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1. INTRODUCTION & COMMUNITY CHANGE ORGANISATIONAL VALUES

Community Change is a regional capacity building facilitation, training and support organisation which has been established since 1981.  As the name suggests Community Change focuses on assisting local communities, organisations and partnerships prepare for, and manage change, build capacity within the governance of community and voluntary organisations and embed good working practices into those organisations and groups 

Community Change works, and will continue to, work directly with voluntary and community based organisations delivering high quality facilitation, training and support to these organisations. These services are delivered through individual group support, training and facilitation using the community development process to provide a wide range of services on a wide range of topics. These topics range from building capacity within communities, building leadership skills, facilitating change processes and models of change within communities and partnerships, planning, good governance and management, collaborative and partnership working etc

Our tailor made 1.1 developmental support and training is created by working with each individual group to identify their specific needs and delivering that training and support at an appropriate level, time and pace for the group.

The Community Change VISION 

Fair, equitable and resilient communities

The Community Change MISSION

Supporting Communities to participate actively in their own development and sustainability.

Community Development Principles and Values

Community Change is committed to delivering its work through the community development principles of:

Self-determination

Social Justice 

Working and learning together

Participation

Sustainable Communities

Reflective practice. 

Values

These values underpin both the community development principles outlined above and the work of Community Change

· Community Change’s work is characterised by a fundamental respect for the local community groups with which it works upholding their unique identity, their right to self determination and responding proactively to their needs.

· Community Change will promote and encourage learning and good practice through support, training and networking

· Community Change is committed to introducing community groups to innovative and reflective ways of working.
· Community Change is committed to partnership approaches by encouraging community groups to work collaboratively and by working in partnerships ourselves

· Community Change supports and encourages positive approaches to change as part of the natural community development process. 
· Community Change strives for the participation and inclusion of all interested parties in its pursuit of helping local people to make a positive difference.  It does not tolerate the exclusion of anyone on religious, ethnic, class, or any other grounds. 

· Community Change’s professionalism and integrity underpins all its work.
· Community Change will challenge practices and principles where these are unprofessional, unethical and /or hinder progress. 

· Community Change is independent and impartial
Community Change Ground Rules of how we work together

1 How we work together 

· Respect one and others opinion

· Respect times for meetings etc agreed with other CC staff – they are as important as outside meetings

· If any issue arises with another member of staff have a conversation with them directly to discuss and resolve .Only if it can’t be resolved on a 1.1 basis should it go to line management meeting.

· Everyone is an equal member of the Community Change team – as such everyone is also a equal player in the housekeeping practicalities e.g. dishwasher, minutes of team meetings etc.

2 Consistency 

· Community Change strives for, and is committed to ensuring consistency of practice and approach throughout the organisation. This ranges right across the organisation from session planning to costings to follow up offered to groups to how support requests are handled. Agreed session plans and accompanied resources will be saved on the system as “current “. As we tailor make our sessions these can be amended to suit the needs of the group but the overall content and format needs to be covered and adhered to.

· Issues regarding agreed session plans, need for changes etc will be raised and discussed at staff meetings or Training and Development Team meetings. 

3 Learning organisation

· Community Change as a development organisations needs itself to allow room for learning, reflecting on and evaluating its own practices, being open to internal and external change, promoting open discussions and encouraging new ideas as well as “trying things out” e.g. the evaluation forms. 

· Community Change supports staff personal and organisational development through the Training and Development Policy

· The Director will allocate staff some “strategic and organisational development” work to allow for opportunities for development outside of allocated job role. These will be discussed at Support and Supervision sessions before being implemented.

4 Community Change Team

· Community Change is a team and all staff are important members of that team. As such our loyalties are to that team and to Community Change as the organisation that employs us.
2.  TERMS & CONDITIONS OF EMPLOYMENT 
2.1  Payment of Salaries

Staff salary is paid monthly, directly into the employee’s bank account.  Payments are made three days before the last banking day of each month.  It is the employee’s responsibility to provide accurate bank details to the Finance & Administration Officer during the induction period. 

2.2  Probation Period 

All new staff members must undergo a six month probationary period of employment.  During this time monthly support and supervision sessions will be held to monitor progress.  A performance review, with appropriate line manager, will be conducted at the end of the probationary period.  After this review, the line manager will make a recommendation, of which the employee will be informed, to the Community Change Board.  If progress and conduct is satisfactory (as determined by the line manager’s assessment at the performance review and recommendation) and the Board approves appointment, full employment will be confirmed at this point.  The employee will be informed of this decision in writing and a copy of the confirmation will be placed on the personnel file.

The Community Change Board may decide to extend the probationary period if there is insufficient evidence that progress is being made.  If this is the case, the employee will be informed in writing of the length of extension and progress will be reviewed again after that period.  A recommendation will then go before the Community Change Board, as laid down above, for the final decision regarding confirmation of employment.
Community Change reserves the right to terminate employment at any time within and up to the end of the probationary period if the employee within the probationary period’s performance is deemed to be unsatisfactory with no evidence of progress.  Similarly, an employee within the probationary period may terminate employment with Community Change without the normal notice period (as stated in your Statement of Main Terms & Conditions of Employment).
All organisational procedures apply to staff members during their probationary period.
2.3  Notice Period 

Failure to give notice of termination of employment (on the part of Community Change or on the part of the staff member) is a breach of the contract of employment.  Community Change commits to giving staff members, at a minimum, the notice period stated on the Statement of Terms & Conditions of Employment, except in the case of gross misconduct (refer to Section 4.4).  

In the event of a staff member failing to give notice of termination in compliance with the Statement of Terms & Conditions of Employment, legal action may be taken to compensate Community Change for any resultant loss or damage to the business.
2.4  Attendance and Time Keeping 

Employees must attend work each day according to the hours of work set out in the Statement of Terms & Conditions of Employment.  Persistent poor time keeping and attendance may be subject to disciplinary action (refer to Section 4.4).  

If employees fail to attend for work without providing notification formal investigations will be undertaken by the Director which may result in disciplinary proceedings (see Section 4.4).  If employees are going to be absent due to sickness you must let the office know before 9.30am.
2.5 Operational Requirements 

All members of staff undertaking work with clients on behalf of Community Change are required to submit a fully completed (pink) Completed Work Sheet along with the following documentation:
· Support Request Form
· Facilitation / training agreement
· Session Plans
· Attendance Sheet

· Copy of flipchart notes (or similar) from session 

· Completed Section 75 forms 
· Completed Evaluation Forms
When work is completed it should be passed to the Director in order for an invoice for payment or “value of training offered as in kind support” to be raised. 
The Director is responsible for issuing all costings and agreeing final fees with clients.
Staff member must also submit Monthly Work Reports to the Director.  These reports summarise how staff time has been allocated each month.  For example, time spent working directly with clients, time devoted to planning sessions.  A copy of these staff reports are sent to the Community Change Board and may be discussed at Board meetings.
Community Change has a “movements board” in the office on which all staff members display planned movements for the week ahead.  In addition, a central monthly appointment board is maintained in which staff are required to record planned work to help others in the office know who to refer enquiries from clients to and plan in–house meetings etc.
2.6   Staff Use of E Mail, Internet & Telephone 
Email

Community Change’s workstations enable each user to access email and the internet and employees will be issued with a user name and password.  For security purposes, passwords are changed periodically and should not be shared with anyone outside of Community Change.

All email messages sent from or received by Community Change form part of the organisation’s company records and can be accessed by its central mail server (even once they have been deleted from an individual’s mailbox).  Therefore, all messages should be regarded as permanent records of business correspondence.
Please be aware of the following:

· An email message carries equal weight as a letter signed by you on Community Change headed paper.

· All email messages sent through Community Change server (regardless of the relationship between the sender and the recipient) are business emails and should follow the same guidelines as all other business communication in terms of accuracy, content, structure, style, tone and language.

· Employees are not permitted to use their business email address to receive or send personal messages.

Employees are not permitted to attach the following files to an email:
· Files containing information of a commercially sensitive or confidential nature
· Tenders submitted for work

· Information relating to individual salary points or staffing issues, bank account details or financial records
Internet

Community Change provides internet access to employees in order to carry out research and access information in the execution of their duties.  Employees must conduct themselves honestly and responsibly when using the Internet, ensuring that they do not:

· Waste time or resources
· Breach any law or statute
· Otherwise bring Community Change into disrepute
Employees must not:

· Intentionally access, archive, store, distribute, edit, record or reproduce any kind of inappropriate material
· Use Community Change facilities to download and/or forward non-business related software or data including music, graphics, videos, games, entertainment or pirated software
· Use Community Change’s facilities to play internet games or access gambling or betting sites
Community Change may permit staff occasional personal use of the internet (accessing websites out of personal interest and not required to enable the execution of duties) during staff’s own time (lunch time or out of office hours) providing permission is sought in advance from the Director.  With prior permission and in their own time staff may use the Internet to:

· Conduct personal research (provided the nature of the research is disclosed to the Director)
· Use a personal web-based email service such as hotmail or yahoo 
· Make occasional purchases of goods and services (using a personal web-based email address and not a Community Change email address)
· Access news, travel, weather and other general information sites; and

· Make use of on-line banking facilities.

