 Station House Community Association Ltd
Staffing and volunteer’s policy
Statement of intent

Station House Community Association Ltd is committed to recruit and retain staff and volunteers fairly and without prejudice. 

Method

These procedures will ensure uniformity of staff and volunteer recruitment and retention. 
The nominated person for Training and staff development is Charlotte Williams and deputy Carole Jones. 

Advertising for new posts
The Chief Executive will review the job ensuring that the job description and person specification meet the needs of the post. Where the job is a new post, a new job description and person specification shall be devised.
A job description is required for each post. If the post being advertised is to fill an existing vacancy, the existing job description should be checked to see whether any changes are required. Job descriptions should be discussed with the Chief Executive, or in the case of a Chief Executive vacancy, the Chair and related stakeholders in relation to the project or work.

Normally a person specification will be produced from the job description. This should not be too elaborate and should focus on the personal qualities, skills and competencies, which can be ascertained from the job description and supporting material. It is important to recognise that the person specification is just one aspect of the selection criteria. A Genuine Occupational Requirement (GOR), and/or Positive Action may also need to be applied, restricting the post to a particular type of applicant eg. gender (advice should first be sought from the Chief Executive).
The Chief Executive will decide who will form the interview panel, which will comprise the Line Manager/Chief Executive and a third person eg. Trustee or external stakeholder. This may vary according to the nature of the project/post.

The Chief Executive will draw up the information on the job.  This includes:


-
brief information about Station House Community Association

-
job description and person specification

-
details of how to apply and closing date for the post
-
list of enclosures: application form, equal opportunities policy & monitoring form, values statement, annual report (where available)
Advertising

The Chief Executive will arrange for the advertisement of the post, internally first and then in appropriate external outlets. The Chief Executive will respond to enquiries, send out the job information, and draw up the contract of employment and new starter pack, and arrange the induction programme. 
Copies of the job information, job description and advertisements will be filed in the personnel file of the appointed person.
When application forms are received, the forms will go to the Chief Executive along with the monitoring forms which are filed separately. Applications from unsuccessful applicants will be kept on file for 6 months and then destroyed in compliance with the principles of data protection.
In the case of a vacancy for Chief Executive, the Board of Trustees will lead on these tasks.
Short-listing

The Line Manager and Chief Executive should conduct a preliminary review of the applications, removing any form which has not been signed or where essential criteria have clearly not been met.
Selection panels

Selection panels will normally be small, but consisting of an odd number to enable final decision-making in the event of equally scoring candidates. The panel should comprise (a) the person's prospective Line Manager (b) the Chief Executive (c) a Trustee board member or other stakeholder. Gender, race, and age balance should be attempted wherever possible. An informed external person may be helpful to the selection process and this should always be considered. All selected panel members must have received recent training in recruitment and interview skills.

Final selection

Selection will always involve an interview with the selection panel. It may include one or more of the following, which should always be considered systematically: -

· a simple test of competence (e.g. typing, book-keeping)

· an exercise related to the post (e.g. presentation, group discussion)

· meetings with potential colleagues (or clients)

· other exercises or tests, as appropriate.

None of the above is a sole determinant at this particular stage. They are part of the "information building" which adds knowledge for the panel to make a final choice.
The Chief Executive is responsible for convening the selection panel of three people, one of whom should be the Chief Executive themselves. The Chief Executive must ensure that the panel receives, a few days in advance of the short listing meeting:

-
a copy of the application forms 


-
the job description and person specification

· a scoring matrix (including any weighting figures for specific items)
When the short-list is agreed, the Chief Executive will send out letters inviting candidates for interview. The letter will also, where necessary, set out the procedure to be followed for Disclosure and Barring system, and Occupational Health procedures.

The Chief Executive will contact unsuccessful candidates.

Appointment
Short-listing and interviews should be conducted in accordance with the Guidance on Selection Procedures.

The interview panel should be provided with a scoring matrix.

