confirm the details of the meeting giving 5-working days notice. In the letter confirming the meeting the employee will be informed that a possible outcome of the meeting may be their dismissal on the grounds of capability.   

30.4.2
Any relevant paperwork and health reports will be copied and sent to the employee and their representative prior to the meeting.

30.4.3
NHWN’s Chair will chair the meeting and be accompanied by appropriate HR support as required. The Chair will:

· Review the details of the employee’s absences to date 

· Review the actions taken including the any adjustments to support the employee

· Review the medical reports that have been obtained 

· Discuss with the employee their continued absences 

· Set future targets for absence monitoring and a review date

30.4.4 
The employee will: 

· be informed that their attendance record will be kept under review 

· be informed that their continued sickness absences will result in a final absence review meeting where one outcome could be dismissal on the grounds of capability.

30.4.5
The meeting will be followed up by a letter from the Chair, confirming the targets and review period which will remain on the employee’s personnel file for twelve months

30.3 
Final Stage – Dismissal 

30.3.1
If the improvement required is not sustained the employee’s manager and the Chair will prepare a report for the NHWN’s trustees and the following factors will be taken into consideration:

· The employee’s absence record and current level of absence

· The ability of NHWN to continue to provide a service with the level of absence.

· The effect on the rest of the team of the employee’s continued absences

· Medical reports and medical advice received

· The possibility of re-deployment to another more suitable post if there is one.

· Any changes or adaptations to the workplace, the ‘reasonableness’ of making those adjustments and their cost.

· The wishes of the employee.

30.3.2. If the Trustees agree that the level of absence is not acceptable or sustainable he or she may decide to dismiss the employee on the grounds of capability.

30.3.3 
The Chair will confirm the decision in writing within five working days of the date of the meeting. The letter will set out the employee’s right to appeal. 

30.3.4
Where the employee is dismissed they will receive pay in lieu of notice and payment for any accrued holiday.  

31.
Managing Long-Term Sickness Absence 

31.1
LONG TERM SICKNESS ABSENCE

31.2
An employee may be absent on long-term sick leave for a variety of reasons including convalescence from illness; injury or operation; chronic injury; terminal illness and diagnosis of a long-term disability.  Whether or not the member of staff’s employment situation is affected depends upon the nature of the health problem, the likely duration of their absence (in many cases, long term sickness absence is caused as a result of an acute medical condition (e.g. heart attack) and from the start, it will be self evident as to how long they will be absent) and its impact on their work.  Consequently, the action taken if any will vary according to each situation.

31.3
Informal Meeting 

31.3.1
Where an employee has been absent for more than one month and there is no identified return date, the line manager will arrange an informal meeting with the employee their situation and when a date of return can be expected.   The employee will be given the opportunity to be represented by a work colleague or family member.  If the employee is too ill to attend the meeting the information will be sought via the employee’s representative.    

31.4
Referral to NHWN’s preferred Occupational Health Advisors    

31.41
If a date for the employee’s return cannot be established, NHWN will refer the employee to NHWN’s preferred occupational health advisors to obtain an assessment of his/her fitness for work.  The occupational health advisors with the consent of the employee will seek the opinion of the employee’s GP, consultant or specialist.  

31.4.2
In the referral NHWN will send occupational health  

· A completed management referral form; 

· A current job description; 

· Details of the employee’s sickness absence including dates and reason for absence  

31.4.3
The Occupational Health Department will give the employee information about their rights under the Access to Medical Reports Act 1988.

31.4.4
The occupational health referral will provide information on the following:

· The nature and effect of the illness;

· The possible duration of the illness and the likelihood of a return to full duties; 

· The relevant criteria to be considered in selecting suitable alternative employment for the employee who may be unable to return to his/her original job; 

· Advice on the type of work which the employee should not undertake; including the obligations under the Disability Discrimination Act 1995 and 2005

· The possibility of a phased return to work where an employee is unable to resume the full duties of his/her substantive post, but may be capable of undertaking a temporary change in duties while being rehabilitated; 

· A temporary reduction in hours; 

· Where the employee will be permanently unfit and therefore unable to return to either his/her own job or any alternative post. 

31.5
Outcome of Occupational Health Referral  
31.5.1
Following advice received from NHWN’s occupational health advisors, NWHN will arrange a meeting with the manager and the employee.  The letter sent to the employee will contain a copy of the medical report and will confirm: 
· The purpose of the meeting

· The details of the sickness absence under review

· The date, time and place of the meeting 

· Who will chair the meeting

· The employee’s right to be represented by a trade union representative or a work colleague.

31.5.2
The subsequent management response to the sickness absence will be subject to all the circumstances of the case and may include the need to seek further specialist advice, redeployment to alternative duties on a temporary or permanent basis. 

31.6
Phased Return to Work 

31.6.1
Occupational Health may recommend a phased return to work during or after treatment for illness. Reasonable assistance should be provided to facilitate this especially, where the employee has a disability or impairment that has a serious, long term effect on their daily lives. Some issues/arrangements to be discussed when a phased return to work is being considered are:- 

· Support, assistance or job related changes that may be necessary (Occupational Health will normally provide advice on this subject) 

· The time period over which a return to normal duties will be phased 

· Whether employees will undertake all duties and , if not how other work will be covered 

· The work pattern that can be agreed (i.e. on a set number of days per week or hours per day).