In allowing employees this privilege, Community Change trusts them not to abuse it.

Telephone

Private telephone calls should not be made from the office telephones except in cases of urgency or necessity – and only then with the permission of the Director.  Staff should ask relatives and friends to refrain from telephoning them at work, other than in an emergency. 
Employees are expected to have regard for the economic use of the telephone in respect of business telephone conversations and calls to mobile phones should be kept to a minimum.
2.7 Staff Conduct 

Employees are required to familiarise themselves with and to observe all Community Change’s policies and procedures, as laid down in this handbook and in the Terms & Conditions of Employment.  If employees are in doubt regarding required conduct at any time, they should consult their line manager.
Through the course of work, employees may become aware of information that is confidential to Community Change or its clients.  All such information must be kept confidential throughout and after your period of employment.  
If an employee is offered a gift or hospitality by anyone in connection with their employment, they should report this offer to the Director and seek advice on an acceptable response.  Gifts should be refused unless they can be regarded as trivial (under a monetary value of £15.00).
No appeals for subscriptions should be addressed to other staff members with the exception of presentations to staff on special occasions, for example, retirement.
Employees responsibility is first and foremost to Community Change.  Care must be taken that they do not use their position within Community Change to promote private or personal interests; those of family, friends, or of a club, society, voluntary body, or other organisation of which they are a member.  Should employees have a private or personal interest in a matter arising at work, this must be disclosed to the line manager.  Employees may be asked to withdraw from a particular piece of work, discussion or decision to avoid a conflict of interest arising.
Employees are required to provide the Director with details of any external work they are involved in, directorships held or family interests which could lead to a conflict of interest on an ongoing basis and complete the Declaration of Interest Form (see section 4.10. for form and policy) on a yearly basis or as circumstances change.
If employees are in any doubt regarding a potential conflict of interest, they should declare it; the Director or Board can then assess its significance.
2.8   Undertaking Additional Paid Employment

Full-time staff must secure the approval of the Director before seeking additional paid employment.
It is forbidden to undertake freelance work similar in nature to that of Community Change’s which could be considered to be in competition with Community Change.  For example, training and facilitation work with community groups on a topic covered by Community Change.
It is also forbidden to promote any additional paid work interests employees may hold when working with Community Change clients.
Part-time staff members who do undertake other paid employment are expected to keep this work completely separate from their work with Community Change and adhere to the above guidelines.
2.9   Retirement 

The National Default Retirement Age is 65 years but consideration will be given to an employee if they officially request to continue working beyond this age.
3.  BENEFITS OF EMPLOYMENT 
3.1 Induction 
A personalised Induction programme will be arranged for the first two weeks of employment.
3.2  Holiday Arrangements 
Details of employees annual leave entitlement can be found on the Statement of Terms & Conditions of Employment.
When requesting annual leave, staff should complete an Annual Leave Form (available from the line manager) and submit this to the Director, giving as much notice as possible.
Requests for short periods of leave (up to 3 days) should be submitted at least 2 weeks in advance.  Periods of leave of 5-10 working days or more should be submitted at least 4 weeks in advance.  Longer periods of leave should give 6-8 weeks notice (except in exceptional circumstances).  Reasonable attempts to accommodate requests will always be made but short notice may result in requests being refused on occasions.
3.3  Supervision and Annual Appraisal Policy & Arrangements 

After the satisfactory probationary period has been completed employees will meet with their line manager on an eight weekly basis for support and supervision.  These meetings normally last between 1 and 1½ hours and follow a set format.  They offer an opportunity to raise and reflect on work-related issues in a planned way.  However, problems employees encounter may be raised with the line manager at any time and additional supervision meetings arranged, if this would be helpful or felt necessary.

The line manager will give employees a signed copy of notes of the session which they should sign if they agree they provide an accurate account of the meeting.  Employees may keep a copy of these notes but the original signed copy will be placed in the personnel file held in the Community Change office.  Session notes generally remain confidential but may be presented during formal disciplinary or grievance procedures.
Employees are required to complete the Community Change Support and Supervision Form at least one day in advance of the scheduled meeting and pass to the line manager in preparation for the meeting.  The main items covered at supervision sessions are outlined on the Support and Supervision Form and include:

· Reviewing targets

· Identifying and celebrating achievements
· Exploring problems or areas of concern
· Setting or clarifying objectives for the future
· Agreeing tasks to be completed (with timescales)
· Identifying resources or support required (including training)

The line manager should approach the supervision session in an open and facilitative manner; ready to emphasise strengths and abilities as well as areas where improvement may be required and staff will be given the opportunity to raise any items they would particularly like to discuss.
Should any conflict arise between employees and their line manager both shall agree to recognise any conflict that exists between them and commit to finding a resolution.  Where this is not possible, a third person may be approached (agreed by both parties) to assist.  Where conflict persists and cannot be resolved, this will be brought to the attention of the Director or the Board for consideration and suggested way forward.  
In addition to the eight weekly supervision meetings, employees will have an annual appraisal of their work and progress with the Director.
3.4  Training and Development Provision 

It is Community Change’s policy to encourage staff to obtain further relevant qualifications and experience to build their own skills, improve job performance and add value to the organisation.  A training budget is set aside each year for each member of staff.

Provision for time off to pursue further training is as follows:

1. Short courses as agreed with the Director

2. A maximum of one half day per week for approved courses during working hours or outside working hours for full-time staff.  ( Pro-rata for part-time staff)

3. Paid leave for accredited training/academic examinations plus up to one day’s preparation study leave depending on level of examinations being taken.

Applications for assistance towards participation in courses should be made to the Director.  Decisions will be based on the relevance of the course to your job content and the organisation’s ability to commit resources at that time.

If Community Change funds a course employees will be asked to provide evidence of attendance. If employees receive financial assistance from Community Change to undertake a course that they do not complete they will be required to reimburse Community Change any fees paid.  When classes associated with any training/courses being undertaken are not meeting, for example over holiday periods staff must attend for work as normal.  Any resources purchased via the Community Change Training and Development Allowance, for any course attended is the property of Community Change.
3.5   Payment of Expenses (including Travel) 
Transport
Employees are responsible for using the most effective method of transport in carrying out work-related duties and for ensuring that, if driving in the course of their duties, the vehicle insurance covers them for this adequately.  Employees must supply Community Change with a photocopy of their driving licence and insurance policy stating that they are insured to use their car for business use.  Mileage rates currently payable are available from the Finance & Administration Officer.  The full cost of public transport used in the execution of duties will be reimbursed upon presentation of a receipt.  Travel expenses are not paid for travel to and from the normal place of work.  Travel expenses are always paid for the shortest journey.
Subsistence

Subsistence payments are made to reimburse reasonable and actual costs incurred by staff members in the course of their duties.  Current rates are available from the Finance & Administration Officer.
Completed Expenses Claim Forms, along with receipts, should be submitted to the Finance & Administration Officer at the end of each month.  Claims are reviewed and authorised by the Director and paid monthly with salaries.  Claims received late will be paid with the following month’s salary.
Community Change pays parking for those staff members who require their car for work purposes; again receipts must accompany claims for these expenses.
3.6  Overtime and Time off in Lieu 

Community Change operates flexible working practices, but core office hours are between 9.30 am and 4.30 pm.  If staff are going to be in after 9:30 am or wish to leave earlier than 4.30 pm they must let the office know before 9.30 am, or have indicated their intentions in advance on the staff movements board.
Staff are required to complete and submit (to the Finance & Administration Officer) a Record of Flexible Working sheet monthly with details of time worked each day. 

Community Change does not pay overtime.  However, if employees have worked over their contracted hours (as evidenced on your Record of Flexible Working Sheets), they will be entitled to be reimbursed by taking time off at a later date.  Requests for taking time off in lieu should be made to the Director as soon as possible and not more than a month after the additional hours have been worked except in exceptional circumstances agreed with the Director in advance.  In order to assist a work/life balance and ensure the health and safety of staff no more than 14 hours time off in lieu (pro-rata for part-time staff) may be carried over in any one month except in exceptional circumstances agreed with the Director in advance of the extra hours being worked.
It is in staff’s best interest to manage their diary to accommodate evening and week-end work.
3.7  Working from Home 

Community Change recognises that there may be times when it may be advantageous for staff to work from home.  This must always be agreed with the Director in advance but Community Change does not make any specific provisions, with the exception of a network link to the work computer via the internet, or pay any expenses incurred, for staff members to be able to work from home.
When working from home, this must be recorded on the Record of Flexible Working Timesheet and a “Working from Home” Form must be completed and attached to this when submitted at the end of the month.  The Director monitors working from home patterns and requests to Work from Home may be refused on occasions.
3.8  Pension Scheme

Community Change operates a voluntary contributory Personal Pension Plan (PPP), details of which are available from the Director.  All staff may join the plan.  Community Change will contribute the legal minimum required of an employer to a private fund.  Community Change will only agree to back date pension payments to a max of 6 months after start date.
3.9 Mobile Phone Provision & Policy
Recognising its responsibility towards the heath and safety of staff travelling throughout Northern Ireland in the course of their duties, Community Change provides mobile phones (plus a charger unit, hands free kit and/or blue tooth attachment) to the Director and full time development staff.
Part-time staff will be offered the choice of a pay as you go mobile phone supplied by Community Change or a contribution towards calls made in the line of Community Change business on personal phones as outlined in detail within the mobile phone policy.