Decisions will be made immediately after the interviews, unless this is totally impossible, and candidates will be informed of the decision as soon as possible.
The Chief Executive will take up references for the successful candidate, enclosing a job description and a stamped addressed envelope.
Once a candidate has accepted the post, the Chief Executive will send a letter of appointment (subject to health check, receipt of both references in writing, and DBS check).

The Chief Executive will arrange for a new starter pack comprising payroll information, contract of employment, pension scheme information and induction documentation.
Recruitment of Ex-offenders

As an organisation using the Disclosure and Barring system (DBS) as one tool to assess applicants’ suitability for positions of trust, SHCA complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed. Where they have lived overseas in the last 5 years we require an oversees criminal check from the relevant country. 
All new DBS’s will be offered the opportunity to register for the updating service. 

SHCA is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.
We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on skills, qualifications and experience.
A DBS is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of the criminal record at an early stage in the application process.  We request that this information is sent under separate, confidential cover, to a designated person within SHCA and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.
Unless the nature of the position allows SHCA to ask questions about the

 entire criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.
We ensure that all those in SHCA who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.
At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matters that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.
We make every subject of a DBS Disclosure aware of the existence of the DBS Code of Practice and make a copy available on request.
We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.
Having a criminal record will not necessarily bar anyone from working with us.  This will depend on the nature of the position and the circumstances and background of the offences.

Right to work in the UK (paid staff)

In line with current requirement we check that people have the right to work in the UK prior to them commencing. 

https://www.gov.uk/legal-right-work-uk
Redundancy

It is recognised that the nature of voluntary sector funding affects the middle and longer term stability of its workforce.  Many jobs in the sector, including Station House Community Association, reflect a short to middle term need, and many jobs are not designed as permanent posts.  Therefore it is the policy of Station House Community Association that posts within Station House Community Association are defined as Fixed Term or Permanent.  This does not effect individuals statutory rights.  Fixed term posts may transform into Permanent posts if:

there is an ongoing/permanent need for the service and
the role/service is in line with Station House Community Associations strategic aims and/or
there is a likelihood of long-term funding.

Re-deployment


Three months (if possible) before the end of any permanent or time limited post, affected staff will have the option of re-deployment if suitable vacancies are available. A suitable vacancy is defined as:

of similar grade/salary to the previous post.
financed by a funding stream which does not preclude re-deployment.
having similar job criteria to the skills and experience of the staff member.
All staff subject to re-deployment must meet the essential minimum criteria of the new post and this will be determined by interview.  

Staff who take up re-deployed positions will be allowed a 4 week trial period without jeopardising redundancy payment rights.

As appropriate Station House Community Association will also consider other methods to avoid or minimise redundancy such as:

reducing hours of work.
job-sharing. 
re-training existing staff for different work.
Where the reduction of the workforce is necessary, Station House Community Association may redeploy remaining employees into the job of a redundant employee as long as a vacancy is not created. It is not redundancy if Station House Community Association immediately takes on a direct replacement.  However Station House Community Association may recruit more workers for work of a different kind, or in another location. 

Where compulsory redundancy is necessary, decisions will be made in a fair, consistent, objective and non-discriminatory way.  

Selection for Redundancy

Station House Community Association recognises legislation that gives protection to employees against unfair dismissal.  Grounds for unfair selection are listed in Appendix A.

The Chief Executive in consultation with senior management will make the decision on selection for redundancy.  If there are 3 or more staff liable for redundancy (within a 30 day period), the final decision will be made by the Board of Trustees.

Stage 1 Selection

Selection for redundancy may be in the event of:

The need to reduce the workforce due to limited funding.
The closure/cessation of Station House Community Association
Fewer employees needed to do work of a particular kind.
The end/cessation of a particular project.

Stage 2 Selection

In compliance with the Employment Rights Act 1996, Station House Community Association will apply the following selection criteria where the circumstances of the redundancy are applied equally to one or more employees in similar employment.  