31.8 
Fit to Return to Work 

31.8.1
The manager may be advised that the employee is fit to continue in his/her job.

32.
Unfit to Continue in Present Job – Consider Adjustment or Alternative Employment

32.1
NHWN is under no obligation to create a specific job for an employee who becomes unfit to undertake his/her contractual duties. However managers should make every effort to make reasonable adjustments or to explore the possibility of alternative employment.  Suitable alternative employment cannot be guaranteed.   

33.
Unable to Work 

33.1
Where occupational health advises that the employee is incapable of carrying out the duties of his/her job description and where reasonable adjustments is not feasible and where suitable alternative employment cannot be offered, the Chair, will arrange a formal meeting with at least two trustees (?)to discuss the situation and the content of the medical report.  The employee has the right to be accompanied at the meeting by a work colleague.  

33.2
A possible outcome of the meeting will be dismissal on the grounds of ill health and the employee will be entitled to contractual or statutory notice whichever is the longer.

33.3
Before reaching the decision to terminate the employee’s employment the Chair will take a balanced view of the following factors; 

· the length of the absence to date and the likely length of the continuing absence; 

· the nature and likely duration of the illness; 

· any medical advice/prognosis on the individual; 

· the effect of the continuing absence on the service. 

· The need for the employee to do the job for which they were employed to do and the difficulty covering his/her absence 

33.5
Where an employee is not able to return to work in any capacity and other options have been exhausted, it may be that dismissal on the grounds of capability is the only option.

34.
Grievance and Discipline

34.1
An employee who feels aggrieved at the way their sickness absence has been dealt with should use the grievance procedure.  NHWN expects that the employee will seek to resolve the grievance informally before invoking a formal grievance.   A grievance should be taken out within 5-working days of the action or the decision being complained of.   

34.2
Where an employee abuses the sickness regulations (e.g. not providing certificates, being absent without permission, refusing to comply with this policy, etc) it will be dealt with by the employee’s line manager under the disciplinary procedure.  

34.
Appeals Against Warnings Including Dismissal 
34.1
An employee who wishes to appeal against any warning, including dismissal, must do so in writing to A TRUSTEE within five working days. 

34.2   The appeals hearing is not designed to re-hear the case but to examine the grounds of appeal. Appeals should be raised on one of the following grounds: 

· the procedure: a failure to follow procedure had a material effect on the decision 

· the decision - the facts did not support the conclusion reached 

· the penalty - was too severe given the circumstances of the case  

· new evidence - which has genuinely come to light since the first hearing. 
34.3 
An appeals meeting will be held as soon as possible with reasonable notice (a minimum of 5-working days) given to the employee. The letter will confirm the employee’s right to be accompanied by work colleague.

34.4  
The Appeals Panel (WHICH WILL INCLUDE AT LEAST ONE TRUSTEE) will hear the appeal and decide the case as impartially as possible.

34.5
Where the appeal is upheld, the formal action will no longer be applied. If the appeal is not upheld but the Appeals Panel considers the sanction to be inappropriate, this may be reviewed. 

34.6    The outcome of the appeal will normally be notified to the employee by NHWN within 5-working days of the decision being taken.   The Appeals Panel’s decision is final.

34.7
Where an appeal against dismissal is upheld, the member of staff shall be paid in full for the period from the date of dismissal.

3.5
Time Off for Medical or Dental Appointments  

35.1
Employees should give line managers reasonable notice of medical or dental appointments.  Such appointment should be arranged wherever possible outside of working hours or where possible, they should be booked either at the beginning or end of the day to minimise time away from work.  However, employees will be expected to make up the time taken to attend such appointments.  

	Neighbourhood and Home Watch Network

Self-certificate

Note – this form must be completed for ALL periods of sickness. For a period of sickness lasting more than 7 calendar days in a row, a medical certificate is also required.

	Name:            



	Date illness began (including non-working days):

Date you were better (including non-working days):

First date of absence from work:

Date of return to work:



	Reason for absence:

Please briefly describe symptoms:

Give details of any accident:


	Did you attend hospital               Yes/No

                    clinic                     Yes/No

                    doctor                   Yes/No

Did you receive medication 

      from your doctor                 Yes/No

Did you purchase medication

      from a chemist                     Yes/No



	I understand that if I provide inaccurate or false information about my absence it may, depending on the circumstances, be treated as gross misconduct and result in my summary dismissal from the organisation.

Signature …………………………..                   Date …………………….



	I confirm that the employee was absent from work on the above dates. 

Date of return to work interview……………………

Manager’s Signature …………………………            Date ……………………         




7. NHWN Annual Leave Policy

Introduction

This policy sets out NHWN’s policy and procedures in the area of annual leave and holiday entitlement.

It will apply to all permanent staff and those staff on temporary contracts who are employed directly by NHWN, both full time and part time. It will not apply to volunteers, freelancers, consultants or staff employed directly by a recruitment agency.