· The Director and Finance & Administration Officer are responsible for negotiating suitable contracts; the contract for each phone is between Community Change and the service provider.
· When mobile phones are provided for work purposes, employees telephone number may be issued to clients, so it is their responsibility to turn it off outside working hours.
· Personal calls and texts (plus VAT) will have to be paid for at the end of each month. Itemised bills are received by Community Change for each phone monthly and staff are required to itemise and pay for any personal calls made.
· Any full time member of staff who does not have a personal mobile phone and wishes to use the Community Change provided phone for both business and personal use will pay 50% of the contract rental charge each quarter as well as charges for personal calls plus VAT.
· Employees are responsible for the care of the phone they have been issued with.  Community Change will require lost or damaged phones to be replaced at employees own expense.
· Employees should not answer or respond to any calls when driving.  Employees are liable for any fines incurred for using a mobile phone whilst driving.
· Phones and other items supplied as outlined previously, must be returned upon the termination of employment and any outstanding personal calls paid for.
· If an employee is issued with a mobile phone, they will be required to sign an Acceptance Declaration Form and issued with payment sheets to be submitted with any monthly payments for personal calls. 
· The Director will discuss with all part-time staff their preference for mobile phone use. The employee’s preference will be recorded as an agreement and the employee will be required to sign this agreement accepting the conditions.  If an employee chooses to use their own personal mobile phone also for business that number will not be supplied to clients from Community Change.
· Abuse of the facility will result in the withdrawal of the mobile phone and may be regarded as a disciplinary matter.
· Any member of staff has the right to choose not to carry or accept a mobile phone but must sign a statement to say they have made that decision and accept the possible health and safety consequences of that decision.
3.10  Job Sharing 
Community Change supports the principle of job sharing to facilitate those requiring part-time work as part of the organisation’s commitment to offering equality of opportunity.
Job sharing involves two people sharing the duties and responsibilities of one full-time post.  The responsibilities, leave entitlements and other benefits are shared on a pro-rata basis.  An element of contact and co-ordination between the two participants is a basic requirement. 

· Only full-time posts are open to job sharing.

· The Director and Board are responsible for specifying which vacant posts are open to job sharing prior to advertisement and those which have been designated suitable for job sharing will be advertised accordingly.

· Standard recruitment procedures will be followed and the normal principle of appointing the candidate/s who most closely match the personnel specification will apply.

· No job share arrangement will be able to commence unless two suitable applicants are found.  Where two job sharers are selected, they will be given the opportunity to meet once an offer has been made and prior to acceptance.


If you wish to job share in your current post you should apply in writing to the Director.

· The Director will consider the application and make a recommendation to the Board who will undertake an assessment of the implications for the organisation. 

· The Board decision will be relayed to the Director who will inform you in writing as soon as possible.


· If your application is approved, Community Change will endeavour to recruit a suitable job share partner; the position will be advertised as a job share vacancy.  You would be expected to remain in your post full-time until a partner is found.  If no partner can be found the job share will not proceed.

· Each job sharer will have a separate contract of employment, stating the agreed hours to be worked each week.  Sharers may be appointed to different points on a pay scale depending on length of service, experience and, for existing employees, current salary point.  Salary will be calculated on a pro-rata basis.

· Annual leave and entitlement to public holidays will also be calculated pro-rata to the full leave entitlement.

· Job share partners have the same access to training allowances and other benefits as full-time staff and these will be allocated on a pro-rata basis.

· The distribution of duties and responsibilities will be determined by the Director in consultation with the two sharers and will take into account the skills and interests of each as well as the needs of the organisation.

· Only two employees will be allowed to share one post, normally on a 50:50 basis and the minimum number of hours either sharer will be able to work each week will be 17½.

· An appropriate overlap period of, for example, one hour per week, will be built into the contracted hours.  

· A job sharer will not be expected to work extra hours to cover for the partner’s absences. However the line manager may offer the opportunity to provide cover.

· If one job sharer leaves, the remaining job share partner will be offered the option of full-time working.  Otherwise, Community Change will endeavour to recruit a suitable job share partner.  The position will be advertised as a job share vacancy.
3.11
MATERNITY LEAVE AND PAY POLICY
This policy has been amended due to the new statutory entitlements resulting from the Work and Families (NI) Order 2006.
Conditions of Entitlement to Maternity Leave

All women whose expected week of childbirth (EWC) begins on or after 1 April 2007 are entitled to 52 weeks’ maternity leave, 26 weeks’ Ordinary Maternity Leave (OML) and 26 weeks’ Additional Maternity Leave (AML).

Conditions of Entitlement to Maternity Pay 

Statutory Maternity Pay (SMP)

Statutory Maternity Pay (SMP) will be paid for 39 weeks.  SMP will be paid at 90% of average weekly earnings for six weeks and £117.18* per week (or 90% of average weekly earnings if this is less) for 33 weeks.  To qualify for SMP a woman will need to have been employed for 26 weeks by the 15th week before the EWC and earn over the Northern Ireland lower earnings limit.
*2008 figure – this will change 6 April each year.
Women who are not entitled to SMP but meet the qualifying conditions based on their recent employment and earnings record may claim from their Social Security Office up to 39 weeks’ Maternity Allowance.
Additional maternity leave will continue to be unpaid.

Women may, by agreement with Community Change, undertake up to 10 days’ work under their contract of service without losing any SMP or MA (see Keeping in Touch days).
Contact during maternity leave

During the maternity leave period Community Change may make reasonable contact with an employee, and in the same way an employee may make contact with Community Change. The frequency and nature of the contact will depend on mutual agreement and a number of factors, such as:
• The nature of the work and the employee’s post.
• Any agreement that the line manager and employee might have reached before maternity leave began as to contact.
• Whether either party needs to communicate important information to the other such as, for example, news of changes at the workplace that might affect the employee on her return.

Community Change will also keep the employee informed of promotion opportunities and other information relating to her job that she would normally be made aware of if she was working.

Some women will be happy to stay in close touch with the workplace.  Others, however, will prefer to keep such contact to a minimum.  Community Change will respect the wishes of individual employees.

Keeping in Touch Days
Employees may undertake up to ten ‘Keeping in Touch Days’ during their maternity leave, allowing work under their contract of employment, by agreement with Community Change.

Such days are different to the reasonable contact that Community Change and employees may make with one another; employees can actually carry out work, for which they will be paid.

The type of work that the employee undertakes on KIT (Keeping in Touch) days will be agreed between Community Change and the employee prior to the work being carried out.  They may be used for any activity which would ordinarily be classed as work under the woman’s contract, for which she would be paid, but could be particularly useful in enabling an employee to attend a conference, undertake a training activity or attend for a team meeting for example.

Working for part of a day will count as one day’s work.  It is always the employee’s right to refuse to work on a KIT day.

If the employee is entitled to occupational pay and a KIT day falls during the period of full occupational pay, then Community Change will pay the employee for an additional day’s maternity leave at the occupational rate.

If the KIT day falls within a basic SMP period, the employee will be paid SMP as normal during the week in which they worked a KIT day.  Community Change will then top up the SMP for the day on which the employee has worked in order to make it up to a normal day’s pay.
  

Any KIT day worked during unpaid AML would be paid at normal full pay.
 

The employee will also be offered the option of taking a KIT day as paid time off in lieu at the end of maternity leave, to be taken before returning to work.
Company Maternity Pay

(1)
Category A – Employee with one or more year's service at the qualifying week

Such an employee shall be entitled to be paid for 18 weeks' maternity leave, that pay which is the equivalent of normal full pay (made up of that Statutory Maternity Pay which is applicable plus the balance from Community Change).

(2)
Category B – Employee with between 26 and 52 weeks' service at the qualifying week


Such an employee will receive during her period of maternity leave:


(i)        The equivalent of full pay for the first four weeks of leave.


(ii)
Half pay plus SMP for the remaining 14 weeks of leave (subject to the total thus received not exceeding what would be payable on full pay) or for the remaining weeks of the contract if this is a shorter period.

(3)
Category C – Employee with less than 26 weeks’ service on the qualifying date


Such an employee will receive during her period of maternity leave:

(i)        The equivalent of full pay for the first four weeks of leave.


(ii)
Half pay plus Maternity Allowance (if she is eligible for it) for the remaining 14 weeks of leave (subject to the total thus received not exceeding what would be payable on full pay) or for the remaining weeks of the contract if this is a shorter period.
Notice of Intention to Take Maternity Leave

The employee is required to notify Community Change of her intention to take maternity leave by the 15th week before the EWC – the employee should notify the Director:

· That she is pregnant.

· The week her baby is expected to be born by means of a medical certificate (MatB1).

· When she wants her maternity leave to start (the earliest date for this is 11 weeks before the EWC).