Staff will be selected for redundancy based on the following criteria:

Attendance record over the past two years, where appropriate, with reference to associated reasons.
The extent of the individual’s skill range and flexibility to meet anticipated future needs as measured against the current job description and person specification.
Performance in post as measured against the current job description and person specification.
Disciplinary record over the past two years, where appropriate, with reference to associated reasons.
Stage 3
Following staff selection for redundancy, the following will apply:

In compliance with equal opportunities and other relevant legislation, Station House Community Association will:

Consult with the workforce and any relevant Trade Union.
Disclose all relevant information to the effected employees.
Notify the DTI if more than 20 staff are to be made redundant.
Give due notice of redundancy in line with legal requirements.
Give assistance with job seeking for those under threat of redundancy.
Time off to look for work
Training for new employment (as reasonable and appropriate)
Organise counselling for those who are being made redundant, if required.
Provide details on severance payments.
Allow appeals against redundancy.

Stage 4

Appeals against redundancy will be heard by the staffing sub group.
Reasons for unfair selection for redundancy are :
trade union membership/activity
religious/political beliefs
being a party to civil/criminal proceedings against the employer
Race, sexual orientation, age, gender, disability, social origin, marital status, caring responsibilities
Pregnancy
Requesting or taking time off work for maternity/adoptive /parental/force majeure leave (urgent family reason)
For taking or proposing to take certain specified types of action on health & safety grounds

For requesting flexible working arrangements
For refusing to work Sundays
For performing or proposing to perform duties relevant to the role as an employee occupational scheme trustee
For performing or proposing to perform any duties relevant to the employees role as an employee representative or candidate for
For refusing to ‘opt out’ of the Working Time Regulations 1998
For making a protected disclosure (whistle blowing)
For taking lawfully organised industrial action of 8 weeks or less. (or more than 8 weeks in certain circumstances)
For exercising or seeking to exercise rights relating to trade union recognition procedures
For being a part time or Fixed term employee
For receiving or eligible to receive tax credits
For performing or seeking to perform public duties, such as jury service, magistrate, school governor, member or a local authority (Councilor)
For having a spent conviction not relating to an offence against children and young people and/or a sexual offence
For bringing proceedings, giving evidence at proceedings, or making allegations about discrimination

Disciplinary and disciplinary dismissal procedures – see staff hand book

Whistle blowing 

This policy is designed to enable employees of the Station House Community Association Ltd to raise concerns internally and at a high level and to disclose information which the individual believes shows malpractice or impropriety. This policy is intended to cover concerns which are in the public interest and may at least initially be investigated separately but might then lead to other procedures e.g. disciplinary. These concerns could include:

Financial malpractice or impropriety or fraud 

Failure to comply with a legal obligation or Statutes 

Dangers to Health & Safety or the environment 

Criminal activity 

Improper conduct or unethical behaviour 

Attempts to conceal any of these

Safeguards
Protection
This policy is designed to offer protection to those employees of the Station House Community Association Ltd who disclose such concerns provided the disclosure is made:

In good faith 

In the reasonable belief of the individual making the disclosure that it tends to show malpractice or impropriety and if they make the disclosure to an appropriate person (see below). It is important to note that no protection from internal disciplinary procedures is offered to those who choose not to use the procedure. In an extreme case malicious or wild allegations could give rise to legal action by the person(s) complained about. 

Confidentiality
Station House Community Association Ltd will treat all such disclosures in a confidential and sensitive manner. The identity of the individual making the allegation may be kept confidential so long as it does not hinder or frustrate any investigation. However, the investigation process may reveal the source of the information and the individual making the disclosure may need to provide a statement as part of the evidence required.
Anonymous Allegations
This policy encourages individuals to put their name to any disclosures they make. Concerns expressed anonymously are much less credible, but they may be considered at the discretion of the Station House Community Association Ltd.
In exercising this discretion, the factors to be taken into account will include:

The seriousness of the issues raised 

The credibility of the concern 

The likelihood of confirming the allegation from attributable sources 

Untrue Allegations
If an individual makes an allegation in good faith, which is not confirmed by subsequent investigation, no action will be taken against that individual. In making a disclosure the individual should exercise due care to ensure the accuracy of the information. If, however, an individual makes malicious or vexatious allegations, and particularly if he or she persists with making them, disciplinary action may be taken against that individual.