Annual Leave Entitlement
All permanent full-time staff are entitled to 25 days annual leave per year plus 8 Bank Holidays. NHWN’s annual leave year runs from April to March. New staff joining throughout the year and temporary staff will receive a pro rata entitlement based on the full time equivalent of 25 days. 

Procedures 

All staff will receive an annual leave record card on joining and at the start of each annual leave year. It will be their responsibility to keep this up to date.  All annual leave must be agreed in advance with the employee’s line manager.

Staff should attempt to use all their annual leave entitlement within the year unless there are genuinely exceptional circumstances and such circumstances will not be the norm. 

Sickness Absence During Annual Leave

Staff who fall sick during their annual leave may reclaim the days on production of a doctor’s certificate.

Leavers

Any accrued holiday to date of leaving should, wherever possible, be taken prior to leaving but employees may, by agreement with their line manager, receive payment in lieu of any annual leave which they have been genuinely unable to take.

Employees who have taken annual leave in excess of their entitlement up to their leaving date will have this amount deducted from their final payment. 

NHWN reserves the right to require you take any unused holiday during your notice period.

On termination of employment you will be paid in lieu of any accrued but untaken holiday entitlement.

If, on termination, you have taken in excess of your accrued annual leave entitlement, you agree that NHWN can deduct this excess holiday pay from your final salary. 
Bank Holidays and NHWN Privilege Days
Permanent full time staff will be entitled to the 8 UK Bank Holidays each year as follows:

New Year’s Day, Good Friday, Easter Monday, Early May Bank Holiday, Late May Spring Bank Holiday, August Summer Bank Holiday, Christmas Day and Boxing Day. 

Part Time Staff and Bank Holidays 

Part-time staff who join or any full- time staff who have become part-time will be entitled to the pro rata equivalent of these Bank Holidays days based on the hours per week they work. 

Religious Festivals

Staff of faiths other than Christianity will have the option to work at home on the three Christian based Bank Holidays per year, Christmas Day, Easter Monday and Good Friday and take all or some of the equivalent days off throughout the rest of the year on days when their own religious festivals fall. 

Staff should identify that they wish to do this at the earliest opportunity with their line manager. Staff whose work does not easily lend itself to occasional home working should discuss their needs with their manager and every attempt will be made to accommodate their request.

Reasonable flexibility will be given to meeting the needs of staff requesting annual leave to celebrate religious festivals of faiths other than Christianity.

Time off in lieu (TOIL)
Staff shall be entitled to TOIL when undertaking normal duties, in the following circumstances:

1 evening
half day (am or pm)

(minimum 3.5 hours)                                    

                        

Saturday/Sunday                                            1 day

                        

Whole Weekend                                             2 days

                        

Bank Holiday                                                   2 days

                        

Weekend either side of a

Bank Holiday                                                   3 days

8. NHWN Employee and Volunteer Expenses Policy

Introduction

This policy establishes procedures for all employees and volunteers, including Trustees, of NHWN incurring travel, subsistence and other out of pocket expenses during the course of their employment by the charity. 

Employees and volunteers must seek to get good value for money for the organisation.

Expense Claims

· Expense claims must be made using the NHWN Expenses claim form (appendix 1)

· Employees’ expense claims should be authorised by the relevant line manager and those of the Operations Director, by one of the trustees. Any claims by trustees should be authorised by the Operations Director or Treasurer. Those authorising expenses should check receipts correctly support the claim. 

· Expenses claims should be submitted promptly and within one month.

· Expense claims will be paid by cheque or, for amounts below £10, from petty cash.

· Employees are reminded that it is their responsibility to keep copies of their expense claims as they may be required for their own tax purposes. 

· Should any expenses be settled by invoice the relevant line manager is required to sign the invoices rather than the person who incurred the expense.
Travel

NHWN recognises that employees will have to travel in connection with their work. Costs incurred as a result of travelling in connection with NHWN business will be reimbursed in accordance with the following provisions.

The costs of travel from home to the normal place of work will not be reimbursed.

On the expenses form details of the journey taken should be recorded with the time of travel and the relevant fare claimed.

Journeys should be made using the most practicable means of transport. Employees who use a private car on NHWN business must ensure that they have adequate insurance to allow them to drive their vehicle for business purposes and also that the vehicle has both a current tax disc and MOT certificate if applicable. 

Mileage

Where public transport is available and the employee chooses to travel by car a claim for mileage should not exceed the cost of public transport.

In situations where an employee uses his/her own car/motorcycle for business travel, NHWN reimburses mileage at a rate of 40p per mile.  This is in line with current tax allowances for employees who do not exceed 10,000 business miles per annum.  NHWN also reimburses business related bicycle mileage at a rate of 20p per mile.

Public Transport

NHWN reimburses the full cost of standard class business journeys (all are expected to make use of any special reduced fares such as cheap day and period returns wherever possible)  

First class rail fares may very occasionally be the cheapest available if a booking is made at short notice.  

Employees are encouraged to plan travel requirements as far in advance as possible in order to avoid this. Where first class travel is used, documentary evidence that this was cheaper than standard travel will be required when the expense claim is submitted. 

Parking

Parking fees and congestion charge payments will be reimbursed but not parking fines or congestion charge fines. Receipts must be provided. Payment for parking costs at locations other than the normal place of work will be met but employees should make efforts to minimise these by finding suitable places to park free of charge where practicable.