The Director will respond in writing within 28 days of receiving her notification, giving the date of her expected return to work following the full period of maternity leave to which she is entitled (ordinary and/or additional).

If the woman wishes to change the start date of her maternity leave, she must advise the Director at least 28 days in advance (unless this is not reasonably practicable).

Maternity Risk Assessments 

The Director should be advised as soon as is reasonably practicable that the employee is pregnant in order to arrange to carry out a specific risk assessment, paying particular attention to risks that could harm an expectant mother or her child.  Further risk assessments will be carried out as necessary during the pregnancy.
Less Favourable Treatment

Every accommodation will be made to ensure a pregnant woman is not shown less favourable treatment by reason of her pregnancy.  Community Change will endeavour to ensure particular attention is paid to the pregnant woman’s health and safety and that any requests for additional comfort breaks or flexibility to working times are reasonably accommodated.

Right to Return to Work 

The Director will arrange to carry out a specific risk assessment, paying particular attention to risks that could harm new mothers and mothers who are breastfeeding on their return to work.

If the employee decides not to return to work at the end of her ordinary or agreed maternity leave, she will be entitled to continue to receive her full amount of statutory maternity leave and pay.  However, in these circumstances she must give at least eight weeks’ notice of this new, later, date of return before start of the original date of return.  If the employee wishes to take AML at this point, she must inform the Director in writing at least eight weeks before the agreed return date of her new expected return date.

If the woman wishes to return to work before the end of her full maternity leave (ordinary and/or additional), or change the date of her return, she must give the Director eight weeks’ notice of the date she wishes to return.
If the woman attempts to return to work earlier than the end of her ordinary or additional or agreed maternity leave without giving Community Change eight weeks’ notice, Community Change may postpone her return until eight weeks’ notice has been given.

Returning after:

OML - the employee will have the right to return to the previous job she was employed in before her absence.

AML - the employee will have the right to return to her job or if not practicable to a suitable alternative which is not less favourable in terms of status, pay, terms and conditions provided she satisfies all the appropriate conditions.

An employee on a full-time contract has the legal right to request her original job on a part-time basis on her return to work (see flexible working policy).

Employees on short-term contracts have the right to return to work for the balance of their contractual period.

Sickness Trigger

A woman’s maternity leave will start automatically if she is absent from work for a pregnancy-related illness during the four weeks before the start of her EWC, regardless of when the actual date of maternity leave is due to start.

Attendance at Clinics

A member of staff will be allowed a reasonable period of time off with pay for attendance at ante and post-natal clinics (up to four hours per visit) and this will not count against sick leave entitlement.

Annual Leave and Maternity Leave

Employees on ordinary and additional maternity leave will continue to accrue their occupational entitlement to annual leave throughout their maternity leave.  They will also accrue any public or bank holidays during this period which must be taken at the end of the maternity leave, before returning to work.  The public or bank holidays will be accrued on a day for day basis or pro rata where the employee works part-time.
Employees will normally only be allowed to carry nine days’ accrued annual leave into a new leave year.  Employees will therefore be able to and should take any leave which otherwise would be lost at the end of the OML or AML and before returning to work.  Arrangements to carry accrued annual leave into the following leave year or to amend working hours to use annual leave on return from maternity leave can be arranged with agreement from the line manager.
3.12.   PATERNITY, PARENTAL AND ADOPTION LEAVE
This policy has been amended due to the new statutory entitlements resulting from the Work and Families (NI) Order 2006.

PATERNITY LEAVE

An employee shall be entitled, when appropriate, to paternity leave of ten working days with pay.  This leave should be notified in advance to the employee's line manager and should be taken no later than one month following the birth of the child.  The employee will also be allowed a reasonable period of time off with pay (up to four hours per trip, and up to six antenatal appointments) for attendance at antenatal clinics with their partner.  This may be extended at the discretion of the Director in special circumstances.

PARENTAL LEAVE

Community Change will grant parental leave to mothers and fathers as follows:
(1) An employee who has been continuously employed for one year and has or expects to have responsibility for a child is entitled to unpaid parental leave of thirteen weeks (normally up to four weeks in any one year) in respect of each child born or adopted.  This right is extended to eighteen weeks where the child has a disability.

(2) Employees must give a minimum of 21 days’ notice of their intention to take parental leave.  Should they wish to take longer than four weeks leave, the employee should apply in writing to the Director whose decision will be final.  If the request is granted, the notice required will be equivalent to the leave requested.  For example, six weeks absence will necessitate six weeks notice, rising to a maximum thirteen weeks notice for those wishing to take the full thirteen weeks entitlement as one period of leave.

(3) Each parent is entitled to this leave in respect of each child up to their 5th birthday or their 18th birthday where the child is entitled to Disability Living Allowance.  For adopted children, the entitlement is five years from the date of placement or up to the child's 18th birthday, whichever is earlier.

(4) Parental Leave may be postponed by Community Change if approval would result in damage to the work of the organisation.  However postponement cannot be longer than six months from the date on which the employee wished to start their leave.

(5) The contract of employment will continue during parental leave therefore all contractual benefits will continue during leave, eg accrual of annual leave and pension contributions.

(6) Any employee shall be entitled to special leave for the purposes of making arrangements to adopt a child.  They shall apply to the Director for this leave and the period of leave shall be at the Director's discretion.

ADOPTION LEAVE
Requests for adoption leave are treated as if the employee is the natural parent.  All such requests must be supported by documentation confirming the adoption.  Provision for adoptive leave for both adopting parents will be equivalent to maternity and paternity provisions available to natural parents, the couple may decide which parent will take the maternity or paternity leave.  Therefore, it may be necessary for the Director to liaise with the employer of the other parent to seek or provide written confirmation of the type of leave requested.
3.13   Flexible Working Patterns
Under current legislation an employee has the right to request Flexible Working Patterns if:
The applicant is:

· The parent of a child under the age of six or of a disabled child under the age of 18 
· Have or expect to have responsibility for the child’s upbringing

· Have been employed continuously by Community Change for at least 26 weeks from the date the application is made

In addition, applications must:

· Be made not later than two weeks before the child’s sixth birthday, or eighteenth birthday in the case of a child with a disability
· Be being made to enable the applicant to care for the child

· No other applications for flexible work have been made in the previous 12 month period.
Applicants may request a change to the hours they work or a change to the times during which they work.  All such applications will be considered and efforts made to find a solution agreeable to both parties.  However, employees do not have an automatic right to flexible working, but rather a right to a request for flexible working to be considered and reason provided if the request is not granted.
Employees not meeting the criteria may raise a request with the Director which will be presented to the Board where a decision will be taken.
The following procedure will apply to all applications for flexible working:
1. The employee submits a written application for flexible working arrangements to the Director.  The application should give consideration to any potential difficulties the request may present and suggest how these might be overcome.
2. The Director will meet with the employee within 14 days to discuss the proposal and explore how any difficulties might be overcome.  Options other than those proposed by the employee in their original application may be considered at this meeting.  
3. The Director will forward the request to the Board within 28 working days. The Director and Office Bearers will consult and make a decision, taking into account feedback from other Board members. 
4. The employee will receive a written reply from the Board within this 28 working days period.  The decision made will also be officially ratified at the next Board meeting.

5. The Board’s written reply will state either an agreement to the new work pattern and a start date for the new arrangements or offer a case, on business grounds, why the application has been rejected.

6. When an application is accepted, a permanent change to the employee’s Main Terms and Conditions of Employment will apply and the employee must confirm their acceptance of the new working patterns in writing. 
7. When an application is rejected, the employee has the right to appeal.  Appeals must be made in writing to the Chair within 14 days of notification of the outcome.  The Community Change Board, will consider the appeal within 14 days where this is reasonably practicable. The decision will be submitted to the applicant in writing.
4.  COMMUNITY CHANGE EMPLOYMENT-RELATED POLICIES
4.1  Recruitment & Selection Policy

Community Change’s commitment to equal opportunities is embodied in its Equal Opportunities Policy.  This Recruitment and Selection Policy has been developed to enable Community Change to fulfil its commitment to equal opportunities whilst ensuring that the organisation is successful in appointing those most qualified for and appropriate to posts and relates to the appointment of staff members and Associates.
The following steps summarise Community Change’s recruitment and selection procedure:

1. A Job Description is drafted in the case of a new post, or reviewed for an existing position.  A list of essential and desirable criteria is drafted along with the Job Description.
2. A panel to undertake shortlisting and interviewing is brought together.  This would normally be made up of the Director, one or two Board members plus one independent person where possible.
3. Job adverts are placed in the Belfast Telegraph and also on NICVA’s website, communityni.org.  All job advertisements state that Community Change is an Equal Opportunities employer.

4. A recruitment pack is sent to all enquirers, made up of: Job Description and Personnel Specification which includes essential and desirable criteria; Application Form and Monitoring Form (with its own addressed envelope).  If the applicant request information by email the monitoring form will be attached and should be returned with the application form in a separate envelope and marked for the attention of the Monitoring Officer.
5. All applicants must complete the Community Change application form.  Community Change does not accept CVs.
6. Community Change takes regular legal advice from the Labour Relations Agency regarding information that can be requested on an application form. 