Procedures for Making a Disclosure

On receipt of a complaint of malpractice, the member of staff who receives and takes note of the complaint, must pass this information as soon as is reasonably possible, to the appropriate designated investigating officer as follows:

Complaints of malpractice will be investigated by the Chief Executive unless the complaint is against   The Chief Executive or is in any way related to the actions of the Chief Executive. In such cases, the complaint should be passed to the Chair of the trustees for referral. 

In the case of a complaint which is any way connected with but not against the Chief Executive, the Chair will nominate a senior person to act as the alternative investigating officer. 

Complaints against the Chair should be passed to The Chief Executive who will nominate an appropriate investigating officer. 

The complainant has the right to bypass the line management structure and take the complaint direct to the Chair. The Chair has the right to refer the complaint back to management if he/she feels that the management without any conflict of interest can more appropriately investigate the complaint. 

Should none of the above routes be suitable or acceptable to the complainant, then the complainant may approach one of the following individuals who have been designated and trained as independent points of contact under this procedure. They can advise the complainant on the implications of the legislation and the possible internal and external avenues of complaint open to them:

A) Secretary

B) Treasurer

If there is evidence of criminal activity then the investigating officer should inform the police. Station House Community Association Ltd will ensure that any internal investigation does not hinder a formal police investigation.

Timescales

Due to the varied nature of these sorts of complaints, which may involve internal investigators and / or the police, it is not possible to lay down precise timescales for such investigations. The investigating officer should ensure that the investigations are undertaken as quickly as possible without affecting the quality and depth of those investigations.

The investigating officer, should as soon as practically possible, send a written acknowledgement of the concern to the complainant and thereafter report back to them in writing the outcome of the investigation and on the action that is proposed. If the investigation is a prolonged one, the investigating officer should keep the complainant informed, in writing, as to the progress of the investigation and as to when it is likely to be concluded.

All responses to the complainant should be in writing and sent to the home address.

Investigating Procedure 

The investigating officer should follow these steps:

Full details and clarifications of the complaint should be obtained. 

The investigating officer should inform the member of staff against whom the complaint is made as soon as is practically possible. The member of staff will be informed of the right to be accompanied by a trade union or other representative at any future interview or hearing held under the provision of these procedures. 

The investigating officer should consider the involvement of the Police at this stage and should consult with the Chair 

The allegations should be fully investigated by the investigating officer with the assistance, where appropriate, of other individuals / bodies. 

A judgement concerning the complaint and validity of the complaint will be made by the investigating officer. This judgement will be detailed in a written report containing the findings of the investigations and reasons for the judgement. The report will be passed to the Chair as appropriate. 

The Chair will decide what action to take. If the complaint is shown to be justified, then they will invoke the disciplinary or other appropriate Station House Community Association Ltd procedures. 

The complainant should be kept informed of the progress of the investigations and, if appropriate, of the final outcome. 

If appropriate, a copy of the outcomes will be passed to the Trustee Board to enable a review of the procedures. 

If the complainant is not satisfied that the concern is being properly dealt with by the investigating officer, they have the right to raise it in confidence with the Chair, or one of the designated persons described above.

If the investigation finds the allegations unsubstantiated and all internal procedures have been exhausted, but the complainant is not satisfied with the outcome, Station House Community Association Ltd recognises the lawful rights of employees and ex-employees to make disclosures to prescribed persons (such as the Health and Safety Executive, the Audit Commission, or the utility regulators), or, where justified, elsewhere.

Volunteers
Aim

We aim to:-

· Provide a quality provision for all our volunteers.

· Provide appropriate training.

· Attract a wide range of skills and attributes to enhance our organisation.

· Work in partnership with volunteer agencies to add value to our projects and thes.

Method

Prospective Volunteers will all complete a Volunteer Application Form. This provides information for references and DBS checks. All references will be checked by letter, if one does not return from a referee, then we will ask the Volunteer to provide an alternative. Only when all the relevant paperwork has been completed can volunteering start.