Taxis

Taxi journeys should be avoided where possible but will be necessary on occasions and may sometimes be more cost effective (for instance if several people are travelling together).

Volunteers

Volunteers may claim reasonable travel expenses incurred on NHWN business including travel to the NHWN office. Receipts must always be provided to support any claim.

Overnight stays

When an overnight stay is essential to the business of the charity NHWN pays for overnight accommodation, including meals (but not alcohol) at a reasonable level (£10-15) when receipts are provided. 

Bed and breakfast accommodation should be modest but comfortable. No accommodation should be booked without the authorisation of the line manager.

Mobile Devices

NHWN has a number of mobile devices for which the organisation pays.  Employees provided with an NHWN mobile device (phone or PDA) are not considered to have a taxable benefit.

Money paid to an employee to use their own mobile phone is taxable.

Mobile phones / pdas are issued to those employees considered by the trustees to require one for their work

NHWN does not pay for employees to use their personal mobile for work use (this refers to the full cost of the phone; the cost of business calls can be claimed in the same way as business calls made on any other phone)

The relevant line manager is required to sign mobile phone bills in the same way as other expenses are authorised

Personal Expenditure


There are occasions when staff will need to make personal telephone calls from work 

Personal phone calls – occasional brief calls are acceptable.  On occasions where the call is of significant length, employees should reimburse NHWN.

Other Expenses

Other expenses incurred in the course of NHWN operations will be reimbursed providing the expenditure is reasonable and every effort has been made to secure the best value for money for the charity.

Volunteer Lunch Expenses
An allowance for up to £5 per day for lunch (receipts must be provided)

9.
NHWN Volunteering Policy

NHWN acknowledges the value that volunteering has as a significant and positive contribution to improving the quality of life and strengthening communities. Involving volunteers in our activities brings a diversity of skills and experience to our work, assists us in meeting the needs of our networks and enriches the involvement we have with local communities.

As such, we are committed to promoting volunteering within the organisation.  In this spirit, this policy outlines how NHWN will provide an environment where people can volunteer with us.

Definition

A volunteer is defined as:

 “an individual who gives some time, freely and by choice, without pay, for the benefit of others in the community, and the individual”

Volunteering with NHWN

NHWN believes that accommodating volunteers allows us to provide a developmental opportunity to people outside of the organisation, while also benefiting from the arrangements ourselves. Volunteering will help to promote diversity as it will open up NHWN to a wider range of people.  This may also have the added benefit of promoting us as a potential employer.  As such, we are committed to accommodating volunteers and encourage this within NHWN.

Benefits from accommodating volunteers

As well as benefits that the individual will gain from a volunteering experience, the organisation will also benefit from the arrangement.  Benefits include:

· Having someone to work solely on a specific project / piece of work

· Enabling existing members of staff to gain / enhance supervisory experience

· Strengthening links within the local community

Types of volunteer

Requests to volunteer with NHWN will generally fall into three categories:

· Long-term direct volunteers

· Internships

· Work experience 

The first of these is likely to be of the most immediate use and the latter two types are likely to develop at a later stage in the organisation’s life.

Direct Volunteers

For the purposes of this policy, direct volunteers are defined as those who contribute their time to NHWN for the benefit of the organisation and the community.  These volunteers may also wish to get some personal development out of the arrangements, however this is not formalised as in Internships and Work Experience.  These direct volunteers can be on a long term arrangement, or even brought in to help at specific times.

Internships

Internships are arrangements whereby an individual works at NHWN, usually on a specific project to gain experience within a role or the sector.  Generally an intern arrangement is for an intermediate amount of time (1–3 months).  

Work Experience

For the purposes of this policy, work experience is defined as a short-term arrangement, whereby an individual wishes to experience working life here at NHWN either generally, or in a particular area.  This will usually be secondary school students, but may also include other students.  Generally work experience will be for a period of no more than 2 weeks.

Requests 

NHWN will always consider requests to volunteer with us carefully before making a decision.  The decision as to whether it is possible to accept a volunteer will be made by the Operations Director in conjunction with the person with whom they would be working on a daily basis.  

When deciding whether a volunteer can be accommodated it is important to consider carefully the impact that this will have on the team and their workload.  It should be acknowledged that accommodating a volunteer can be quite time intensive, just as much as employing a new member of staff can be.   Generally, however, this issue is outweighed by the benefits outlined above.  Other considerations will be regarding desk space and resources.  

Costs

NHWN will reimburse reasonable costs incurred by volunteers whilst carrying out their work with NHWN, as follows:

· An allowance for up to £5 per day for lunch (receipts must be provided)

· Reasonable standard class travel for return journey to work (receipts must be provided)

To claim for expenses, the volunteer must fill in an expenses form, and provide supporting receipts (for further information see expenses policy). 