7. Shortlisting is carried out by the panel according to the essential criteria using a standard form.  All applicants meeting all the essential criteria would normally be called for an interview, although Community Change reserves the right to extend shortlisting to the desirable criteria should applicant numbers be particularly high. 

8. All applicants are informed of whether they have been shortlisted for interview within 10 working days.  Candidates are given between 7 and 10 working days’ notice of their interview date and are asked if any special requirements are needed in order for them to attend for interview.  Community Change may consider a request for rescheduling but are under no obligation to do so. 

9. Interviews (and a practical test if appropriate to the post) are held, with all candidates being asked the same standard questions (as agreed by the Panel at the outset of the process).  A scoresheet is used to record each candidate’s performance.
10. The post will normally be offered to the candidate with the highest score, unless there are several candidates with the same or very similar scores.  In such cases, the Panel will discuss the relative merits of each candidate’s performance and may arrange for second interviews.

11. All interviewees will be informed of the outcome within 10 working days.

12. Completed Monitoring Forms are kept in sealed envelopes until an appointment has been made and are not available to any member of the shortlisting and interview panel.
4.2  Sick Leave Policy & Procedure
SICKNESS/ABSENCE POLICY AND PROCEDURE

Policy Statement
Community Change recognises that a certain level of absence may occur due to sickness and ill health.  Whilst being a caring and compassionate employer, Community Change aims to minimise the level of absenteeism in order to operate efficiently through controlling and monitoring absence patterns by means of consistent and fair treatment to all employees.  The steps that will be taken to enable this goal to be achieved are as follows:

(1) Absence reporting and recording process – including return to work interviews.

(2) Briefing all employees on all aspects of the policy and procedures.

(3) Complying with all health and safety requirements in order to provide a safe and healthy workplace.

(4) Evaluating absenteeism levels by continuous monitoring and analysis of data and taking appropriate action.

(5) Reviewing the policy and procedures at regular intervals to ensure their objectives are being achieved.

In all cases of sickness absence all Community Change employees will be required to respect confidentiality. An employee's personal circumstances (illness, disability, etc) should not be discussed with any other employee who does not have an explicit responsibility for dealing with the issue.

Employees may develop disabling or potentially disabling illnesses, terminal or potentially terminal illnesses and in such circumstances proper regard will be given to the provisions of the Disability Discrimination Act 1995.

Management Responsibilities

It is management's responsibility to:

(1) Implement and monitor the sickness and absence policy.

(2) Maintain contact with the employee especially during periods of long-term sickness.

(3) Ensure that disability, disabling or terminal illness issues are adequately considered and sensitively addressed when investigating sickness absence and implementing this procedure.

(4) Ensure that all employees understand the notification and reporting procedures including those that relate to health and safety.

(5) Monitor sickness and absence policy and to forward all sickness and absence returns to the Finance and Admin Officer.

(6) Try to determine whether an employee's health is in any way affected by their work and where appropriate refer to and act on Community Change's Health and Safety Policy and Procedures in consultation with the employee and the Finance and Admin Officer.

Employee Responsibilities

Employees have the responsibility:

(1) To ensure their attendance at work, except when genuinely ill or unable to perform their work duties.

(2) Not to undertake any task which may be adversely affecting their health.

(3) To report any dangers or observed risks which may affect theirs or other's health and safety at work.

(4) To advise the Director if they become aware that they have a disability or illness which is likely to affect their ability to attend work or perform some of their job tasks.

(5) To adhere to the notification procedure outlined in the terms and conditions of

employment.

Absence Reporting and Recording Process
On the first day of absence, the employee is responsible for:

(1) Personally telephoning (as far as reasonably practicable) or ensuring contact is made with the line manager within an half hour of the start of the employee's normal working day (9.30 am at the latest) or if this is not possible, speaking to the Finance and Admin Officer.  Employees should not leave a message either on the answer machine or with the Admin Support Officer.
(2) Indicating when they expect to return or make contact with the organisation.

(3) Making contact at agreed regular intervals thereafter.

Sickness Certificates
(1) For a period of illness of up to one week, (i.e. up to and including seven calendar days including weekends and bank holidays), employees should complete a self-certification form and return it to the Finance and Admin Officer immediately on their return to work.

(2) For periods of illness exceeding one week,( i.e. over seven days including weekends and bank holidays), a Doctor's Medical Certificate is required and must be forwarded to the Finance and Admin Officer as soon possible.

(3)
In cases where an employee's sickness absence extends beyond the period set out in their Doctor's Medical Certificate, they will be required to get another Doctor's Certificate or Hospital Certificate to cover the full period of absence.

(4)
In all extended periods of illness, Community Change may request, and shall have the right to require, an independent medical examination and report on the fitness of the employee.

(5)
Employees wishing to return to work after an extended certified period of absence must obtain a Doctor's note confirming they are fit to return.

(6)
Community Change reserves the right to withhold the payment of sick pay, where employees fail to provide Doctor's Certificates, when required to do so, or provide false documentation.  

Unauthorised/Unnotified Absence

When an employee is absent without following the notification and reporting procedure and without good reason, the Director will be responsible for informally investigating the absence and if appropriate referring to the disciplinary procedure.  

Length of Sick Leave 
Subject to the conditions of this section an employee absent from duty as a result of sickness will be entitled in any one period of twelve months, to paid sick leave in accordance with the following table:

	Service at Commencement
	Full Normal Pay
	Half Normal Pay

	During 1st year
	1 month
	1 month

	During 2nd year
	2 months
	1 month

	During 3rd year and subsequent  years
	3 months
	1 month


This entitlement is subject to the proviso that not more than six months paid sick leave and four months half pay, shall be taken in any period of four years or less, and not more than three months at full pay in any period of twelve months.

Sickness entitlement is calculated on a rolling year basis.  A rolling year is the year immediately preceding the start of a period of sickness.  For example if sickness absence commenced on September 4th, 2001 then sickness entitlement is calculated on the amount of sickness absence taken since September 4th, 2000.

In the case of part-time staff, the entitlement to sick leave is calculated on a pro rata basis.  Entitlement is derived from the hours the employee normally works in a week as a proportion of the full-time entitlement.

Employees will be given notice in writing by the Finance and Admin Officer at least two weeks in advance of a transfer from full to half pay entitlement and of the half pay entitlement ceasing.

Although Community Change provides sick pay allowances as outlined above, it is legally obliged to maintain records of all absences due to sickness or incapacity in accordance with the Statutory Sick Pay Scheme (SSP).  For this reason, it is important for staff to be aware of the need to notify all absences due to sickness or incapacity.

Any queries regarding the operation of the Statutory Sick Pay Scheme (SSP) should be addressed to the Finance and Admin Officer.

Referral to Occupational Health Medical Practitioner

In order to provide managers with appropriate information about an employee's ability to perform all or part of their job tasks, Community Change may refer employees to an Occupational Health Practitioner.  The purpose of a referral is to obtain information about an employee's condition which is necessary as part of the process of consulting with the employee and managing the absence.

Typical situations where Community Change may refer to an Occupational Health Practitioner are when a prognosis is needed in relation to an individual's ability to return to work, an employee is nearing the end of their paid sickness entitlement, where stress may be a factor and where an additional medical opinion may be useful to the employee.

All referrals will be made by the Finance and Admin Officer and any information or correspondence relating to the case will be shared with the employee and will include Community Change obtaining consent from the employee for access to the relevant medical reports.  However, by their nature, no two sickness absence cases are alike and therefore it is impossible to devise clear rules as to when referrals will take place.

Return to Work Meetings

On an employee's return to work following an extended period of sickness absence, the line manager will meet with the employee to discuss the reason for the absence and the progress of work in their absence.  There may be exceptional circumstances when the manager will be requested to respect the confidential nature of sickness absence which will mean the employee is unwilling/unable to discuss the reasons for the absence.  In these situations the manager is required to establish as a minimum whether the absence is in any way attributed to work or a result of work related injury.  This meeting is essential for a number of reasons:

(1) To ensure that the employee is fully informed of and kept up to date on issues within their unit of work.

(2) To enable managers to identify at an early stage and take account of any sickness absence related problem areas which could have an impact on other employees’ work.

(3) To ensure the employee has fully recovered and that appropriate steps are taken to ensure they are rehabilitated back to work.

(4) To complete their sickness absence record form.

All details discussed during the meeting will be held in strict confidence.

Managers should be aware of the possibility that a disability or a disabling or terminal illness might be a cause for absence.  If this is known or becomes apparent during a return to work meeting the matter must be treated very sensitively and will require preliminary discussion with the employee about action or measures Community Change might be able to take to assist in the return to work.

Persistent Sickness/Absence Reviews

Community Change will monitor sickness absence on a quarterly basis.  The Finance and Admin Officer will advise the Director when an individual employee's sickness/absence record involves frequent, patterned or persistent levels of absence.  The Director will conduct an interview with the employee.  This interview will aim to:

Clarify the frequency, pattern or persistence and identify the reason for the absence.

Ensure that the employee is aware that their absence record is giving cause for concern.