Volunteers will undertake an initial induction to ensure that they have a sound understanding of how the organisation and projects within work.

Volunteers will be included in staff training opportunities and staff development, the input is actively sought.

Volunteers with childcare needs will be offered appropriate support as agreed with the relevant manager.

All out of pocket expenses will be met, subject to prior agreement with the relevant manager

Volunteers are expected to work to the same high standards that all staff at Station House Community Association work to, all policies and procedures are included in the induction process and copies are available at any time from the office. If they are unsure about any aspect they need to ask an appropriate staff member.  

Volunteers are not a substitute for paid workers, they add value to projects.

Volunteers should never work in isolation.  A second member of staff must always be in place.

Volunteers will have an agreed work pattern: if they are not available for the designated sessions they should contact the centre ASAP to enable other arrangement to be made.

Exit Strategy

When a volunteer is ready to leave, an interview will be arranged with the Chief Executive  and Chair of the Management Committee. A record of the reasons for leaving will help us with the continuing monitoring and evaluation and can help us to improve our service to volunteers and centre users. 


Support and management
Volunteers are offered mentoring management tailored to the individual needs. 

Volunteers may use Station House for work/volunteer placement references.

Conflict management.

Where there are problems in the first instance any problems should be directed to the line manager. 

If there is no resolution the Chief Executive is the next person to contact. 

Should there still a problem the chair of the board should then be contacted.

Where no satisfactory resolution can be found Station House Community Association Ltd has the right to withdraw the voluntary placement

Smoking Drugs and Alcohol

Smoking

Station House is a no smoking building.  This includes the grounds around Station House. 

Staff and volunteers are not permitted to smoke whilst escorting children from school.

Any breeches in the smoking rules will result in disciplinary action.

Drugs and Alcohol (including Legal Highs) 
Any staff member or volunteer who arrives at work under the influence of drugs or alcohol will be asked to leave immediately and disciplinary action will be taken. The incident will be treated as Gross misconduct and may lead to dismissal 
Staff and Volunteers should seek medical advice when taking prescribed drugs as to the ability to continue in the job role. 

Contingency Plan for absence/sickness of the Childcare Manager

Aim

We aim to ensure that we have a plan for key staff absence.

Methods
· The person responsible when the Childcare Manager (Carole Cook) is absent or sick is Charlotte Williams (Chief Executive).

· In the event of a planned absence for holidays etc, the Childcare Manager will delegate roles and responsibilities beforehand according to the level of competence of staff.

· In the event of unplanned absence the Chief Executive  will delegate roles and responsibilities according to the level of competence of the staff, to ensure the childcare sessions run normally.  If need be (s)he will call in staff to work to ensure that staff ratios are maintained.

· Where staff ratios cannot be maintained at the required level then the Chief Executive  would use her discretion and temporarily suspend services.

Stress management

Aim

SHCA acknowledges that it has a duty of care under Section 2 of the Health &

Stress at Work Act of 1974 to take all reasonably practical measures to prevent stress at work. Under section 7 of that Act, employees have a duty not to endanger themselves or others and to cooperate with the employer in meeting the statutory requirements.

This policy is designed to:

Raise the profile of employee stress within the organisation.

Ensure staff and line managers are aware of the obligations in safeguarding themselves and others against stress.

Outline of the organisation’s approach to stress
SHCA adopts the Health & Safety Executives definition of work related stress, i.e. “The adverse reaction people have to excessive pressures or other types of demand placed on them”.

SHCA overall approach to stress is to take this seriously. It is a debilitating condition which, if unnoticed can lead to health problems, lack of self esteem and long-term sickness.

Some degree of pressure, and often stress, is an inevitable part of everyday life in busy lives and workplaces. Individual’s reactions to stress will be very different (see appendix 1 for a list of possible signs or symptoms).

By promoting values around respect, integrity and openness within the line management structure, SHCA believes that stress can be successfully managed.
Methods

Manager’s responsibilities

· An awareness of the duty under Health & Safety legislation to assess risks to employees' health, safety, and welfare is essential.