Responsibilities

The Manager

· To provide reasonable work / or a project and describe this in a written outline of the placement

· To meet regularly with the volunteer and to set expectations for the standard of work expected

· To be available themselves or to delegate another member of staff to be available to provide guidance on that work

· To provide an induction to the organisation 

· To ensure that the volunteer is aware of Health and Safety and IT policies within the organisation

· To arrange references / complete progress reports if requested

· To reimburse costs incurred by the volunteer in line with the expenses policy

Volunteer

· To abide by the rules and regulations of the organisation

· To act professionally at all times when representing the organisation

· To complete work to the best of their ability

· To ask questions when a task is unclear

Procedure for Accommodating Volunteers

If a request to volunteer is received it will be forwarded to the Operations Director, who should follow the following procedure:

Step One – Can we accommodate the volunteer?

It needs to be established whether the volunteer can be accommodated logistically here at NHWN.  To help do this, the following questions can be considered:

· Is there a project / enough work that the individual can do?

· Can we provide the time to support a volunteer?

· Is there enough desk space / IT equipment?

· How long is the programme going to last?

· Who will be responsible for the volunteer?

Step Two – Meet with Volunteer

Before agreeing to a volunteering placement, it is wise to meet with the individual before they commence.  This is to ensure that they have the skills necessary to achieve the demands of the placement.  This is also a good opportunity to establish what the individual wishes to get out of the placement and to ensure that NHWN can meet their needs.  (The exception to this may be a work experience arrangement when a student just wishes to experience working life).

Step Three - Formalise

Once it has been decided that the volunteer can be accommodated the whole arrangement should be formalised.  This can be done by means of a letter such as that in Appendix 1.

Step Four – Completion

When a placement is nearing its end, the Operations Director should meet with the individual to de-brief following the whole experience.  Examples of questions that may be asked in the de-brief can be found in Appendix 3.  

Step Five – References

If a request for a reference or progress report is received, this should be completed by the Operations Director as soon as possible.

Annex 1 - Volunteering Induction Programme

Volunteers should be shown the following on the 1st day at NHWN:

· Emergency exits from their workspace

· Toilets

· Cloakroom

· Tea & Coffee making area

· Photocopier / Fax / Printer

· Stationery area

Volunteers will need to meet various people within the organisation depending on the nature of their work.
Compulsory Inductions for Volunteers

To be conducted ASAP – within first week where possible

· Health and Safety

· IT
· NHWN policies and procedures 
Other inductions for Volunteers

To be conducted as convenient

· Those that are important to the placement that they are undertaking 

· Those that are of personal interest to the individual

What Counts as Volunteering?

It is a legal right that employees are allowed a reasonable amount of time off for “public duties” and this is stated in the NHWN employment contract.  

NHWN will permit such time off work to be taken for public duties as is reasonable having regard to any time off already granted for activities undertaken 
Payment for time off spent on the public duties will be at the discretion of NHWN.

Annex 2: – Example of Letters Confirming Placements

Private and Confidential

[name]

[address]

[date]

Dear [name]
Re: Volunteering with NHWN

Thank you for your kind offer to volunteer with NHWN, and for taking the time to come and meet with us earlier this week.  We would be delighted if you would be able to volunteer with us.  

Following our discussions, we understand that you would be happy to volunteer as follows:

Date of commencement:

Team:

Reporting to:

Days and Times volunteering:

Please arrive at [time] on your first day and ask for myself.

I have noted down the volunteering activity as discussed in our meeting, and this is attached to this letter.  Please do not hesitate to contact me if you have any queries about this.

NHWN will reimburse reasonable costs incurred by yourself whilst you are volunteering as follows:

· An allowance for up to £5 per day for lunch (receipts must be provided)

· Reasonable standard class travel for return journey to work (receipts must be provided)

You will be expected to adhere to NHWN’s policies and procedures throughout the arrangement, further details of which will be provided in your induction when you begin.

Please can you sign and return one copy of this letter to indicate that you are happy with the arrangements as outlined above and to confirm that you will adhere to NHWN’s policies and procedures while working at NHWN.

I look forward to seeing you again and in the mean time, if you have any queries, please do not hesitate to contact me.

Yours sincerely

[line manager]
Private and Confidential

[name]

[address]

[date]

Dear [name]
Re: Request for Internship with NHWN

Thank you for coming to meet with us to discuss the possibility of an internship at NHWN.  We would be delighted to offer you an internship as follows:

Dates:

Team:

Reporting to:

Days and Times working:

Please arrive at [time] on your first day and ask for myself.

We know that you have a particular interest in [subject]. Attached is a brief outline of the projects / work that we would like you to do while you are with us.  If there is anything that you would like clarification on, please do not hesitate to get in touch.

NHWN will reimburse reasonable costs incurred by yourself during your internship as follows:

· An allowance for up to £5 per day for lunch (receipts must be provided)

· Reasonable standard class travel for return journey to work (receipts must be provided)

You will be expected to adhere to NHWN’s policies and procedures throughout your internship, further details of which will be provided in your induction. 

Please can you sign and return one copy of this letter to indicate your acceptance of this placement and to confirm that you will adhere to NHWN’s policies and procedures while working at NHWN.

I look forward to seeing you again and in the meantime, if you have any queries, please do not hesitate to contact me.

Yours sincerely

[line manager]
Enc.