Advise the employee to seek proper medical attention if there is an underlying health
problem.

Give consideration to the employee's personal problems/circumstances and explore possible methods of assistance.

Inform the employee that persistent short-term absences are unacceptable and that they may put continued employment at risk, i.e. disciplinary measures may be required.

Agree a reasonable period of time over which the employee's attendance can be monitored for improvement.

Indicate what the next step will be if the employee's attendance fails to improve, i.e. disciplinary measures may be invoked.
Long-Term Absence

Community Change recognises that some employees may be subject to periods of long-term illness where the employee is unlikely to be in a position to change the situation.  In such instances Community Change will endeavour to be sensitive to the long-term needs of the employee.  However, there are occasions where the needs of Community Change are such that appropriate action will be taken.  In the event that an employee is absent through long-term illness the following steps will be invoked after a period of two months:

(1) The Director will seek a meeting with the employee to discuss their current state of health and the likelihood of a return to work within a reasonable period.

(2) At this meeting Community Change will seek to obtain written approval to contact the employee's GP in order to establish the likely length of absence and the long-term effect on the individual's capability in relation to job performance and attendance at work.  (A copy of the GP's report will be sent to the employee and a follow up meeting will be held to discuss the reports.)

(3) If the absence extends to a fourth month, Community Change will seek written approval for an independent medical assessment at Community Change's expense (again a copy of the report should be forwarded to the employee).

(4) If the independent assessment indicates that a return to work within three months is unlikely, then the Director will seek a further meeting with the employee.  If at this meeting, it becomes clear that an improvement in the foreseeable future is unlikely and other options have been exhausted, the employee will be informed of the organisation’s decision to dismiss the employee for reasons of ill health.

(5) The decision will be confirmed in writing giving the appropriate contractual/statutory notification and the procedure for appealing the decision.

(6) If the employee's illness is terminal and there is a life assurance policy in operation (linked to a pension scheme), Community Change will endeavour to retain the employee so as to afford the employee's family consideration of benefits therein.

Staying in Touch During Sickness Absence

When an employee is away from work due to reasons of ill health, it is the responsibility of the line manager to provide cover for their work and to ensure that the employee has a break from work and related issues, as far as is practicable, to enable them to rest and recuperate.  Community Change however has the right to contact the employee during their sick leave to enquire about their ill health or to deal with any urgent work related queries.

For staff on long-term sickness (i.e. greater that one month), regular contact will be established by the Finance and Admin Officer with an employee to check on their health and progress with recovery.  The contact will typically be every two weeks and is likely to be by telephone, although discretion will be exercised after consultation with the employee on this matter.

Sickness During Public Holidays

When sickness falls on a public holiday or during a period of annual leave, employees will be entitled to time off in lieu, provided a Doctor's certificate is produced.

Disability Discrimination Act 1995

This Act applies to a person with a physical or mental impairment which has a substantial or long-term adverse effect on their ability to carry out normal day to day activities.  If an employee becomes disabled or has a disability which worsens or develops into a progressive illness, Community Change will take all reasonable steps to make an adjustment to working conditions or to the working environment to overcome the practical effects of the disability.

In all instances where an employee has a disability, medical or specialist advice will be obtained on how best to accommodate the disability.

Early Retirement on Ill Health Grounds
If an employee is a member of the Community Change pension scheme with two years pensionable service, and is permanently unfit to do their job due to ill health, early retirement on ill health grounds is an option that can be considered.  This will only take place after all other options, including that of alternative work, have been exhausted. Although an individual can apply for early retirement, the decision to authorise ill health retirement is a management one based on medical opinion.
4.3    Other Absenteeism Policy & Procedure 
Routine dental and doctor appointments

These appointments must be made as far as possible in the employee’s own time.  Where this is not possible, routine dental and doctor appointments should be agreed with the line manager for the beginning or end of the working day or during lunch break.  If an employee is likely to be absent for more than one hour of their normal working day, leave or time off in lieu must be taken by the employee. This will also apply to employees who are required to bring children or people in their care for appointments.

Hospital appointments

Time off for hospital appointments or treatments will be given to all employees provided an appearance at work is made prior to or after the hospital appointment where possible. An appointment card or letter must be shown to the employee’s line manager. Any subsequent absence associated with the hospital treatment/appointment will be recorded as sickness absence.
Jury Service

An employee will be granted paid leave to attend for jury service, unless exemption is secured, subject to the deduction from salary of the allowance to which they are entitled under the Jurors’ Allowances Regulations.
4.4   Disciplinary Policy & Procedure

Community Change expects all employees to abide by the Statement of Main Terms and Conditions of their Employment.

Before any disciplinary action is taken, a thorough investigation into any allegation of misconduct or poor performance will be undertaken by the relevant staff member’s line manager, with the involvement of the Director and possibly also Board member(s).  The Board and Director take responsibility for ensuring that disciplinary procedures are applied consistently.

In cases of alleged misconduct or poor performance, employees have the right to:

i. a fair hearing with the opportunity to state their case

ii. be accompanied by an employee of their choice or trade union representative at a hearing.

iii. appeal against what may be regarded to be an unjust or unfair penalty

Community Change recognises three types of misconduct:

i. Minor Misconduct

ii. Major Misconduct


iii. Gross Misconduct

The following lists provide examples of each type of misconduct.  The lists are not exhaustive and Community Change reserves the right, following consultation with the employee’s recognised union, to decide how other instances of misconduct shall be categorised.

Minor Misconduct

· Absenteeism

· Lateness

· Careless work and poor effort at work

· Ignoring safety/hygiene/security rules

· Taking unauthorised breaks

· Failing to maintain a safe and tidy work environment

· Misuse of telephone, email or internet
· Excessive time away from the job

· Failure to comply with the absence notification procedure
· Non completion of movements board and monthly planner board
· Not promoting the Community Change organisational perspective in work with clients

· Non compliance with Community Change administration and recording procedures (after these have been explained in detail)
· Neglecting to inform other staff and team members of changes etc to plans and workshops planned 
If there are repeats of any of these minor misconducts they will then be considered as a major misconduct.   
Major Misconduct

· Dangerous physical horseplay

· Neglect causing damage to or loss of Community Change or staff members’ property
· Non compliance with Community Change policies and procedures and administration systems

· Non attendance at events, meetings etc planned in advance both in house and with clients, other agencies etc without due notice and reason 
· Serious neglect of safety/hygiene/security rules

· Consuming intoxicants during working hours or bringing same into the premises without permission

· Wilful or excessive wastage of materials

· Aggressive behaviour

· Use of foul language

· Gambling on the premises
· Misuse of email and internet 
· Insubordination

· Non-observance of instructions to the receiving or giving of gifts and/or hospitality

· Repeated minor misconducts

Gross Misconduct

· Theft

· Violent/aggressive behaviour
· Rude/offensive behaviour towards Community Change staff and clients

· Unauthorised absence e.g. leaving without permission

· Refusal to carry out a reasonable work instruction

· Deliberately ignoring safety/hygiene/security rules and thereby endangering one’s own or another’s physical wellbeing or safety.

· Smoking on premises 

· Obscene behaviour

· Intoxication induced by alcohol or drugs

· Fraud

· Wilful damage to or neglect of Community Change’s or others’ property or equipment

· Undertaking free lance work and not informing Community Change or completing a Declaration of Interest Form as stated in staff handbook. 

· Carrying out any work in competition with Community Change 

· Promoting free lance work when working with Community Change clients

· Falsification of records

· Unauthorised use of Community Change property
· Unprofessional conduct damaging the image and reputation of Community Change

· Discrimination or harassment on the basis of gender, marital status, religion, political beliefs, community background, ethnic origin or disability either overtly or by insinuation

· Corruptly receiving or giving gifts and/or hospitality

· Accessing pornography

Procedure for Minor Misconduct

Verbal Warning
Following a minor misconduct, the staff member in question will be required to attend an interview with their line manager at which he/she will have the opportunity to state his/her case and may have a representative present.  If the case against a staff member is confirmed, a verbal warning will be given and record placed on the employee’s personnel file for six months.  

Written Warning
Committing the same or similar misconduct within six months will lead to an interview with the Director when, again, the employee will have the opportunity to state his/her case with representation present.  If the case is confirmed a second time, a first warning will be issued and record placed on the employee’s personnel file for twelve months.

Final Written Warning
The same or similar misconduct committed within twelve months will lead to a subsequent interview with the Director.  If the case is confirmed, a final written warning will be issued and record placed on the employee’s personnel file for twelve months.  A repeat of the misconduct or similar within twelve months will result in automatic dismissal.

Procedure for Major Misconduct

Final Written Warning
Following allegations of major misconduct, the staff member in question will be required to attend an interview with the Director when he/she will have the opportunity to state his/her case, with a representative present if desired.  If the case against the staff member is confirmed, a final written warning will be issued and record placed on the employee’s personnel file for twelve months.  A repeat of the misconduct or similar within twelve months will result in automatic dismissal.