· Recognising that stress thresholds vary among individuals; what motivates one person may overwhelm another.

· Staying alert for potential signs and symptoms of stress.

· Considering contributing factors in individuals' personal lives.

· Fostering an open, blame-free working environment where staff feel comfortable raising issues, and encouraging them to do so.

· Proactively addressing any concerns in a confidential, sensitive, and blame-free manner, offering support as needed.

· When stress issues are raised, listening and responding appropriately, tailoring interventions to individual cases.

· Ensuring all new staff are inducted and adequately trained for their roles.

· Clearly defining objectives for all staff.

· Addressing workload management during one-on-one meetings.

· Promoting team awareness that concerns about stress or other issues will be handled fairly, confidentially, and appropriately.

· Preventing the minimisation of stress concerns and discouraging a "macho" management culture.

· Providing demonstrable support to individuals experiencing stress, recording such support confidentially, and reviewing it regularly.

· Maintaining organisational awareness of staff well-being and reporting concerns to line managers.

· Managing absence effectively and utilising services such as support organisations.
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· Staff responsibility
All staff should be aware of the signs and symptoms of stress and the support mechanisms available.

· Individual responses and signs of stress should be recognised and raised in one-on-one meetings with the line manager.

· Objectives set should be achievable, and if not, this should be raised with the line manager.

· Responsibility should be taken for avoiding unnecessary exposure to constantly stressful situations.

· If experiencing stress, remedial action should be taken, such as seeking support or talking to someone.

· If the line manager is not supportive, this should be raised with the Chief Executive in the first instance.

· The line manager should be informed if there are situations at home that may impact work life or increase stress.

· It should be understood that the manager will not necessarily know about personal stress unless it is communicated.

· Cooperation with the line manager and the organisation in accepting measures aimed at mitigating stress is essential

Top of Form

Bottom of Form

Appendix 1: Possible signs and symptoms of stress

Physiological

• Headaches and migraines

• Tearfulness

• Gastrointestinal symptoms, e.g. constipation, diarrhoea, indigestion, nausea

• Unexplained rapid weight loss or gain.

• Back pain

• Cardiovascular symptoms, e.g. chest pain, palpitations, breathlessness.

• Edginess/inability to relax.

• Depressed immune system e.g. frequent infection, allergies.

• Skin rashes

Cognitive

• Difficulty concentrating.

• Poor memory.

• Persistent negative thoughts.

• Excessive worry.

• Making mistakes.

• Not seeing the bigger picture.

• Poor judgement.

• Inability to make decisions/making hasty decisions.

Behavioural

• Unsociability/anti social behaviour.

• Having more accidents.

• Erratic behaviour

• Covering up mistakes.

• Dishevelled appearance.

• Reduced reaction times.

• Eating disorders e.g. missing meals, excessive eating.

• Health damaging behaviours, e.g. excessive smoking, excessive drinking, use of drugs.

• Reduced work productivity.

• Inability to relax and unwind.

Emotional

• Low mood state

• Irritable

• Mood swings

• Lack of motivation and enthusiasm

• Reduced self esteem.

• Feelings of futility, cynicism, suspicion, alienation.

• Anxiety.

• Tiredness

• Taking more work home/longer hours.
SICKNESS MANAGEMENT PROCEDURE 

This procedure is designed to manage sickness absence in a fair and consistent way. 

Sickness absence can vary from short-term periods of ill-health (i.e. a few days) to a continuous period of long-term absence (i.e. 10 days or more) and it can have a number of different causes (for example, injuries, recurring conditions, or a serious illness requiring lengthy treatment). 

Upon returning to work following any period of absence due to sickness or injury, there will be a return to work meeting. This meeting will allow for a better understanding of the absence and explore any support needed upon the return to work.