Private and Confidential

[name]  

[address]

[date]

Dear [name]
Re: Request for Work Experience Placement with NHWN

Thank you for your request to undergo a Work Experience placement with NHWN.  I am pleased to confirm that we are able to accommodate your request as follows:

Dates:

Team:

Reporting to:

Please arrive at [time] on your first day and ask for myself.  During your placement, your general hours of work will be [hours], but we can be flexible to meet your needs.

You will find attached a brief outline of the areas of NHWN work that you will gain exposure to.  If there is anything specific that you have a particular interest in, please do not hesitate to let us know, we will always try to facilitate any requests.

NHWN will reimburse reasonable costs incurred by yourself during your placement as follows:

· An allowance for up to £5 per day for lunch (receipts must be provided)

· Reasonable standard class travel for return journey to work (receipts must be provided)

You will be expected to adhere to NHWN’s policies and procedures throughout your placement with us, further details of which will be provided in your induction on your first day.

Please can you sign and return one copy of this letter to indicate your acceptance of this placement and to confirm that you will adhere to NHWN’s policies and procedures while working at NHWN.

I look forward to meeting you and in the meantime, if you have any queries, please do not hesitate to contact me.

Yours sincerely

[line manager]

Enc.

Annex 3: Possible Questions to ask in your Debrief

1. Have you enjoyed your placement with NHWN?

2. What have you enjoyed most?

3. Is there anything that we could have done better?

4. Did we welcome you appropriately to the organisation?

5. Was the information we provided before the placement acceptable?

6. Has the placement been valuable for yourself?

7. What is the most important thing that you will take away from the placement?

8. Would you recommend NHWN as an organisation to volunteer with?

Annex 4: Inland Revenue Rules for Allowable Tax Expenses

In general, the full cost of business journeys is a tax allowable expense. 

NHWN has a dispensation from the Inland Revenue allowing business travel expenses to be paid without the need to declare all payments on P11Ds (year end tax forms) as long as NHWN is complying with current tax legislation. 

Travel

Sometimes an employee may have to travel to a temporary workplace without that journey being significantly different from his/her ordinary commuting journey.  Where this is the case, the tax rules deny relief in circumstances where, for practical purposes, a journey is very similar to the employee’s ordinary commuting journey.  Any business journey should, therefore, be compared to an ordinary commuting journey in order to decide the applicability of tax relief.

Approved mileage rates From 2002/03 First 10,000 business miles in the tax year Cars and vans 40p  Motor cycles 24p  Bicycles 20p  Each business mile over 10,000 in the tax year Cars and vans 25p Motor cycles 24p Bicycles 20p

Employees who Work at Home

Most employers provide all facilities necessary for work to be carried out at their business premises.  So where employees work at home they usually do so because it is convenient rather than because the nature of the job actually requires them to carry out the duties of their employment there. 

However, where it is an objective requirement of an employee’s duties to carry out substantive duties at the home address then his or her home is a workplace for tax purposes.

No tax relief is available for travel between home and the workplace where there is no objective requirement for duties to be carried out at home.

Private Travel

No tax relief is available for travel that is for private rather than work purposes.  Private travel is a journey between:

· An employee’s home and any other places, he/she does not have to be for work purposes; or

· Any two places an employee does not have to be for work purposes.

Overnight Stays

When employees are required to stay away overnight for business purposes, the full cost of accommodation and meals, excepting accompanying alcoholic beverages, is allowable for tax purposes.  In addition, the Inland Revenue makes an allowance for personal incidental expenditure such as newspapers.

Personal incidental expenses on overnight business visits are non-taxable as long as they remain within specified limits:

· £5 per night for visits in the UK

· £10 per night for visits outside the UK.

Personal incidental expenditure includes items such as newspapers and laundry.

Expenditure can be averaged over the number of nights e.g. the allowance for a 4 night stay in the UK is £20 and this can be spent on any of the nights as long as the total allowance is not exceeded.  This applies to each unbroken run of consecutive nights stay.

If the above limits are exceeded, the whole payment becomes taxable not just the excess.

Unless an employer has a clear policy on personal incidental expenditure and enforces the repayment of any excess payments, the Inland Revenue considers any such payments taxable.

Mobile Telephones

From April 2000, mobile phones provided by an employer no longer constitute a taxable benefit.  There is no longer any scale charge for mobile phones.  Both

· A mobile telephone provided to an employee, and

· Any line rental for that telephone paid for by the employer

are exempt from tax unless either of these can be converted into money by the employee.

Money an employer pays to an employee to use their own mobile telephone is taxable.

NHWN Rules

NHWN will need to publicise brief guidance/rules, covering matters such as making personal phone calls, confidentiality, non-harassment/bullying, data protection and use of computers.  The following guidance/rules are for paid staff and where applicable for volunteers including trustees.

Rules make clear what is and is not expected of employees / volunteers and they also help employers to act fairly. 

All employees and volunteers should know about the rules and have access to a copy of them, either within a staff handbook or, to begin with, displayed on a notice board. 

The list of rules / areas for guidance may be extended as new needs are identified. For starters here are:

Confidentiality

During and after the termination of your employment / volunteering involvement you must not disclose any confidential information about the work of NHWN, its service users, staff or volunteers, without prior authorisation. If you are unsure about whether something is confidential, you must check with your manager. 