Procedure for Gross Misconduct

Following allegations of gross misconduct, the staff member in question will be required to attend an interview with the Director when he/she will have the opportunity to state his/her case, with a representative present if desired.  If it is decided that gross misconduct has been committed the employee will be summarily dismissed i.e. without notice and without pay in lieu of notice.

Precautionary Suspension

When major or gross misconduct is suspected, the Director and Board may decide they need time to carry out an investigation.  In such circumstances, Community Change reserves the right to suspend an employee (on full pay) until they are prepared for the disciplinary interview stage.

Disciplinary Interviews

When conducting disciplinary interviews, the Director is entitled to be accompanied by a member of the Board and the employee has the right to be accompanied by a fellow employee of his/her own choice, or trade union representative.

Appeals Procedure

If an employee feels that action taken against them is unfounded or unfair he/she has the right to appeal.  Appeals must be made in writing within two working days of the date of the disciplinary interview to the Director or Board Chairperson and should state the grounds on which it rests, including any information or evidence not previously considered.  The Appeal shall then be considered by an Appeals Panel appointed by the Chairperson of the Board.  This Panel shall exclude anyone involved in the original decision and will meet within ten working days of receipt of appeal.  The result shall be issued in writing to the employee within three working days.

4.5  Grievance Procedure

It is important that staff members who feel dissatisfied with any matter relating to their work should have a means by which such a grievance can be aired and resolved.  Nothing in this procedure is intended to prevent staff members from informally raising matters of concern.  However should employees wish their grievance to be formally recorded and investigated, the matter should be brought to the attention of their line manager (preferably during supervision meetings).  
Where informal discussion does not bring about a resolution, the following steps will be taken:

· The employee must make it clear to his/her line manager that they wish to invoke the Grievance Procedure.  

· The line manager should reply formally within three working days.  If the employee has not received a reply, or is not satisfied with it, he/she may raise the matter with the Director or Community Change Chairperson if the Director is their line manager.
· On receipt of the grievance, the Director or Community Change Chairperson will make appropriate arrangements to hear the grievance within three days of referral.  The employee may be accompanied by another staff member or trade union representative at this meeting, if so desired.

· This meeting represents the final stage of the grievance procedure; the decision of the Director Community Change Chairperson will be final.

· Where the Director is involved in the grievance, a panel made up of Board members (agreeable to both parties) shall be formed to hear the grievance and make a final decision.  

· The opportunity to approach the Director directly is open to any member of staff who can demonstrate that the normal procedure (through their line manager) is not appropriate.

Allegations of discrimination and/or harassment will normally be dealt with through the grievance procedure and, following investigation, may lead to the adoption of the disciplinary procedure.

4.6    Harassment Policy & Procedure

Harassment is any unwanted conduct that detrimentally affects the dignity of other individuals at work, on whatever grounds (sexual, racial, political etc.).  Such behaviour, of a physical, verbal or non-verbal nature, is unacceptable.  It is the impact of the behaviour which is relevant and not the motive or intent behind it. There may be many forms of behaviour that constitute harassment, but some examples are provided below:

· Physical contact ranging from touching to serious assault
· Verbal and written harassment through use of jokes, racist remarks, offensive language, gossip and threats
· Visual displays of posters, graffiti, flags or emblems or any offensive material
· Isolation or non-co-operation at work including exclusion of individuals from activities
· Intrusion by pestering or following
All Community Change staff members have the right to work in an environment free from harassment.  All complaints relating to harassment will be taken seriously and dealt with promptly and confidentially.  A complaint may be:

1.  Informal Complaint
If you are the victim of harassment, you should speak in the first instance to the harasser, if you feel able, and ask them to stop their behaviour. 
This may be done with the support of another member of staff, the Director or Trade Union representative if none of the aforementioned are available but the Community Change Board must be informed prior to union representative being involved .  
You should make your line manager aware who will keep a written record of the account.
2.  Formal Complaint 
A formal complaint procedure is appropriate if the harassment is of a serious nature, or the harassment continues after the informal process has been followed. 

In this instance, you should bring the matter to the attention of the Director (in writing), detailing, where possible:
· the name of the alleged harasser
· the nature of the alleged harassment

· dates and times when the alleged harassment occurred

· names of any witnesses

· any action already taken in attempts to stop the alleged harassment 

The Director will undertake a thorough investigation, involving other members of staff and/or Board, where appropriate.  Those involved in the investigation will be expected to act in confidence.  When the investigation has been completed, you and the alleged harasser will be notified of the outcome and any resultant action in writing. 
4.7   Whistleblowing Policy & Procedure 
The raising of any item of concern by a staff or Board member regarding misconduct within Community Change is known as “whistleblowing” and the organisation takes any such concerns seriously.  The Whistleblowing Policy provides Board and staff members with a procedure for reporting malpractice at work, with the reassurance that they will not be placing themselves at risk, in line with the Public Disclosure Act (1998) which prevents an employee from suffering a detriment or having a contract terminated.  
Under certain circumstances, employees have legal protection if they make a disclosure about their employer.  The following are prescribed as legally qualifying disclosures, where it can be shown that an organisation commits a relevant failure by:
a. committing a criminal offence

b. failing to comply with a legal obligation

c. a miscarriage of justice
d. endangering the health and safety of an individual

e. environmental damage
f. concealing any information relating to the above 

A Board Member should raise their concern regarding fraud or other impropriety within Community Change to the Chairperson unless the allegation relates to the Chair, in which case concerns should be addressed to the Director.  Such concerns will be brought to a Board and/or Finance Sub-Group meeting where a way ahead will be agreed.  

A staff member should raise their concern regarding fraud or other impropriety with the Director unless the allegation relates to the Director, in which case concerns should be addressed to the Chairperson of the Board.

The following steps summarise the action that will be taken by a Board member or Director when an allegation of fraud or malpractice is reported.  He or she will:
· Reassure the individual who has raised the concern of confidentiality throughout the investigation process ( in line with the Whistleblowing Policy).

· Check if the individual has raised the issue with the most appropriate person. Where a matter has been brought to the attention of a Board member, bypassing the Director, any reasons for this will be established.  

· Obtain information about the cause for concern from the individual and explain that the issue will be brought to the attention of the Board and/or Finance Sub-Group 
· Brief the Board and/or Finance Sub-Group – under whose auspices an investigation will be carried out and agreed action taken.  The Chair or Director will not attempt to investigate the matter alone or take any steps that would forewarn suspected persons of an impending investigation. 

Any staff or Board member may contact the independent charity, Public Concern at Work, on telephone number 020 7404 6609 for free and confidential advice on whistleblowing matters. 
4.8   Data Protection Policy

Background

Data protection laws exist to strike a balance between the rights of individuals to privacy and the ability of organisations such as Community Change to use data for the purposes of their business.

The Data Protection Act 1998 came into force on 1 March 2000 and regulates the processing of personal data, such as its collection, storage, use, destruction and any access to it.

Personal data is data which refers to identifiable living individuals, known as data subjects. Personnel record would be one example of protected data kept by Community Change.

The Data Protection Act 1998 contains eight key principles

(1) The data should be processed fairly and lawfully.

(2) Data should be obtained only for specified and lawful purposes.

(3) Data should be adequate, relevant and not excessive.

(4) Data should be accurate and kept up to date.

(5) Data should not be kept longer than is necessary for the purposes for which it is processed.

(6) Data should be processed in accordance with the rights of the data subject under the Act.

(7) Data should be kept securely.

(8) Data should not be transferred to countries that do not have adequate protection.

Community Change recognises the need to protect employees from the misuse of personal and sensitive information that is held about them in their Personnel Records and to protect their rights under the Data Protection Act. The following arrangements are in place to ensure this.
What Personal Data does Community Change hold on employees?

Personal data is held for purposes of administration, supervision, management, salary payments and to develop and maintain the employment relationship between Community Change and employees. 

Personnel information will also be used for monitoring purposes and for any other employment related activities, such as recruitment and selection, the provision of job references, processing applications for employment and any matters relating to the provision of pension scheme payments.

Verification and Updating of Personnel Data

There is a requirement to maintain up to date records.  All employees are required to complete an Employee Information Form and update this each year after their yearly appraisal.  If there are any changes throughout the year in:

(1) Next of kin.

(2) Name.

(3) Address and/or telephone number.

(4) Bank details.

(5) Qualifications where appropriate.

employees must notify the Director in writing.

The employee's personnel file will be maintained securely in the locked personnel cabinet.

The Director is responsible for placing a record on an employee’s file if any changes occur and notifying the appropriate person/s if this affects salary, terms and conditions etc.
Retention of Personnel Information

Personnel information will be retained for the duration of the employment, and it will be updated, revised or deleted as appropriate.  Thereafter personnel information about a past employee will be kept for six years and during this time the employee has the right to know all the personnel data held about them.

(In accordance with Fair Employment Legislation the statutory requirement for

retaining this information is for a minimum of three years from the date the employee left.)

Information will also be retained in respect of staff recruitment such as application forms, references and interview notes, for both successful and unsuccessful applicants.

Monitoring information for all applicants and appointees must be kept for a minimum of three years from the date of receipt of application forms, whilst recruitment files must be kept for a minimum of 12 months after the recruitment file has closed.