Regular attendance at work is really important to enable the provision of the best service to customers. Should absence levels exceed two occasions within a one-term period, an employee will be invited to attend a formal meeting to discuss attendance at work. The purpose of this meeting will be to understand the reasons for the absences more fully and to work together to find ways to keep the levels of attendance high in the future. This formal meeting could result in a warning being issued in line with the Company Disciplinary policy; however, no decisions will be made around this until the employee has had the opportunity to put forward any points they would like to make.
DISABILITIES
This procedure applies to all employees, including those suffering from a disability. Where an employee is disabled, consideration will be given at each step of the procedure as to whether any reasonable adjustments should be made to the procedure itself or to a disabled employee’s duties, taking into account the employee’s condition. Employees who consider themselves affected by a disability or any medical condition that affects their ability to undertake their work should inform their line manager.
THE RIGHT TO BE ACCOMPANIED 

Employees may bring a companion to any formal meeting under this procedure. The companion may be a trade union representative or a work colleague. If an employee is unable to bring a companion, they will still be expected to attend. No one is obliged to act as a companion if they do not wish to do so. If the choice of companion is deemed unreasonable, the employee may be asked to choose someone else.
STEP 1 REVIEW 

If an employee has 4 occasions of sickness absence or 10 working days of sickness absence in total within any 12-month rolling period, they will be required to attend a Step 1 Review meeting.

At the Step 1 Review meeting, the discussion will include: (a) The reason(s) for the absence. (b) If the employee is on long-term sickness absence, how long the absence is likely to last. (c) The likelihood of further absences. (d) Whether medical advice is required. (e) What, if any, measures might improve the employee's health and/or attendance.

Employees will normally receive a Step 1 Review Warning for sickness absence, which will remain active for 12 months from the date of the meeting.

Step 2 Review
If any long-term sickness absence continues for a further 14 calendar days or if there are any further occasions of sickness absence while the employee has a live Step 1 Review warning, they will be required to attend a Step 2 Review meeting.

At the Step 2 Review meeting, the discussion will include: (a) The reason(s) for the absence. (b) If the employee is on long-term sickness absence, how long the absence is likely to last. (c) The likelihood of further absences. (d) Whether medical advice is required. (e) What, if any, measures might improve the employee's health and/or attendance. (f) The ability to return to/remain in the job in view of both the employee's capabilities and the organisation's business needs, and any adjustments that can reasonably be made to the job to enable the employee to do so. (g) Any redeployment opportunities.

Employees will normally receive a Step 2 Review Warning for sickness absence, which will remain active for 12 months from the date of the meeting.

However, if: (a) A return from long-term sickness absence is anticipated within 7 calendar days; or (b) There was no sickness absence in the first 6 months of the Step 1 Review Warning period, and the sickness absence was one occasion of 4 days or less;

Management may, in exceptional circumstances, reissue the Step 1 Review Warning or issue a reminder that the attendance will continue to be monitored under the existing Step 1 Review Warning.

Step 3 Review
If any long-term sickness absence continues for a further 14 calendar days or if there are any further occasions of sickness absence while the employee has a live Step 2 Review warning, they will be required to attend a Step 3 Review meeting.

At the Step 3 Review meeting, the discussion will include: (a) The reason(s) for the absence. (b) If the employee is on long-term sickness absence, how long the absence is likely to last and whether there has been any improvement in the condition. (c) The likelihood of further absences. (d) Whether medical advice is required. (e) What, if any, measures might improve the employee's health and/or attendance. (f) The ability to return to/remain in the job in view of both the employee's capabilities and the organisation's business needs, and any adjustments that can reasonably be made to the job to enable the employee to do so. (g) Any redeployment opportunities. (h) Any further matters that the employee wishes to raise.

The normal outcome will be dismissal for failing to meet the organisation’s required standard of providing regular and reliable attendance unless a return from any long-term sickness absence is anticipated within 7 calendar days, in which case the sanction will depend on the full circumstances of the case.

In some cases, the organisation may, at its absolute discretion, consider alternatives to dismissal. Examples include demotion, transfer to another service and/or role, which could include a change in location and pay, reissuing the Step 2 Review Warning, or issuing a reminder that the attendance will continue to be monitored under the existing Step 2 Review Warning.