Copyright

Every work, improvement, invention, writing or design or concept in which rights may subsist, whether or not registered and or register-able, created by an employee during employment, arising out of or in consequence of such employment, shall be deemed to have been made on behalf of the employer and together with any benefit of any such work shall be considered to be the intellectual property of NHWN and shall belong to NHWN exclusively. The employee shall forthwith communicate to the employer the full particulars of all and any such work.  The employee shall, at the request and cost of the employer both during employment and thereafter, if required, take all steps as may be necessary or desirable to substantiate the rights of NHWN in respect of any such work.

Data Protection

The Data Protection Act 1998 governs the use of personal information by businesses and other organisations. NHWN must comply with the Act whenever it stores people's personal details, including member or employee records. When NHWN staff, volunteers or trustees are required to process personal information, there is a duty to comply with the data protection principles. These are to ensure that the personal data you hold is:
· kept secure 

· processed fairly and lawfully

· adequate, relevant and not excessive

· processed in line with the rights of individuals

· accurate and, where necessary, kept up to date

· processed for one or more specified and lawful purposes

· kept for no longer than is necessary for the purpose for which it is being used

· not transferred outside the European Economic Area unless adequately protected

Sensitive Personal Data

The Act classifies some personal information as 'sensitive' and there are stricter rules about this. 

This is information about:

· racial or ethnic origin

· political opinions

· religious or similar beliefs

· trade union membership

· physical or mental health condition

· sexual life

· offences or alleged offences committed

· proceedings relating to those offences or alleged offences

You can only use sensitive personal information where you can meet at least one of a narrower set of conditions - as well as being able to meet one of the six standard conditions - for processing personal information. These narrower conditions make sure that this sensitive information is only used where there is an essential need for an organisation to use it.

You can see a list of the conditions for processing sensitive personal data on the Information Commissioner’s Office website www.ico.gov.uk
Deductions

NHWN may deduct from salary or other sums due to the employee: 
All losses or damages sustained in relation to property or money of the employer, clients, visitors, or other employees, during the course of your employment caused through your act, carelessness, negligence, recklessness or through breach of the employer's rules or instructions or any dishonesty on your part. 

The amount of any accidental overpayment to you. 

The amount of any loan made to you for whatever purpose or the amount due to the employer under any agreement with you. 

NHWN shall notify the employee in writing of the details of any such deduction and provide the employee with copies of any supporting documents reasonably requested in connection with the deduction. 

Discrimination, Bullying and Harassment

It is the responsibility of all staff, volunteers and trustees of NHWN to promote dignity at work and respect of each other and those in the wider community. Discrimination, bullying and harassment will not be tolerated.

Harassment, in general terms is defined as unwanted conduct affecting the dignity of men and women in the workplace, where actions or comments are viewed as demeaning and unacceptable to the recipient. 

It may be related to age, gender, race, disability, religion, belief, sexual orientation, nationality or any personal characteristic of the individual, and may be persistent or an isolated incident. 

Bullying is generally defined as offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power (however gained) through means intended to undermine, humiliate, denigrate or injure the recipient.

Staff, volunteers and Trustees should not harass, discriminate against or oppress any group or individual by reference their religion, race, gender, sexuality, disability, age, health, political beliefs, or any other grounds.

Email, Internet and Telecommunications Monitoring

You must not send emails that contain libellous, defamatory or derogatory remarks.  You must not send material that could be considered racist, sexist, homophobic, obscene or offensive.  NHWN may access any part of an employee’s computerised systems for monitoring purposes at any time and read all emails.  Should unauthorised or extended use be found in this random monitoring, more detailed monitoring may be undertaken to determine the full nature of any misuse. 

You must not download or send any material that could be deemed obscene, offensive, defamatory, sexist, racist or homophobic. NHWN may monitor and record all sites visited by any computer with internet access.

Any breach of these conditions renders you liable to summary dismissal.  

Equal Opportunities and Diversity

NHWN is fully committed to the active promotion of equal opportunities in its capacity as an employer and in the provision of all its services to the community as a whole.  It is the individual responsibility of each member of staff to seek to ensure the practical application of this policy.  It is essential that every employee / volunteer behaves at all times in accordance with the requirements of the equal opportunities and dignity at work policy.  You will be provided with a copy of this policy. 

Gratuities 

You must immediately report to your manager any offer by customers, suppliers, distributors and other such persons having similar connection with NHWN any gifts or services.  You must not accept or agree to accept such offers without the prior agreement of your line manager.  This applies to gifts or services offered directly or indirectly from any person, firm or company with whom NHWN conduct business or may conduct business. You will immediately account to NHWN for any amount actually accepted by you which has not been authorised.  

Gross Misconduct
There are certain acts and types of behaviour which NHWN views as gross misconduct - misconduct judged so serious that it's likely to lead to dismissal without notice or pay in lieu of notice. These include:
· Bullying and harassment

· Drunkenness/drug abuse

· Fighting at work

· Fraud

· Gross negligence/insubordination

· Serious breaches of health and safety

· Theft

· Wilful damage to property

· Use of the internet or email to access pornographic, obscene or offensive material

This list is not exhaustive. 