Disclosure of Personal Information

External

Community Change does not disclose personal information about employees to external organisations and individuals.  However the organization is legally required to disclose information to organisations such as the Inland Revenue, Child Support Agency, Benefits Agency and Department of Health and Social Services. 

Personnel information will not be made available to other individuals or organisations outside

Community Change without the employee's knowledge and consent except in the following circumstances:

(1) Information requested in respect of mortgage loan applications.

(2) Reference requests.

(3) Where non-disclosure would hamper the detection of crime.

Internal

In accordance with the data protection principles, the following personal data is considered to be ‘open access’ and may be disclosed on request to any member of staff:

Name

Gender

Job Title

Office telephone number

Community Change mobile phone number (if appropriate)

Employment commenced

Date terminated

Hours of work

Line manager's name 

Access to other personal data is restricted to the Director and the individual it relates to (subject to any legal requirements as above).

This data will only be disclosed to others if the following conditions are met:

(1) Prior permission is obtained from the employee to whom the data relates.

(2) Disclosure is authorised by the Director

Equal Opportunities legislation requires Community Change to collate the following data which is used solely for monitoring and statistical purposes?

• Gender.

• Marital status.

• Religious belief or political opinion.

• Disability.

• Race or ethnic origin.

• Nationality.

• Age.

This information is treated in the strictest confidence and employees’ names will not be shown in the statistics produced.  The statistics may not be completely anonymous, however, if the data is unique, and as a result the nature of the data is capable of identifying individuals.  This information is confidential to the Director and to the employee to whom it relates.  Identifiable information about employees' disabilities, ethnicity, marital status, gender etc, may only be disclosed to others if all of the following conditions are met:

(1) A clear reason for wishing to use such information in a way that specifically identifies the employee is given to the Director and its use is in line with Community Change’s Equal Opportunities Policy.

(2) Consent has been sought from the employee to process their information.

(3) The disclosure is authorised by the Director on the basis of (1) and (2)

above.

Employees’ responsibility

The Director has responsibility for the type of personal data Community Change needs to collect and how they use it.

Employees have a duty not to disclose personal data outside the organisation's procedures, or use personal data held on others for their own purposes.

Subject Access Requests by Employees

Community Change staff have the right to know what information is kept about them. This right applies to sickness records, disciplinary or training records, appraisal or performance review notes, information held in general personnel files and interview notes.  This information can be accessed by putting in writing a request making a formal request to see information held in personnel files to the Director.

In accordance with the Data Protection Act 1998, information supplied in response to a request will be based on the data held at the date of receipt of the request.  The information supplied may therefore be subject to any routine or regular amendments or deletions that have been made since that date.
4.9  Health and Safety at Work (NI) Order

General Policy Statement
Community Change places the greatest importance on health and safety matters and undertakes to conduct operations in such a way as to ensure the health and safety of all its employees, visitors and the general public.  Therefore, it is Community Change’s policy to comply rigorously with all health and safety legislation, codes of practice, best guidance and work methods.

Furthermore it is Community Change's objective to create and develop an environment in which there is a conscious awareness of the vital importance of health and safety through education, training and supervision.

To this end Community Change is committed to take the following actions:

(1) To do all that is reasonably practicable to prevent personal injury and damage to property and to protect everyone from foreseeable work hazards including the public insofar as they come into contact with Community Change.

(2) To provide and maintain a safe and healthy working environment.

(3) To provide training, instruction and supervision to enable employees to perform their work safely and efficiently.

(4) To make available all necessary safety devices and protective equipment and to supervise their use.

Community Change regards the promotion of health and safety measures as a mutual objective for management and employees at all levels. For this reason Community Change reminds all employees of their duty to co-operate in the operation of this policy by:

(1)
Working safely and efficiently.

(2)
Using the protective equipment provided.

(3)
Reporting incidents that led or may lead to injury or damage.

(4)
Assisting in the investigation of accidents with the object of introducing measures to 

      prevent recurrence.

In order to create a healthy and safe working environment and to develop an awareness of the importance of health and safety a full statement of the principles and practices governing health and safety is issued to all new employees.  It is their duty to make themselves fully conversant with the contents of this document.

Health and Safety Statement of Intent

It is Community Change’s firm intent to enforce appropriate measures to control and monitor health and safety procedures as a vital part of running Community Change as an efficient, successful and safe operation.  Therefore, so far as reasonably practicable, Community Change will:

(1)
Ensure that equipment and working practices are safe and offer no hazard and risk to health.

(2)
Ensure that all necessary precautions are taken in respect of the safe use of equipment and resources.

(3)
Provide such information, instruction, training and supervision as is necessary to ensure the health and safety at work of all employees.

(4)
Maintain all places of work and work equipment under its control in a safe condition, free from risk to health and safety.

(5)
Provide adequate facilities for the welfare of employees.

(6)
Safeguard the health and safety of visitors and of any members of the general public who could be affected by its activities.

(7)
Provide all necessary information relating to health and safety in respect of procedures and services and where necessary consult with employees or their representatives.

(8)
Review and update the policy as and when necessary particularly in respect of major changes within Community Change premises and/or changes in legislation and bring these changes to the attention of all employees.

(9)
Ensure that all employees are mindful of their health and safety responsibilities.

(10)
Ensure the policy is monitored in the workplace.

Employee Duties and Responsibilities

The health and safety legislation not only places duties on management but also on staff members to look after their own health and safety and that of others who may be affected by their acts or omissions.

To ensure staff members are aware of the legal requirements and their responsibilities, Community Change has provided within the Health and Safety Handbook all the relevant information regarding organisational  rules and procedures. They are supplied for the benefit of staff and the benefit of others – staff should familiarise themselves with them.

Duties of Employees

It is the duty of every employee whilst at work:

(1)
To take reasonable care for the health and safety of themselves and of others who may be affected by their acts or omissions at work.

(2)
To co-operate with any duty or requirement imposed by Community Change or by statutory obligations.

(3)
To refrain from the wilful measures or interference with anything provided in the interests of health and safety and welfare.

(4)
To report any hazards found.

Employee Responsibilities

At the Community Change offices emergency arrangements and procedures with which all staff should be familiar are:

FIRE – notices instructing staff on how to act on discovering a fire and/or hearing  the fire alarm are displayed in all rooms
FIRST AID – first aid equipment is available from reception. 
ACCIDENTS – for accidents involving injury to any person(s), the most immediate requirement is for first aid to be administered.  All accidents causing death or major injury, or any dangerous occurrence, will be reported to the Director immediately.  
Line Manager’s Duties and Responsibilities

Line managers, as representatives of Community Change, should ensure that: 

(1)
Each member of staff is aware of and understands organisational policy in relation to emergency arrangements in the event of fire or other emergency.

(2)
Staff work in a manner that prevents risk to themselves or others.

(3)
All machinery, equipment and substances used in their units are properly used in accordance with supplier’s instructions, which must be readily available.

(4)
Safety devices are properly adjusted and maintained.

(5)
All machinery and equipment is frequently inspected to make sure it is properly maintained and safe to use.

(6)
Good standards of housekeeping are maintained.

(7)
Regular reviews of working practices are carried out to improve health and safety.

(8)
Protective clothing and/or equipment is provided and used where necessary.

(9)
All staff are aware that violation of procedures, instigated by management in the interests of the safety and welfare of employees and other people on the premises, constitutes an offence in law.

(10)
Disregard for health and safety procedures by employees may result in disciplinary action being taken by management.
4.10 Declaration of Interests Policy

Introduction

This policy gives guidance in situations where the Board and staff could have a conflict of interest between their role and any external interests.  For example, your first cousin supplies computers and they are tendering for a contract to provide Community Change with laptops.  In this case if you are materially involved in the decision making process you must declare an interest.  This does not preclude your cousin’s company from tendering.

Board and staff should declare their interests and absent themselves from discussion and decisions about a project where conflict of interest arises and this fact should be recorded in the minutes of the meeting.

Staff, on appointment, and annually thereafter, are required to furnish to the Board details relating to any business/external work, directorships held or family interests which could lead to a conflict of interest.

If in doubt, preference to declare would be the guiding principle.

Where an issue arises as to whether or not a case relates to the interests of a member or a person or body connected with him/her, the member of staff should consult with the Director.  The Board shall determine on whether the issue constitutes a conflict of interest and their decision shall be final and be recorded.
Please ensure that you complete the following form and return to the Director to be put on your personnel file.

Community Change 
Declaration of Interests

Staff name:  ………………………………………………………………………………..

1. Please give details of any positions held outside Community Change, whether paid or unpaid, in any public, private or community/voluntary sector organisation(s).

2. Do you receive any payment or reward from the organisation(s)?  If so, please give details.

3. In light of the principles set out in the Declaration of Interests Policy, please give details of any other interests in or personal relationships with outside bodies or individuals which might have the potential at some time to conflict with your role in, and work of Community Change.

4. Are you aware of any links (direct or indirect) between the activities of the organisation(s) or interests held and the work of Community Change.  If so, please give details.

Signature:………………………………………………….…… 


Position: ………………………………………………………….                 
Date: ……………………………………………………
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