Appeal
Employees have the right to appeal against any formal sanction imposed under this procedure. Any appeal must be in writing, state the full grounds of the appeal, and be received within 5 calendar days from the date of the outcome letter confirming the decision. Written notice of the date, time, and place of the appeal hearing will be provided.

Following the appeal hearing, the following actions may be taken: (a) Confirm the original decision. (b) Revoke the original decision. (c) Substitute a different sanction, which could include increasing the original sanction up to and including dismissal (if the sanction is increased, a further right of appeal will be provided).

A written explanation of the appeal decision will be sent.

Additional Points
Every effort must be made to attend Review meetings, and these meetings will not normally be delayed until the employee's return to work. In rare cases, Review Warnings may be skipped where it is obvious that a return from a long-term absence will not be possible in the foreseeable future.

Sick Pay

Staff are eligible for some sick pay (depending on rank), after which Statutory Sick Pay (SSP) is paid. The sick pay period runs from April to the end of March each year.

- Chief Executive and Childcare Manager: One month PLUS 4 days per year additional for sickness and upset stomach.

- All other staff: One week full pay PLUS 4 days per year additional for sickness and upset stomach.
Employee wellbeing policy

Policy statement 

Station House Community Association Ltd is committed to the wellbeing of all employees. It is recognised that work has an impact on both mental and physical health of employees and we as an organisation are committed to doing all we can to support our employees to maintain the wellbeing. 

We actively seek to encourage employee wellbeing

· By encouraging a healthy work-life balance

· By encouraging employee led personal fitness

· By promoting dignity at work

· By minimising stress relating to work 

· By managing sickness absence effectively. 

Work-life Balance

All employees with 26 weeks of continuous service are legally entitled to request flexible working if they have not already made a request during the last 12 months. Station House Community Association Ltd will review all requests sympathetically and will take steps to meet requests where the needs of the business allow. 

Promoting Dignity at work 

We believe that all employees should be able to work without fear of being harassed by the colleagues, customers or others you come into contact with whilst carrying out work. 

Any employee who believes the dignity has been violated or they have suffered harassment should speak to the Manager in confidence. The matter will be promptly investigated and appropriate actions taken to address the situation. Any employee who subjects others to harassment or other upsetting behaviour may be subject to disciplinary action. 

Minimising stress relating to work

All jobs can have times when they are particularly busy or demanding, but this is recognised and support will be provided to manage these situations. Regular breaks during the workday are provided to allow time away from these demands, and there is no expectation for work-related duties to be carried out outside of the normal working day. If there are increasing demands being placed outside working hours, this should be discussed with the Manager to find a solution.
Station House Community Association Ltd will take steps to cover the absence of colleagues without putting undue demand on other members of the team. If at any point an employee is struggling with the demands of the job role, this should be discussed with the Manager and a Stress Risk Assessment undertaken.

Managing sickness absence effectively

Employees who are absent from work must always adhere to the Company absence reporting process. During any periods of sickness absence your Manager will maintain contact. 

In the event that an employee is declared medically unfit to attend work they should not attend and support will be provided by the business to facilitate a return to work at the appropriate time. The Company will take steps to put in place reasonable adjustments to facilitate effective returns to the workplace.  

Minimising financial stress

Employees are not required to pay for the own DBS or registration/reregistration with the update service whilst employed by us
Employees are provided with a basic uniform 
Where employees do make purchases for resources they are immediately re-reimbursed upon production of a receipt

Employees are not required to provide either money or supplies for basic refreshments

 Promoting a Culture of Inclusivity, Health & Wellbeing


Employees are invited to all staff meetings where they are encouraged to contribute to new ideas, assess what is working well and what could be improved.

Employees are regularly invited to a wellbeing supervision meeting (one to one) where they can discuss any aspect of work or personal life that they are finding challenging in a confidential space. As best practice employees are also invited to develop a Personal Wellbeing Plan.

Employees attend a daily briefing to ensure they are kept up to date with information. Those not in attendance are asked to check the daily diary

Regular messages are shared using a private facebook message group

Regular social events are arranged where all staff are welcome to attend: when planning these events, we are mindful of cost/access/suitability
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