Health and Safety

The Trustees are responsible for ensuring that all work undertaken complies with Health and Safety regulations. All members of staff are responsible for following NHWN’s Health and Safety Policy and procedures and for taking reasonable care for the health and safety of themselves and others who will be affected by their work and to co-operate with their employers in complying with their statutory duties.  

Smoke-free Environment

All managers of enclosed workplaces and public places have a responsibility for the maintenance and, where possible, improvement of the health of staff and users of their services and we acknowledge that breathing other people’s smoke is both a public health hazard and a welfare issue, proven to cause ill health. 

Restrictions on Smoking 
Smoking is not permitted in any part of the premises or at entrances managed, leased or owned by NHWN at any time, by any person regardless of their status or business with the organisation. By premises is meant any building or substantially enclosed public or private area occupied by one or more members of the general public or a workspace whether used by one or more members of staff. Such spaces include lifts, corridors, stairways, lavatories, rest rooms, reception areas or entrances. (An enclosed area is one which has a permanent or semi permanent roof and has walls (including windows and doors) enclosing more than 50% of its perimeter). 

Visitors 
All visitors, contractors and deliverers are required to abide by the smoke-free policy. Staff members are expected to inform visitors of the policy. However they are not expected to enter into any confrontation that may put their personal safety at risk. 

Staff 
Staff are only permitted to smoke whilst off duty (in official break times only) and are only permitted to smoke in unenclosed designated areas. 

Vehicles 
Smoking is not permitted in vehicles belonging to or leased by the employer nor staff private vehicles if ever used to carry members of staff or members of the public whilst carrying out the duties of an employee. 

Staff whether employed or voluntary, is personally responsible for complying with this Policy

Timekeeping

Working hours are as agreed in the employment contract and for volunteers as agreed by individual arrangement. Punctuality for meetings is an expectation and should circumstances arise which prevent arrival on time the appropriate person should be notified by phone as soon as possible. Late arrival at work or sickness absence should be notified to the line manager by phone as soon as possible.

 

· Telephone, online or face to face interviews with grassroots members who 

· It is difficult to capture learning from grassroots groups about their successes or difficulties in fundraising, or to map levels of funding accessed in different areas. The planned improvements to communications will help to overcome this challenge.

· Very occasionally, grant funding opportunities arise where both national, regional or county associations and their local members can apply for the same funding programme, but where the funder will only allow one grant to that organisation. NHWN may wish to develop guidelines on how to avoid conflict in this situation.  

1. Action Plan

1.1 Funding Targets

2010/11:
i. Operational budget secured for  2011/12 from a range of sources


ii. NHWN attracts funding for the VRQ programme

2011/12: 
i.  Operational budget secured for   2012/13 from a range of sources

ii. NHWN is successful in attracting sponsorship for at least one of its high-profile events/activities


iii. NHWN’s income from gifts and sponsorship grows as their profile increases and public awareness grows

2012 +
i.  NHWN continues to diversify its income and investigates opportunities for generating income through trading and contracting


ii. NHWN attracts sponsorship or major corporate support for core operational activity

11.2 Action Table

	Quarter 1: completion by 30/06/2010
	Quarter 2: completion by 30/09/2010

	· Articulate outcomes and match with activities/mission

· Start systematic collection of evidence of need

· Contact third sector liaison at DCLG, OTS, DCSF to introduce new staff and investigate options for potential support

· Draw up budgets for projects that NHWN wishes to seek funding to ensure that they are fully costed (e.g. annual conference)
	· Draw up list of potential partners to help meet objectives of engaging with new groups (as listed in 8.4 above)

· Develop network of contacts, including relevant contacts in central Govt (DCLG, OTS, Home Office) to raise profile of NHWN as a third sector organisation

· Submit funding applications for revenue costs (e.g. Big Lottery Fund Reaching Communities)

· Identify and approach potential sponsors for conferences, NHW week , VRQ and website

· Set up key supporters database and approach relevant trusts and foundations (as listed in 8.4 above)



	Quarter 3: completion by 31/12/2010
	Quarter 4: completion by 31/03/2011

	· Develop partnership opportunities with existing contacts (Age Concern, Catch 22). 

· Set up system to collect feedback and evidence of impact

· Add ‘Support Us’ page to website, listing benefits of sponsoring or supporting NHWN and options for making a donation or in-kind contribution (could include link to online giving site). Make it clear how a donation is used to achieve outcomes.


	· Investigate grant opportunities for specific activities e.g. Annual Conference (Awards for All), VRQ programme (Children in Need – involving young people in disadvantaged areas in tackling community safety issues)

· Review outcomes, key supporters database and pipeline

· Consider using ‘Just Giving’ website for donations



	Medium term (next 5 years)
	Long term (5 years and beyond)

	· Consider consulting with grassroots on generating income through membership fees, using evidence of NHWN’s impact after year 1 and with clear description of how income would be used for their benefit

· Investigate opportunities for NHWN to take on public sector contracts

· NHWN involved at national level in influencing policy and raising awareness of NHW activity by presence on advisory, reference or steering groups 
	· Investigate possibilities for generating income through trading (e.g. training courses for other TSOs on community safety issues or working with local communities; publications; facilitated events; accredited training for non-members)


Laura Smith, NCVO, March 2010




































































































































































































